[image: image1.jpg]'/(—Aakvicef_jo



7 March 2011
To: APFM Members
Dear Sir/Madam

1st Best Managed Building Award 2011

(Residential Developments)

The Best Managed Buildings Award is presented by the Association of Property and Facility Managers (APFM) and supported by the Singapore Institute of Surveyors and Valuers (SISV) and the Fire Safety Managers’ Association (Singapore) (FSMAS).

The APFM will be organising and calling for nominations for the 1st Best Managed Building Award 2011 for all Residential Developments.

The Objectives of the Award are: - 

1) To audit and recognise organizations (including owners, MCSTs) for the commitment to maintain a high standard of quality management systems and services in their premises.

2) To inculcate a greater awareness of the need for a regular programme of action to ensure that their premises are well maintained at all times.

The participating Residential Developments are divided into two (2) categories:

a) 300 units and below
b) 301 units and above
We strongly encourage Residential Development owners and MCSTs to nominate their premises for auditing. A nominal non-refundable participation fee of $100.00 for Residential Developments is chargable.

Interested parties, please complete the attached participation form with a crossed cheque made payable to “Association of Property and Facility Managers” and mail to: 

APFM Secretariat

110 Middle Road

#09-00 Chiat Hong Building

Singapore 188968

Participants are required to submit photocopy documents / photographs enclosed together with the Participation Form. We have extended the deadline for submission to 25 March 2011. On-site judging will be conducted during office hours for shortlisted participants. Details on the results and presentation of the awards will be held in conjunction with the APFM Property Conference scheduled in April 2011.  More details will be made know at a later date.

For any clarification, please contact Mr Teo Kok Seng at mobile no. 97329258 or Ms Yvonne Loo at 63721056.  
Yours faithfully
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Mr Teo Kok Seng
Chairman

Organising Committee, BMB Award

Association of Property and Facility Managers

Enc
The 1st Best Managed Building Award 2011
(Residential Development)

Participation Form
	Residential Building Information

	MCST Plan No
	

	Name of Building
 
	

	Correspondence          Address


	

	Tel No.
	
	Fax No.
	

	Email Address
	

	Website (if any)
	

	Contact Person
	

	Please indicate
	( Strata Titled     ( Owner Occupier   ( Investment (for lease)

	Number of Storey(s)
	

	Number of Basement
	

	Number of Carpark Lots
	

	Total Units
	

	Total Gross Floor Area
	

	Total Net Floor Area
	

	Date of TOP
	

	Developer
	

	Managing Agent
	


Please mark a tick(√) where applicable for each item listed. Kindly attached relevant documents / supporting evidence where necessary.
	S/No
	Description
	Yes
	No
	N/A
	Points Awarded 

(for official use)

	A
	Administrative Management

	1
	Are documents (e.g. Service report, calls, delivery orders) signed and filed properly?
	
	
	
	

	2
	Is there a staff movement chart displayed at the Management Office?
	
	
	
	

	3
	Are all keys properly labeled and kept in a key press/box?
	
	
	
	

	4
	Are all key movements recorded properly?
	
	
	
	

	5
	Is there a Staff Attendance Book kept in the Management Office?
	
	
	
	

	6
	Is there an Up-To-Date Strata Roll Record kept in the Management Office?
	
	
	
	

	B
	Finance Management

	7
	Is there a Petty Cash Float authorized by the Management Council?
	
	
	
	

	8
	Is there a proper petty cash box at the Management Office?
	
	
	
	

	9
	Is there a record of receipts given?
	
	
	
	

	10
	Is the expenditure from Petty Cash monitored on a monthly basis?
	
	
	
	

	11
	Is there evidence of approval for expenditure from petty cash fund?
	
	
	
	

	12
	Is there a proper check and follow up of arrears in Management & sinking fund contribution? (Give percentage of arrears under 60 days & 90 days outstanding)
	
	
	
	

	C
	Operational Management

	a.
	Term contractors operation

	13
	Is there evidence that a minimum of three (3) quotes for each purchase?
	
	
	
	

	14
	Are the quotations called properly closed and verified?
	
	
	
	

	15
	Is there evidence that there is proper approval before the job is awarded?
	
	
	
	

	16
	Is there a preventive maintenance schedule for building works?
	
	
	
	

	17
	Is there a washing schedule for each part of the property?
	
	
	
	


Please mark a tick(√) where applicable for each item listed. Kindly attached relevant documents / supporting evidence where necessary.
	S/No
	Description
	Yes
	No
	N/A
	Points Awarded 

