PAGE  
[image: image2.jpg]MASTERY}/
aal

il




System Design and Documentation
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System Action Plan 

Title/Code: Residency Agreement / F-7-3-1-2


Date: November 26, 2009
	Result Statement

	Describe exactly the result this system must produce:

The Residency Agreement will be completed accurately.


	Accountable Positions

	Position with overall accountability:

Manager, Sales

	Participating positions:

Leasing Counselors

Move-In Coordinators

Sales Support




	System Diagram
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System Action Plan 

Title/Code: Residency Agreement / C-?-?-?


	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Log In.  BlueStep > Marketing / Leads > Marketing Connect Site > Shared Files > New Move-In Paperwork > Community > Level of Care
	Sales Manager or one delegated.
	Before completing paperwork.

	2.1.

	Page #1.  Select Community; type name of Responsible Party & Resident, Suite # & daily fee.
	Same as in Step #1.
	Before completing paperwork.

	2.2.
	Addendum A.  Select style of apartment.
	Same as in Step #1.
	Before completing paperwork.

	2.3.
	Negotiated Risk.  Type this information in.
	Same as in Step #1.
	Before completing paperwork.

	2.4.
	Other Addenda.  If applicable enter the community, names, apt styles and rates.
	Same as in Step #1.
	Before completing paperwork.

	3.
	Print.
	Same as in Step #1.
	Before completing paperwork.

	4.
	Residency Agreement.  Get initials and signatures.
	Sales Manager of one delegated.
	When with the resident.

	4.2.
	Other Info.  Fill in all the info needed.
	Same as in Step #4.
	When with the resident.

	4.3.
	Resident Rights.  Leave this page with them.
	Same as in Step #4.
	When with the resident.

	5.
	Apartment Condition Form.  Leave this form with them and request it be returned no later than 5 days after move-in.
	Same as in Step #4.
	When with the resident.

	6.1.
	Addendum A.  Get signatures.
	Same as in Step #4.
	When with the resident.

	6.2. 
	Addendum B.  For those on New Choices, get signatures.
	Same as in Step #4.
	When with the resident.

	6.3.
	Addendum D.  For those approved for partial rent deferral, get signatures.
	Same as in Step #4.
	When with the resident.

	6.4.
	Addendum E. For those approved for a Temporary Upgrade, get signatures.
	Same as in Step #4.
	When with the resident.

	7.
	Negotiated Risk Agreement.  If applicable, get signatures.
	Same as in Step #4.
	When with the resident.

	8.1.
	Pre-Paid Legal.  Get initials and signatures.  Leave the page with the web address for them.
	Same as in Step #4.
	When with the resident.

	8.2.
	Pharmacy Services Agreement.  Complete all information required.  Leave Notice of Privacy Practices with them.
	Same as in Step #4.
	When with the resident.

	8.3.
	P.O.L.S.T.  Leave a blank P.O.L.S.T. with them.  Have them sign the waiver.
	Same as in Step #4.
	When with the resident.

	9.
	If applicable.  The remaining items are only applicable in certain circumstances.
	Same as in Step #4.
	When with the resident.

	9.1.
	Pet Agreement.  For those bringing a pet, get signatures.
	Same as in Step #4.
	When with the resident.

	9.2. 
	Electric Cart / Wheelchair Policy.  For those in an electric cart or wheelchair, get signatures.
	Same as in Step #4.
	When with the resident.

	9.3.
	Concession Form.  For any concessions, include those here and get signatures.
	Same as in Step #4.
	When with the resident.


System Action Plan 

Title/Code: Residency Agreement / C-?-?-?1

	Resource Requirements

	Staffing
	A sales person

	Space and Facilities
	Office with desk, and chair.  Comfortable area to sign paperwork.

	Equipment
	Computer, photocopy machine, printer

	Supplies
	Pens and paper

	Information
	


	System Quantification

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

· New Resident paperwork will be filled out accurately.


System Action Plan 

Title/Code: Residency Agreement / C-?-?-?


	System Standards

	1. Before signing an agreement with a new resident, you must have read through the paperwork and be familiar with it and have asked your manager any questions you have regarding it.

	2.  Negotiated Risk Agreement must always be completed with the Administrator.

	3. Have Responsible Party initial the agreement as you cover each paragraph, as opposed to getting all initials at once at the end.

	4. Have Responsible Party sign each page as you cover them, as opposed to getting all signatures at once at the end.

	5. Before meeting with the resident to sign the paperwork, you will fill in all the information you already have including names, addresses, phone numbers etc.

	6. Addenda D & E must be approved by administrator first.

	7. Concessions must always have the approval of the Administrator of corporate office.


Use additional sheets as needed
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