
Weekly	Tasks	Checklist:	
	
� Inspection	video	of	park	due	by	Tuesday	

• 	<100	sites,	whole	park;	
• 	100<	sites,	1/6	of	park,	so	whole	park	is	reviewed	monthly	

� Homes	Out	of	Compliance	Report	with	attached	action	plans	(Lot	#,	Issue)	by	Tuesday	

	
� Delinquency	Report	by	Tuesday	

• Amount	and	number	of	tenants		
� Yard	Lights	

• Fixed	
• Need	Electrician	
• Not	Sure	

� All	staff	conference	call	covering	all	turned	
reports,	videos,	and	documents	On	
Wednesday	at	2PM	

� Tenant	Information	Updated:	(if	changed,	or	
missing)	

• Emails	
• Phone	numbers	
• Employers	
• Vehicles	
• Emergency	Contact	Information	

� Marketing	Summary	
• number	of	calls	and	source	(Craigslist,	Facebook,	newspapers	ads,	for	sale	sign,	flyer,	
other	sign,	website,	references,	other)	

� Number	of	vacant	Tenant	Owned	homes	with	action	Plan	
� Number	of	Park	Owned	Homes	and	action	plan	
� Turn	in	screen	shot	of	next	week's	work	week	calendar	by	Friday	
� EIK	Report	(Everything	I	Know):	

• #	of	interactions	with	tenants	with	brief	summaries,		
• summaries	of	contacts	with	vendors	
• any	information	related	to	our	goal	of	“The	nicest	communities	with	the	nicest	tenants	
and	nicest	homes"	in	the	area.	

	
	

Home	Compliance	Report:	

Lot	#	 Issue:	 Action	Plan:	 Follow	Up	Date:	

	 	 	 	

	 	 	 	

	 	 	 	

	 	 	 	

	 	 	 	

	 	 	 	

	 	 	 	

Yard	Lights:	
Location	 Issue:	 Action	

Plan:	
Follow	Up	
Date:	

	 	 	 	
	 	 	 	
	 	 	 	
	 	 	 	
	 	 	 	
	 	 	 	
	 	 	 	



	Marketing	Summary	&	Call	Log	
		

	
	

	
	
	
	
	
	
	

	
	
Additional	Notes:	

Source	 Number	
of	Calls:	

Craigslist	 	

Facebook	 	

Newspaper	 	

For	Sale	
Sign	

	

Flyer	 	

Website	 	

Reference	
(word	of	
Mouth)	

	

Other	
(describe)	

	

Date Name Lot # Summary Lead 
Source 

Call 
Back 

      

      

      

      

      

      

      

      

      

      

      

      

	 Vacant	 Lot	#	(s)	

TOH	 	 	
	

POH	 	 	
	


