Annual Plan Instruction Guide

In a busy property management environment, annual events are often the only duties that we can control and schedule with a degree of certainty.

The calendars are tools to help you visualize your annual workflow.

The ultimate objective of the calendar is to help you distribute annual duties over the year so that you can better time manage the monthly, daily and unforeseen work that comes your way.

Instructions:

1.
Type the name and address of your property in the grey box.

2.
Review the list of duties at the bottom of the calendar.

3.
Cut and Paste appropriate duties of your property to the corresponding month in which it takes place.

4.
With the administration calendar start at the fiscal year end and add duties going forward and looking backwards associated with budget and audit preparation.

5.
With the maintenance calendar start with the property’s legal inspection obligations and build from there.

6. When completed, discuss with your Senior Manager
7. Once finalized, print and distribute the calendars to other On-site Staff and property Board of Directors and Post in your office.

7.
Provide a finalized electronic copy to your Senior Manager.

8.
Review Annually.

