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System Action Plan Template


Title/Code: Move-In Bonus Form
Number: C-2-2-9
Date: 1 July 2010
	Result Statement

	Describe exactly the result this system must produce:

The proper bonus amount will be paid every time.  This will encourage moving in private pay individuals.  It will also minimize money lost in unnecessary concessions.



	Accountable Positions

	Position with overall accountability:

Sales Manager

	Participating positions:

Administrator

RLG Regional Director






Title/Code: 

	System Diagram
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Title/Code: 

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Open the Move-In Bonus Form.xls.
	Sales Manager
	The first business day after the last day of the pay period.

	2.
	Enter your location.
	Sales Manager
	After Step #1

	3.
	Enter Resident Name
	Sales Manager
	After Step #2

	4.
	Enter Apartment Number
	Sales Manager
	After Step #3

	5.
	Enter Level of Care
	Sales Manager
	After Step #4

	6.
	Enter the next 7 columns.  Enter $50 in each column if that criteria is met.
	Sales Manager
	After Step #5

	7.
	Enter Bonus Payee’s Name
	Sales Manager
	After Step #6

	8.
	Enter Payee Amount.  
	Sales Manager
	After Step #7

	9.
	Print the form
	Sales Manager
	After Step #8

	10.
	Administrator signs the form & dates it.
	Administrator
	Same Day at Steps #1 - #9

	11. 
	Fax the form to RLG.
	Administrator
	Same Day as Step #10

	12.
	RLG signs the form
	RLG Regional Director
	Within one business day of Step #11

	13.
	RLG faxes the form back to the community
	RLG Office Manager
	Same Day as Step #12

	14.
	Enter the info into payroll.
	Administrator
	In time to be on payroll.


Title/Code: 

	Resource Requirements

	Staffing
	

	Space and Facilities
	

	Equipment
	Computer, printer

	Supplies
	Paper, pen

	Information
	Move-In Bonus From.xls; list of move-ins for the previous pay period


	System Quantification

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




Title/Code: 

	System Standards

	#
	Standard

	1.
	Locations are: Heritage Place, Golden Living Center, Golden Living Orem, Le Chateau at Brickyard Plaza and Lakeside Village

	2.
	All names should be listed last name first and first name last.

	3.
	The levels of care are as follows: SA, RR, AL, PAL & MEM.  These acronyms are what will be listed on the form.  The acronyms stand for Senior Apartments, Retirement Residences, Assisted Living, Premium Assisted Living & Memory Support

	4.
	Full Community Fee is $1,250.  We will allow an automatic concession of $250 on this, so if someone pays $1,000 Community Fee, the sales person still qualifies for the bonus on this item.

	5.
	Columns E – K.  If the criteria is met, the sales person is eligible for $50 / criteria. This is all or nothing – either the criteria is met and the sales person receives $50 or the criteria isn’t met and the sales person receives $0.

	6.
	Credit Card Convenience Fee Paid.  This does NOT apply to the deposit.  It does apply to community fee and the first rent payment.  If the resident does not use a credit card for the community fee and / or first rent payment, the sales person automatically receives $50 for this criteria.  If the resident does use a credit card for community fee and / or first rent payment, the resident must pay a convenience fee of 2% of the total charge for Visa, MasterCard & Discover & 3% for American Express.

	7.
	Private Pay.  If a resident is on New Choices / Medicaid Waiver, or if we receive payment via a V.A. contract, they are not Private Pay.  If a resident is using a Long Term Care Insurance Policy or Aid and Attendance Benefits*, they are considered Private Pay

	8.
	* Aid & Attendance – even if a resident is using these benefits, they may qualify for the Private Pay criterion, but if we are deferring rent payment, they won’t qualify for the concession criteria.

	9.
	No Concessions: A concession is defined as giving away something for free that we would normally charge for.  This would include, but is not limited to: decreased community fee, decreased service fee, offering free room service, offering free product.  Another concession would be rent deferral.  If someone needs to sell a house or is waiting for some financial benefit, if we lower the rent for a time, this is a concession.

	10.
	TV & Phone.  (This applies only to our locations that charge for phone service and cable TV service).  RLG Communities charge $26 / month for local phone service and $35 / month for basic expanded cable TV service.  If one or both of these fees are discounted or waived, this criterion is not met.  Memory Support is exempt from charging for phone service. 

	11.
	Any concession must be approved by the administrator.  If it is not, it becomes the responsibility of the sales person to make that payment whole.

	12.
	If there are move-in coordinators and / or sales support on staff that get a different bonus amount, this does not apply to them.

	13. 
	Administrators shall review all contracts prior to signing.

	14. 
	After resident has resided with us for 30 days, then the move-in bonus is available.

	15.
	ACH.  If the sales person signs the resident up for ACH payments, they are eligible for an additional $50 in bonus.


	Move-In Bonus Form

	Location:

	
	
	
	
	
	
	
	
	
	
	
	

	Resident Name
	Apt #
	Level of Care
	Move-In Date
	Full Comm. Fee Paid
	Full Service Fee
	Credit Card Convenience Fee Paid
	Private Pay
	No Concessions
	TV & Phone
	ACH
	Total Bonus

	Doe, Jane
	234
	PAL
	12/12/10
	 $50.00 
	 $50.00 
	 $50.00 
	 $50.00 
	 $50.00 
	 $50.00 
	 $50.00 
	 $350.00 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Total Paid
	 
	 
	 
	 $50.00 
	 $50.00 
	 $50.00 
	 $50.00 
	 $50.00 
	 $50.00 
	 $50.00 
	 $350.00 

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Bonus Payee
	
	
	
	Amount:
	
	
	
	
	
	
	

	Sales Person's Name
	
	
	$350.00 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	_________________________________________________________________________________________________________

	Administrator
	
	
	
	
	
	
	
	
	Date
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	_________________________________________________________________________________________________________

	Retirement Living Group
	
	
	
	
	
	
	
	Date
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