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System Action Plan Template


Title/Code: Rent Ready Prep to Apartment 
Number: F-5-3-7-2-1
Date: 2/7/11
	Result Statement

	Describe exactly the result this system must produce:
 The system will provide a comprehensive method to prepare an apartment to rent ready condition.



	Accountable Positions

	Position with overall accountability: Director of Housekeeping 


	Participating positions: Housekeeper 




Title/Code: 

	System Diagram
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4. Clean refridgerator
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5. Wipe down cabinents
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6. Check Blinds

I

7. Clean windows
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8. Clean Balcony
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9. Wipe down walls
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10. Claen Bathroom
11. Clean Bathroom
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14. Vacuum carpet [« | 12. Clean Kitchen Floor | | 13. Clean Microwave
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15. Shampoo carpet
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16. Stock apartment | —»{ 17. Spray Apartment
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18. Welcome Basket







Title/Code: Rent Ready prep for apartments 
	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Refer to system F-5-3-1-3-5 “Faucet & Drain Flow” & perform of Kitchen sink 
	Housekeeper 
	Initial Process 

	2.
	Refer to system F-5-3-1-3-5 “Faucet & Drain Flow” & perform on the Bathroom sink.
	Housekeeper
	Following initial 

	3.
	Refer to system F-5-3-1-3-6 “Shower & drain flow” & perform on shower
	Housekeeper
	Step three

	4.
	Clean refrigerator inside & out with disinfectant 
	Housekeeper
	Step four 

	5.
	Wipe down cabinets, countertops, sink & stove with disinfectant 
	Housekeeper
	Step five

	6.
	Check condition of blinds replace any broken slats & clean 
	Housekeeper
	Step six

	7.
	Clean windows (inside & out where possible) window seal & screens 
	Housekeeper
	Step seven

	8.
	Clean Balcony doors inside & out, wood & glass, clean raillery & sweep  
	Housekeeper
	Step eight 

	9.
	Wipe down wall & ceilings throughout apartment
	Housekeeper
	Step nine 

	10.
	Clean bathroom fixtures with disinfectant & dry 
	Housekeeper
	Step ten 


Title/Code: 

	Resource Requirements

	Staffing
	Housekeeping

	Space and Facilities
	Apartment

	Equipment
	Housekeeping cleaning cart, carpet cleaner, vacuum

	Supplies
	Cleaning supplies on housekeeping cart.

	Information
	


	System Quantification

	Describe how you will quantify and evaluate the effectiveness of this system on an ongoing basis:

This system will be quantified by apartments being 100% rent ready prior to resident move-in


Title/Code: 

	System Standards

	#
	Standard


	1.
	Notification will be given to housekeeping to ensure preparation completion one day prior to resident move-in

	2.
	Housekeeping will coordinate any major repair with Maintenance. Prior to rent ready procedure. 

	3.
	Carpet condition will be reported to General Manager on first inspection.

	4.
	If carpet must be replaced or cleaned by outside service step 15 will be replace by this procedure 

	5.
	All cleaning procedures will pass the “White Glove” test. 

	6.
	

	7.
	

	8.
	

	9.
	

	10.
	

	11.
	

	12.
	

	13.
	

	14.
	


Use additional sheets as needed
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