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PC020 – CHECKLIST - DAILY RENTAL TEAM TASKS


Office 						  Week Beginning 				

· Rental Support to carry out the tasks as per below daily and mark completed.
· Completed weekly sheets to be filed for inspection by the Rentals Operations Manager
· Any requests for information required from the rental agent to be emailed to the agent/s by 10 am daily
· Agents to provide responses by 2pm daily and Rental Support to update RPMS accordingly
· Only email communication is acceptable – no verbal updates

	MONDAY
	RS / RA
	DONE

	Rental Team Meeting
	ALL
	

	Maintenance (PC019 #1)
	RS
	

	[bookmark: _Hlk499638933]Rent Arrears (PC019 #2)
	RA
	

	[bookmark: _Hlk499639120]Exit WIP (PC019 #3)
	RA
	

	[bookmark: _Hlk499639300]Entry WIP (PC019 #4)
	RA
	

	[bookmark: _Hlk499639504]Renewals (PC019 #5)
	RA
	

	TUESDAY
	
	DONE

	Maintenance (PC019 #1)
	RS
	

	Rent Arrears (PC019 #2)
	RA
	

	Exit WIP (PC019 #3)
	RA
	

	Entry WIP (PC019 #4)
	RA
	

	Renewals (PC019 #5)
	RA
	

	WEDNESDAY
	
	DONE

	Maintenance Follow Up (PC019 #1)
	RS
	

	Rent Arrears Follow Up (PC019 #2)
	RA
	

	Exit WIP (PC019 #3)
	RA
	

	Entry WIP (PC019 #4)
	RA
	

	Renewals (PC019 #5)
	RA
	

	Account Alerts (PC019 #6)
	RS
	

	THURSDAY
	
	DONE

	Maintenance Follow Up (PC019 #1)
	RS
	

	Rent Arrears (PC019 #2)
	RA
	

	Exit WIP (PC019 #3)
	RA
	

	Entry WIP (PC019 #4)
	RA
	

	Renewals (PC019 #5)
	RA
	

	Inspections (PC019 #7)
	RA
	

	Properties to Let (PC019 #8)
	RA
	

	Viewing Appointments (PF006 - Viewing Appointment Booking Sheet)
	
	

	FRIDAY
	
	DONE

	Maintenance Follow Up (PC019 #1)
	RS
	

	Rent Arrears Follow Up (PC019 #2)
	RA
	

	Exit WIP (PC019 #3)
	RA
	

	Entry WIP (PC019 #4)
	RA
	

	Renewals (PC019 #5)
	RA
	

	Weekly Portfolio Report (PF007) to Manager and/or ROM
	RS
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