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System Action Plan 

Title/Code: Deliver Creative Follow-Up / C-1-3-4-1



Date: April 6, 2010
	Result Statement

	Describe exactly the result this system must produce:

Creative Follow Up will be accounted for accurately in our Sales Process.  Also, we will communicate important notes of interest from the delivery system.


	Accountable Positions

	Position with overall accountability:

Chauffeur

Participating Positions:

Sales Support

Leasing Counselors

Sales Manager


	System Diagram
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	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1. 
	System: Creative Follow-Up
	
	

	2.
	Fill out Delivery Sheet. Include the recipients name, the date and the item.  Make sure the address is on the item for delivery.
	Leasing Counselor
	After it is prepared and once it is ready for delivery.

	3.
	Deliver the creative follow-up.  
	Chauffeur
	Preferrably the same day it is prepared.

	4. 
	Make Notes on the delivery sheet in the Notes column as well as a checkmark in the completed column.
	Chauffeur
	Immediately after the delivery.

	5.
	Update BlueStep by logging into the prospective resident’s account and transferring the notes from the Delivery Sheet and checking off the completed box.
	Sales Support
	The same day as the delivery.
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	Resource Requirements

	Staffing
	Sales Dept.

	Space and Facilities
	Office.

	Equipment
	Computer with internet and BlueStep access., Delivery Vehicle

	Supplies
	Delivery Sheet, clipboard, pen

	Information
	Addresses


	System Quantification

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

· We won’t have to wonder if the deliveries have been made.
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	System Standards

	1. Handwriting on the Delivery Sheet will be clear and legible.

	2. Deliver using the company provided GPS.

	3. The Notes column on the Delivery Sheet is to be filled in by the Chauffeur on anything noteworthy about the delivery.  This would include ordinary as well as unusual.  In particular, make notes on items relating to:

· Accessibility of the house.  Are there stairs leading up to the house as well as inside the house (is it a two story).

· Is the yard work maintained.

· Is there any noticeable maintenance required on the house.

· Does it appear to be a safe neighborhood.

· Is the mailbox accessible and is there a lot of unopened mail in the mailbox

· 


Use additional sheets as needed
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