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System Action Plan 

Title/Code: Move-In Payments / F-7-3-1-3-1



Date: March 1, 2010
	Result Statement

	Describe exactly the result this system must produce:

All payments for new move-ins will be accounted for timely and accurately.


	Accountable Positions

	Position with overall accountability:

Sales Manager

Participating Positions:

Sales Manager

Leasing Counselor

Bookkeeper


	System Diagram
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	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	
	System: Move-In Worksheet
	Leasing Counselor
	Before submitting payment

	1.
	Fee Agreement.  Submit one copy to the bookkeeper.
	Leasing Counselor
	When submitting payment

	2.
	Payment.  Submit payment – either a check or credit card receipt.
	Leasing Counselor
	With Step #1

	3.
	Bookkeeper accepts Fee Agreement and payment.
	Bookkeeper
	When Sales gives it.

	4.
	Responsible Party.  The Leasing Counselor will enter the responsible party info.  Then the bookkeeper looks at the resident record in BlueStep and clicks on Responsible Party to get the info necessary to account for the payment.


	Leasing Counselor / Bookkeeper.
	Before entering info in Quicken.
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	Resource Requirements

	Staffing
	Leasing Counselor or other sales staff member, Bookkeeper

	Space and Facilities
	

	Equipment
	Computer, Copy Machine, Internet access

	Supplies
	Paper, 

	Information
	


	System Quantification

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

· If all move-in payments are processed timely and accurately.
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	System Standards

	1. Checks will be given to bookkeeper either directly or via a secure lockbox.

	2. Sales staff will make a photocopy of the payment to keep in the resident file.


Use additional sheets as needed
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