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System Action Plan Template

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



Date: November 26, 2009
	Result Statement

	Describe exactly the result this system must produce:

Residents will pay the correct amount upon move-in.


	Accountable Positions

	Position with overall accountability:

Sales Manager

	Participating positions:

Leasing Counselor, Move-In Coordinator, Sales Support




	System Diagram
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System Action Plan Template

Title/Code: Move-In Worksheet / C-?-?-?


	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Individual Worksheet.   BlueStep > Markeitng / Lead > Lead Search (locate lead) > General Resident > Inq becomes resident > Save > Individual Worksheet
	Sales Manager or one who is delegated
	Before signing paperwork

	2.
	Daily Fee. Enter the daily fee for Assisted Living, Premium Assisted Living or Memory Support
	Sales Manager or one who is delegated
	After Step #1

	3.
	Monthly Fee. Enter the monthly fee for Retirement Residences.
	Sales Manager or one who is delegated
	After Step #1

	4.
	Days.  Enter the number of days the apartment will be occupied for the month they move in.
	Sales Manager or one who is delegated
	After Step #3

	5.
	Next Month.  Enter the following months service fee if applicable.
	Sales Manager or one who is delegated
	After Step #4

	6.
	Extra Services.  Enter any extra services the resident will be paying for.  Enter the monthly charge and the computer will calculate the pro-rated rate.
	Sales Manager or one who is delegated
	After Step #5

	7.
	Previously Paid.  Enter any amounts already paid.
	Sales Manager or one who is delegated
	After Step #6

	8.
	Save / Reopen.  You must click save and then reopen the form to see the calculated totals.
	Sales Manager or one who is delegated
	After Step #7

	9.
	Print.  Change the View Layout (in upper right corner) to “Resident Fee Agreement”.  Then print.  This is the sheet the resident will sign.
	Sales Manager or one who is delegated
	After Step #8


System Action Plan Template

Title/Code: Move-In Worksheet / C-?-?-?


	Resource Requirements

	Staffing
	Sales Staff employee

	Space and Facilities
	Office

	Equipment
	Computer, Desk, Chair, Printer

	Supplies
	Paper

	Information
	Sales Systems




	System Quantification

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

· Resident will be charged the proper amount upon move-in




System Action Plan Template

Title/Code: Move-In Worksheet / C-?-?-?


	System Standards

	1. Always use a calendar when calculating the days to be billed for in the month.  Start counting on the day rent starts and continue counting through the last day of the month.

	2. Next months service fee will be charged if the rent start date is after the 21st of the current month.  To calculate this fee from a daily rate, simply multiple the daily rate by 30.5.

	3. Amounts previously paid will generally be the $500 deposit.


Use additional sheets as needed
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