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TIME MANAGEMENT

presented by

Planning & Prioritising
to Retain Your Sanity!

Some Basics

Time Management
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Some Basic Principles

• Planning

• Batch Processing

• Focus

• Discipline
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Some Basic Time Management Practices

• Plan each day
• use a Work/Task Schedule or Microsoft Outlook and stick to it
• Set up for your day the afternoon before

• Do the difficult/boring/unpleasant things first

• Keep a time limit to phone calls

• If you are a victim of other people consuming your time take 
control
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Paperwork – the 5D Principle

• Decide
• Do it
• Delegate
• Diarise
• or Dump it
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Rolling Diary
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Focus & Planning

Time Management

Shaun Luyt | Residential Property Rental Procedures, Training & Advice | ShaunLuyt.co.za

Shaun Luyt | Residential Property Rental Procedures, Training & Advice | ShaunLuyt.co.za

Focus

• Monthly Plan

• Daily Task List
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Levels of Planning

• Monthly Planning
• Ingoing Inspections & Reports
• Deposit Disbursement
• Arrears Management
• Renewals
• Month-End Preparation
• Outgoing Inspections

• Ongoing
• Maintenance & Repairs
• Rental Applications

• Weekly Portfolio Report

7

8

9



10 Sep 2020

4

Monthly Planning / Focus

Time Management
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Monthly Operational Plan – Inspections & Deposits (RHA)
Mon Tues Wed Thurs Fri Sat Sun

1 2 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 31

Ingoing Inspections

Outgoing Inspections

Deposits
7D

Deposits
14D

Deposits
21D

Inspection Reports
Deposits (7D)

Deposits (14D)

Deposits (21D)

Damage Repairs

Damage Repairs

Pre-Exit Inspections
Damage Repairs
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Monthly Operational Plan – Financial - Payments & Arrears Management
Mon Tues Wed Thurs Fri Sat Sun

1 2 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 31

Ingoing Inspections

Outgoing Inspections

Deposits
7D

Deposits
14D

Deposits
21D

Inspection Reports Deposits (7D)

Deposits (14D)

Deposits (21D)

Damage Repairs

Damage Repairs

Damage Repairs & Pre-Exit Inspections

Payments Payments

Payments Payments

Arrears management
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Monthly Operational Plan – Lease Renewals
Mon Tues Wed Thurs Fri Sat Sun

1 2 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 31

Ingoing Inspections

Outgoing Inspections

Deposits
7D

Deposits
14D

Deposits
21D

Inspection Reports Deposits (7D)

Deposits (14D)

Deposits (21D)

Damage Repairs

Damage Repairs

Damage Repairs & Pre-Exit Inspections

Payments Payments

Payments Payments

Arrears management Lease Renewals

Lease Renewals

Lease Renewals

Shaun Luyt | Residential Property Rental Procedures, Training & Advice | ShaunLuyt.co.za

Monthly Operational Plan – Month-End Prep & Checks
Mon Tues Wed Thurs Fri Sat Sun

1 2 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 31

Ingoing Inspections

Outgoing Inspections

Deposits
7D

Deposits
14D

Deposits
21D

Inspection Reports Deposits (7D)

Deposits (14D)

Deposits (21D)

Damage Repairs

Damage Repairs

Damage Repairs & Pre-Exit Inspections

Payments Payments

Payments Payments

Arrears management Lease Renewals

Lease Renewals

Lease Renewals
Month-End Prep & Checks

Month-End Prep & Checks

Weekly Portfolio Report

Time Management
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Weekly Portfolio Report

• Management
• Team Member / Team Accountability

• Team Members
• Peace of Mind
• Double check

• Basis for Weekly Rental Team / Portfolio Team Meeting

• Same day every week
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Weekly Portfolio Report - Maintenance
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Weekly Portfolio Report - Inspections
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Weekly Portfolio Report - Inspections
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Weekly Portfolio Report – Entries & Exits
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Weekly Portfolio Report - Renewals
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Weekly Portfolio Report - Renewals
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Weekly Portfolio Report - Renewals
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Weekly Portfolio Report - Renewals
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Daily Task List

Time Management
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Daily Task List
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Daily Task List
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Daily Task List - Monday
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Resources

• PC027 – Monthly Rentals Calendar

• PC020 – Daily/Weekly Rentals Tasks List
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Webinar Review
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Resources

Maintenance & Repairs
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Associated Webinars
https://shaunluyt.co.za/residential-property-rentals-webinars-on-demand/

• WEBINAR #1: ARREARS MANAGEMENT – The Right Way!

• WEBINAR #2: RENTAL DEPOSITS & DAMAGES – How to 
Avoid the Avoidable Disputes!

• WEBINAR #4: INGOING & OUTGOING INSPECTIONS – How 
to Protect Your Landlords Right to Recover the Cost of 
Repairing Damages!

• WEBINAR #6: LEASE RENEWALS – Managing Lease 
Renewals the Right Way!

Need Assistance?

Maintenance & Repairs
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Other Services

• Rental Training Training
• Rental Team Workshops
• Mandate Review and/or Updates
• Development & Implementation of Policies and/or Procedures
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