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SUBJECT:      RESPONSE TO & DOCUMENTATION OF BUILDING WATER LEAKAGE 
In an effort to minimize potential indoor air quality problems that may occur from water leakage, it is recommended that building owners, occupying agency representatives and/or DPW leasing agents ensure that the following actions are taken:

1. Maintain records of water infiltration/leakage incidents that include: possible cause or source of the problem, time & date the leak occurred; time the leak was repaired; description of all building materials that were wetted, especially soft porous materials such as carpet, ceiling tiles, wallboard or cloth partitions; and when and what was done with water damaged materials.  Note the location of incident on a floor plan if possible.    

2. Thoroughly dry carpet within 24 to 48 hours.  Carpet that is wetted from a leak but not dried within 24 to 48 hours will likely need to be replaced.  

3. Stained ceiling tiles are an indication that something is leaking.  The tiles should be replaced, not painted over, and a thorough investigation performed to determine the source and correct the problem.  Investigation also includes looking for any other soft porous materials above the suspended ceiling may have been affected by the leak.  Those materials should also be replaced if necessary.  
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