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System Action Plan 

Title/Code: Apartment Inspection / 
C-1-7-5


Date: March 24, 2010
	Result Statement

	Describe exactly the result this system must produce:

Staff will know which apartments are vacant and have marching orders to prepare them for move-ins.  Vacant apartments will be turned quickly for move-ins.


	Accountable Positions

	Position with overall accountability:

Administrator

	Participating positions:

Front Office Manager

Sales Support

Move-In Coordinator

Plant Manager

Housekeeping

Maintenance


	System Diagram
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System Action Plan 

Title/Code: Apartment Inspection

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Notify of Vacancy is brought up in Daily Stand-Up Meeting and communicated to Sales Manager, Maintenance Manager, Housekeeping Manager.
	Front Office Manager 
	The day after move-out

	2.
	Update Daily Report with newly vacated apartments.  Sales Manager communicates this to Sales Support who actually updates the Daily Report
	Sales Support 
	Daily

	3.
	Inspect Paint & Carpet for patch or full paint and carpet cleaning or replacement.   The results of this are communicated at the next Stand-Up Meeting.
	Maintenance
	Within one day of vacancy

	4
	Approve Capital Expenses (carpet replacement, complete paint jobs, new HVAC etc.).  After approval, Administrator delegates the scheduling of these expenses.
	Administrator
	Day after Step #3

	5.
	Complete Maintenance Check.  Using the Maintenance Checklist as a guide, the apartment is fixed, repaired & maintained to RLG standards.  The results of this are communicated at the next Stand-Up Meeting.
	Maintenance
	Within two days of vacancy

	6.
	Complete Housekeeping Check. Using the Housekeeping Checklist as a guide, the apartment is cleaned to RLG standards.  The results of this are communicated at the next Stand-Up Meeting.
	Housekeeping
	Within four days of vacancy

	7.
	Submit completed checklists to Plant Manager
	Plant Manager
	As they are completed

	8
	Check Inspection is completed to verify the validity of the Housekeeping & Maintenance Checks.
	Move-In Coordinator
	The day after HK & Maint Checks are completed.

	9.
	One Week Inspection is completed one week before move-in to make sure nothing has changed.
	Move-In Coordinator
	One week before move-in

	10.
	Day Before Inspection is completed one week before move-in to make sure nothing has changed.
	Move-In Coordinator
	The day before move-in


System Action Plan

Title/Code: Apartment Inspection

	Resource Requirements

	Staffing
	

	Space and Facilities
	Any vacant apartment

	Equipment
	

	Supplies
	RLG Apartment Condition Form, pen, clipboard 

	Information
	Housekeeping & Maintenance Checklists


	System Quantification

	· Potential residents and new residents will view and get the apartments in the best possible condition.


System Action Plan 

Title/Code: Apartment Inspection


	System Standards

	 1. Housekeeping shall not begin until painting, carpeting and maintenance have been completed.

	2.  Even though the apartments are vacant, housekeepers will dust and pour water down the P-trap on a weekly basis. 


Maintenance Apartment Inspection Form

Apt. # ____  Date Completed: __/__/__

Completed by: _________

	Plumbing
	NOTES
	INITIAL

	Hot & Cold Water from all faucets
	
	

	Good water pressure from all faucets
	
	

	All faucets: operate freely, 
	
	

	Bathroom
	NOTES
	INITIAL

	Toilet – seat secure; flushes; 
	
	

	TP holder – secure
	
	

	Towel bars - secure
	
	

	Shower
	
	

	Shower Curtain Rod
	
	

	Sink – stopper works
	
	

	Misc.
	NOTES
	INITIAL

	Walls
	
	

	Outlets / Switches
	
	

	Ceiling
	
	

	Lights
	
	

	Flooring / Carpet
	
	

	Windows
	
	

	Doors
	
	

	Cupboards
	
	

	Test smoke alarm
	
	

	Screen door
	
	

	HVAC
	
	

	Night Light
	
	

	Call System
	
	

	Cable TV
	
	

	Phone Service
	
	

	Phone Number
	
	

	Door: Exterior – Painted, knob functional, key works, Name plate, 
	
	

	Door frames – in good repair
	
	

	Window Screens
	
	

	Carpet: Clean or recommend replacement
	
	

	Paint: Touch-up paint or recommend full painting
	
	


Housekeeping Apartment Inspection Form

Apt. # ____  Date Completed: __/__/__

Completed by: _________

	Kitchen
	NOTES
	INITIAL

	Cabinets
	
	

	Refrigerator
	
	

	Microwave
	
	

	Stove
	
	

	Oven
	
	

	Dishwasher
	
	

	Counter
	
	

	Sink
	
	

	Faucet
	
	

	Bathroom
	NOTES
	INITIAL

	Toilet
	
	

	Counter
	
	

	Shower
	
	

	Shower Curtain / Rod
	
	

	Mirror
	
	

	Sink
	
	

	Faucet
	
	

	Misc.
	NOTES
	INITIAL

	Walls
	
	

	Outlets / Switches
	
	

	Ceiling
	
	

	Lights
	
	

	Flooring / Carpet
	
	

	Windows
	
	

	Doors
	
	

	Cupboards
	
	

	Closets
	
	

	Towels
	
	

	Bedding
	
	

	Soaps / Tissue
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