(for official use)

	18
	Is there evidence of inspections maintained by the cleaning contractor?
	
	
	
	

	19
	Is there evidence of inspections of cleaning works maintained for Client’s inspection?
	
	
	
	

	20
	Is there an attendance book for cleaners at the guard house?
	
	
	
	

	21
	Are the fire extinguishers checked and unexpired?
	
	
	
	

	22
	Is there a Fire or Tremor Emergency Plan in the premises?
	
	
	
	

	23
	Are there records of fire drills/briefing conducted for residents yearly?
	
	
	
	

	24
	Are there any fire incidents in the premises during the year 2009 to 2010?
	
	
	
	

	25
	Is there record of operational/safety checks done on the facility equipment?
	
	
	
	

	26
	Are unserviceable facilities/equipment removed and safety signs put up?
	
	
	
	

	27
	Are the rules and regulations for each common facility displayed?
	
	
	
	

	28
	Are disclaimer notices placed prominently within each facility of the estate?
	
	
	
	

	29
	Are booking of facilities properly recorded?
	
	
	
	

	30
	Is there evidence of deposits properly refunded?
	
	
	
	

	31
	Are the security guards alert and properly attired?
	
	
	
	

	32
	Is there an Occurrence Book at the Guard House?
	
	
	
	

	33
	Is there a Visitor Book at the Guard House?
	
	
	
	

	34
	Are Accident Report Forms available at the Guard House?
	
	
	
	

	35
	Is there an Attendance Book (sign in/sign out) for security guards at the Guard House?
	
	
	
	


Please mark a tick(√) where applicable for each item listed. Kindly attached relevant documentation / supporting evidence where necessary.
	S/No
	Description
	Yes
	No
	N/A
	Points Awarded 

(for official use)

	36
	Has your security company obtained grading performances and criteria from the Association of Security Agency Assessor Board?
	
	
	
	

	37
	Does the security company provide training or courses for new security guards?
	
	
	
	

	38
	Is there a set of energy conservation procedures set out for the estate?
	
	
	
	

	39
	Are records of utilities consumption maintained to track monthly consumption rates?
	
	
	
	

	40
	Are regular checks conducted to check leakage at the rooftop water tanks and underground pipe leaks?
	
	
	
	

	b.
	Response & emergency operation

	41
	Is there a complaint record book kept for the estate?
	
	
	
	

	42
	Are complaints replied within 7 working days?
	
	
	
	

	43
	Is the number of complaints tracked, reported and closed?
	
	
	
	

	44
	Is the number of repeat complaints tracked and reported?
	
	
	
	

	45
	Is the Standard Crisis List displayed at the Management Notice Board and Guard House?
	
	
	
	

	46
	Are the emergency contact numbers in the Crisis Contact List updated?
	
	
	
	

	47
	Is there a set of Crisis Contact List procedure provided in the Guard House?
	
	
	
	

	48
	Are the condominium manager, executives, technicians and team managers contact number included?
	
	
	
	

	49
	Is there an adequately stocked and unexpired First Aid Box in the Guard House?
	
	
	
	

	D
	Enhanced Management

	50
	Has your premises obtained grading performance from BCA. Eg: Green Mark?
	
	
	
	


Please mark a tick(√) where applicable for each item listed. Kindly attached relevant documents / supporting evidence where necessary.
	S/No
	Description
	Yes
	No
	N/A
	Points Awarded 
    (for Official use)



	51  
	Is there a floor / sky space for rent,               advertisement space eg: ATM, Vending machine.
	
	
	
	

	52
	Do you organized social activities for your residents eg: CNY, Christmas, Moon cake, Family Day etc.
	
	
	
	

	53
	Are there small social groups set up for activities eg.: Jogging club, gardening club?
	
	
	
	

	54
	Is there communication channels available eg.: Newsletter etc.?
	
	
	
	

	55
	Is there consistent recycle program?
	
	
	
	


	Form completed by: (Condominium Manager / Property Manager or equivalent)



	I, hereby declare that to the best of my knowledge, all particulars given in this Form are true and correct.

...........................................................................


..............................................

Name











Signature

...........................................................................


.................................................

Designation










Date



	Endorsed by: (CEO or equivalent) 

..............................................................




.........................................

Name & Signature








Date




	Company Name




The completed Form must be accompanied by a non-refundable fee of S$100.00.
Crossed cheque to be made payable to “Association of Property and Facility Managers” and mail to APFM Secretariat at 110 Middle Road #09-00 Chiat Hong Building, Singapore 188968. 
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