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New Move-In Paperwork System

Title/Code: New Move-In Paperwork / F-7-3-1


Date: November 11, 2009
	Result Statement

	To provide the Sales Staff with the information and ability to complete the New Move-In Paperwork accurately and efficiently.


	Accountable Positions

	Position with overall accountability:

Sales Manager

	Participating positions:

Sales Manager, Administrator, Leasing Counselor, Marketing Support, Move-In Coordinator & Bookkeeper.




	System Diagram
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New Move-In Paperwork System

Title/Code: New Move-In Paperwork

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Print paperwork.  BlueStep>Marketing/Lead>Marketing Connect Site>Shared Files>New Move-In Paperwork
	Sales Manager or delegated employee
	Any time before the appointment

	2.
	Complete & Print Move-In Worksheet.  BlueStep >Record Summary>General Resident>Individual Worksheet.  See System: Move-In Worksheet
	Sales Manager or delegated employee
	Any time before the appointment

	3.
	Complete all applicable paperwork by having them initial, sign, date & read.  See System: Residency Agreement.
	Sales Manager or delegated employee
	At appointment

	4.
	Photocopy all paperwork for resident.
	Sales Manager or delegated employee
	At appointment

	5.
	Leave info sheets with family. (PPL Sign-up, POLST, Resident Rights & Pharmacy Services Privacy).  See System Credit Card Processing.
	Sales Manager or delegated employee
	At appointment

	6.
	Collect & copy payment.  Either check or credit card authorization.  Keep copy in resident file.
	Sales Manager or delegated employee
	At appointment

	7.
	Submit financial sheet to Accounts Receivable.
	Sales Manager or delegated employee & Bookkeeper
	Immediately after appointment

	8.
	Complete outstanding paperwork.  (Apartment Condition, Prepaid Legal)
	Sales Manager or delegated employee
	No more than 5 business days after move-in


New Move-In Paperwork System

Title/Code: New Move-In Paperwork


	Resource Requirements

	Staffing
	Sales Manager or delegated employee & Bookkeeper

	Space and Facilities
	Any location where employee and financially responsible party can comfortably read and complete paperwork.  Location should have convenient access to copy machine.

	Equipment
	Copy machine, computer with internet access (to print paperwork & complete Move-In Worksheet.

	Supplies
	Paper, resident file folder

	Information
	Sales Manager or delegated employee must be very familiar with what is contained in the paperwork.


	System Quantification

	· We won’t have to hunt down move-in paperwork & money.

· After move-in, residents and their families won’t ask questions that are answered in the move-in paperwork.




New Move-In Paperwork System

Title/Code: New Move-In Paperwork

	System Standards

	1. The highest standards of ethics will be used at all times.  Honesty & integrity will be employed at all times.

	2. Employee dress code will be followed.

	3. Concessions are generally not offered.  Discounts are NEVER offered if they haven’t been approved by the administrator previously.  

	4. Paperwork will be printed with the correct company and apartment style on the drop down selections.

	5. Paperwork will be printed as needed.  There is no need to print up numerous copies.

	6. Residents will always receive the copy of the paperwork. The originals will remain in their file.


Use additional sheets as needed
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