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System Action Plan Template

Title/Code: Move-N: Productivity Report
Number: C-5-1
Date: 3/31/2011
	Result Statement

	Info will be entered into Move-N to create the Productivity Report correctly.


	Accountable Positions

	Position with overall accountability: 
Administrator

	Participating positions: 
Sales Manager

Leasing Counselor
Community Outreach


Title/Code: 

	System Diagram
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System Action Plan Template

Title/Code: 

	Description of System Benchmarks

	#
	Benchmarks
	Accountable Position
	Timing

	1.
	Enter Inquiry Information. Marketing > Inquiries.  (1, 2)
	Sales person who completed the sales action.
	Same day as inquiry or sales action

	2.
	Select Status.  Inquiry Information Page – top middle (Hot, Warm, Cold, WaitList, Reserved, Lost, Not Qual).  This is for new as well as current leads.  
	Same as #1
	Same as #1

	3.
	Initial Tour.  Inquiry Information Page.  Enter the date and by whom.
	Sales person who conducted the tour.
	Same day as the initial tour

	4.
	Move-Ins.  Marketing > Inquiries > Select Resident > click Move-In >  Date (of move-in) > type svcs (IL, AL, Alz) > Payor Type > Unit > Room (apartment #) > Occ Loc (a) > Rate > Exit


	Sales person who completed the sales action.
	Same day as move-in.

	5.
	Move-Outs.  Marketing > Residents > Select Resident > Resident Information Page > Click Move Out > Date of Move Out > Change Status: Moved Out > Reason for move out > Loc (Location – where they moved to) > Exit


	Administrator or person assigned.
	Same day as move-out.

	6.
	Scheduled Move-Outs. Marketing > Residents > Select Resident > Resident Information Page > Resident A Tab > Notice Given (enter the date notice was given) > Move-Out Sched (enter the date the resident will move-out) > Reason (select the reason the resident will be moving out)


	Administrator or person assigned.
	Within one business day of receiving move-out notice.

	7.
	Deposits Taken.  Marketing > Inquiries > Select Inquiry > WaitList/Resv/Lost Tab > Reserved > Date (deposit was received) > Deposit (amount) > Move-In Date > Unit > Room (apartment #) > Occupant Loc (a) 
	Sales person who completed the sales action.
	Same day as receiving the deposit

	8.
	Scheduled Move-Ins.  Marketing > Inquiries > Select Inquiry > WaitList/Resv/Lost Tab > Reserved > Date (deposit was received) > Deposit (amount) > Move-In Date > Unit  > Room (apartment #) > Occupant Loc (a) 


	Sales person who completed the sales action.
	Same day as learning of the move-in date.


System Action Plan Template

Title/Code: 

	Resource Requirements

	Staffing
	

	Space and Facilities
	

	Equipment
	Computer with internet access

	Supplies
	

	Information
	


	System Quantification

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



System Action Plan Template

Title/Code: 

	
	System Standards

	1
	Inquiry information will be entered into Move-N the same day as it happened.  (1)

	2
	Required info (Inquirer Last Name, Resident Last Name, Services Desired, Payor Type, How Learn of Comm., Referral Name, Current Location) will be the absolute minimum.  Sales people will strive to enter as much information as possible for each inquiry. (1)

	3
	Hot, Warm, Cold.  See Value Match prioritization. (2)

	4
	WaitList.  When an inquiry wants an apartment that isn’t currently available. (2)

	5
	Reserved.  When an inquiry has left a deposit on a specific available apartment. (2)

	6
	Lost.  When they are no longer an inquiry.  They are lost only after one of the following: death, move to a SNF without chance of recovery or they move out of the area. (2)

	7
	Not Qual.  If they are not qualified financially, physically or cognitively for one of the levels of care your offer. (2)

	8
	Status:  VERY IMPORTANT to update the status of leads if they are not Qualified or if they are Lost leads. (2)


Use additional sheets as needed

PAGE  
Copyright © 1994, 1996, 1997, 1998, 2005 by E-Myth Worldwide.  All rights reserved.  No part of this publication may be reproduced or transmitted in any form or by any means, electronic or mechanical, including photocopy, recording, or any information storage and retrieval system, without permission in writing from E-Myth Worldwide

