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	PF029 - IDEAL RENTAL MANAGEMENT WEEKLY SCHEDULE

	

	 
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY
	SATURDAY

	 8.00am
	 
	 
	Team Meeting
	 
	 
	 

	 8.30am
	Return Calls & Respond to Emails
	Return Calls & Respond to Emails
	Team Meeting
	Return Calls & Respond to Emails
	Return Calls & Respond to Emails
	Return Calls & Respond to Emails

	 9.00am
	Arrears
	Process Applications
	Return Calls & Respond to Emails
	Process Applications
	Maintenance Follow-Up
	Show Property

	 9.30am
	Administrative Tasks
	Arrears
	Arrears
	Routine Inspections including
	 
	 

	10.00am
	 
	Administrative Tasks
	Administrative Tasks
	Entry & Exit Reports
	Show Properties
	 

	10.30am
	 
	 
	 
	 
	 
	 

	11.00am
	Spare
	Sign Leases New Tenants
	Spare
	 
	Property Appraisals
	 

	11.30am
	Process Maintenance
	Process Maintenance
	Process Maintenance
	Process Maintenance
	 
	Property Appraisals

	Noon
	Lunch Break
	Lunch Break
	Lunch Break
	Lunch Break
	Lunch Break
	 

	12.30pm
	Lunch Break
	Lunch Break
	Lunch Break
	Lunch Break
	Lunch Break
	 

	 1.00pm
	Property Appraisals
	Routine Inspections including
	Property Appraisals
	Prepare, Finalise and
	Arrears
	 

	 1.30pm
	 
	Entry & Exit Reports
	 
	Post Inspection Reports including
	Administrative Tasks
	 

	 2.00pm
	Show Properties
	 
	Show Properties
	Organising Maintenance
	 
	 

	 2.30pm
	 
	 
	 
	Arrears
	Sign Leases New Tenants
	 

	 3.00pm
	Process Applications
	Prepare, Finalise and
	Prepare Appraisals
	Administrative Tasks
	Sign Leases New Tenants
	 

	 3.30pm
	Prepare Appraisals
	Post Inspection Reports including
	Return Calls & Respond to Emails
	 
	Process Maintenance
	 

	 4.00pm
	Return Calls & Respond to Emails
	Organising Maintenance
	Return Calls & Respond to Emails
	 
	Return Calls & Respond to Emails
	 

	 4.30pm
	Return Calls & Respond to Emails
	Filing
	Filing
	Filing
	Return Calls & Respond to Emails
	 

	 5.00pm
	Filing
	Return Calls & Respond to Emails
	Sign Leases New Tenants
	Return Calls & Respond to Emails
	Filing
	 

	 5.30pm
	Spare
	Return Calls & Respond to Emails
	Show Properties
	Return Calls & Respond to Emails
	Spare
	 

	 6.00pm
	 
	 
	 
	Property Appraisals
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