TAKING CARE OF THE APARTMENT WHILE I AM HERE AND I AM AWAY
LIVING ROOM
-Watering the plants: maximum 250-500 ml per week according the size of a pot, watering white container is at the kitchen on the bench of the window.
-Do not answer the phone calls: I will check my messages from my voice box.
-If you sit in the living room set the radiator high until the room is warm and then set the knob to three while you sit there. Before leaving the dining room switch the radiator off.  When nobody is home radiator at the living room will be switched off; 

KITCHEN

-Organic and normal waste will be taken downstairs and deposit to the general waste disposal containers. They are in front of the building. The big green container is for the organic waste. The large cement cabinet with the lids is for the general waste.

-Waste will be taken periodically by one of you downstairs and deposit into the containers.

-After deposing the organic waste the container will be cleaned using the cleaning liquids and the dirty water will be deposited through the water draining pipe under the sink in the bathroom. Do not depose it into the sinks. After cleaning the container will be rinsed with water and dried by paper towel. A good size plastic bag from the glass box will be placed into the container.
-The plastic bags for the general waste container are in the cabinet under the sink.

-Keep the kitchen clean, tidy and dry. Do not keep excess water too long around the washing area. After do the dishes dry the dishes and place them in the cabinets.

-Keep the cooking area always clean. Use wipes beside the ovens.

-Keep the sink clean and don’t leave food waste in the sink.

-Keep the refrigerator clean. If anyone puts anything in the freezer must be sure that its door is closed properly.

-During doing a cooking keep the door closed between the living room and the kitchen and after cooking and eating open the window in the kitchen (turn the handle first to the right and than up) to allow the removal of the odors.

-Keep the window open while nobody is home.

-Use wooden/ heat resistant plastic spoons while you cook with the frying pans/pans with tefal coating. Do not use the metal spoons in them.

-Problem with Microwave oven: If oven has electrical failure. Unplug, wait 20 seconds and plug it back. First push the stop button to remove error message on the screen. Then push the time button set the hour, push button again and set minutes and last time push the time button an finalize setting time. Now the oven again is ready to use. Use the booklet if you don’t know how to use certain features.
-The kitchen floor must be cleaned periodically.

-All the cleaning materials are in the cabinet under the sink.

-Dish drying towels are in the first cabinet in the hall. Towels must be washed periodically.

-Problem with heater: I do not expect any problem but if it happens the small light in the Geiser could went out. It should be lit up. First two screws in the cabinets holding the cover of the Geiser must be removed. Then the cover leveled up. The Geiser is seen. The red button is pushed and the gas is lit in the hole on top of the button. Push the button approximately 1 minute after lit it. Finish pushing and check if the small blue light burns. If not repeat the procedure above until it continues to burn after finishing pushing the button. Screwdrivers in the right cabined at the hall.
-Do not leave any waste in the house if everybody leaves the apartment for a long time (holiday).
-Do not leave any food could be spoiled in the refrigerator if anybody leaves the apartment for a long time (holiday)

  BATHROOM:
-Keep the bathroom clean and tidy after taking shower. Remove the excess water and other dirt from the tiles and the floor using wipers (large wiper for the floor and small wipers for the tiles.

-Clean the sink periodically. Brush is underneath of the sink. 

-Washing machine: Work with all programs: Close the small drainage hose on the lower-right of the machine. Place the hose for draining water on the floor. Switch on the light on the wall, turn on water, turn on the washing machine temperature knob a wanted degree of C. Choose the washing program. Please use the short washing program which is fixed if you don’t have anything heavily soiled. Push the flashing start button after placing clothes and detergent (if it is liquid put in the small bowl) in the machine and close its door. If it is desired place powder/liquid in the first (prewash), second (wash) and third (softener) compartment of the drawer on the top-left of the machine. After finishing the washing turn the temperature knob to off level. Turn the water and light off. Open the door and remove the clothes and close the door. Remove the extra dirt water by opening the small hose on the lower right of the machine. Remove leftover of water in the main drain hose and place it on the side of the machine. Clean the floor using water and large wiper. 

W.C.:
-Keep W.C. tidy and clean (floor, bowl and sink). Make periodical cleaning using cleaning material in the cabinet. Extra cleaning of the bowl use WC Eend and Bleek. They are on the shelves of small cabinet in the W.C..
-W.C. towel periodically is changed. The small towels are in the first cabinet in the hall.

-W.C. flush sometimes stuck and water continues to flow. Watch out this problem if it occurs. Water is expensive in Holland. Especially if anyone is the person last to leave the apartment for a long time (before holidays) must check that everything is in order in the apartment.

HALL: 

-All clean sheets, towels, drying clothes are in the left cabinet.


-All repair tools are in the right cabinet.


-Extra toilet papers and paper kitchen towels are placed in the right cabinet.

-For general cleaning buckets and wipers are in the storage room beside the entrance door outside of the apartment.
-Keys for the outside storage room and downstairs storage room are on the top of the small shoe holder beside the cloak room. Larger black key is for the storage room downstairs and smaller key for the storage room for the outside storage room.

-One person locks the entrance room every night.

-If anyone is the last person to leave the apartment must lock the room.

-If nobody will be home for a long time (holiday) the last person leaves the house to control everything and lock the entrance room.
GENERAL:
-Do not leave radiators on in any room if anybody leaves for a long time (holiday) and arrange the level of heating according to the weather and staying time in the room.
-Do not leave the lights on if anybody is not home or after finishing doing things in certain areas especially in the bathroom and the W.C.

-Do not open the door to anybody you don’t know or not invited. Do not open the door and give or receive anything and any information except the ones from postman.
-Check the post box regularly and take the post upstairs and place them on the one of the tables in the living room.

-Any cleaning water for the floors would be discharged to the toilet bowl not to any sink in the apartment

THANKS

