Inspection Coordinator

System Manua}(&

Purp®&¢ Statement:

To improve the lives of real estate investors
and residents through property management
solutions.

Svystems Manual: Inspection Coordinator
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Position Overview — Inspection Coordinator (1C)
The IC will report to the Vice President of Operations.

Complete annual/occupied inspections as defined in the Grace Management Residential
Inspection Coordinator System Manual.

System Manual Overview:
The system shall run the business, and the team members shall run the system.
Systems are simply road maps or instructions that allow the Grace Manageme
repeated and easily duplicated.

The purpose of the system manual is to provide a consistent an@specifiy way of doing business,
and to ensure that each property, resident, owner, s much aXQassijlie, each situation, are
treated the same. Also to define HOW Grace Propert do property
management.

The System Manual will provide each t@m me
which they are responsible and a specific sure ss for each KRA, so that each team
member always knows whether or not they’a )

st be recognized as an exception to the system. While
me, each exception is by nature inefficient, and should

exceptions are necess
therefore be gvoided.
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1 — Property Inspections

Measure of Success: Fully complete the weekly inspection
process on no less than 10 properties by end of business day
each Friday.

1. All properties must be inspected one time per year.
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The annual property inspection may be the only time per year that some
residents have personal contact with the Grace Managgment office.
Therefore, it is important that the IC have a high degree of ¢ service,

complete. The Exception is if more than
area outside of the Denver metro area, t
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2. Inspections are to be completed one time annually on each residential property but NOT
under the following two conditions:
a. If the resident has been in the property less than 90 days.

b. If the resident has submitted a notice-to-vacate.
c. If the PM does NOT want the unit inspected. The PM will denote this
by replying back to the IC’s schedule email.

3. Before initiating contact with the resident confirm the GM office has a kef? e do not
have keys call the resident to arrange a time to perform the inspection.
a. Don’t alarm the resident that we don’t have the key.

b. Work with the tenant to see if we can obtain a

4. Call residents a minimum of 7 days prior to the inspecgion dat edule the date and
time with the residents to access the prope

a. When leaving a phone meSs or when ning the purpose of the
inspection, refer to “Resident rty In%ection Explanation’ (template
2a).

b. If you are unable to perso with the resident by phone, leave a
voice message and sen mail or text. Use all points of contact if

c. me to be present, but they do NOT need to be
. Give them the date and time (in a 1-hour window)
d Buld be scheduled Tuesday and Thursday each week, during

urs. When scheduling, try and be somewhat flexible with the
order to schedule the inspection during a time that is convenient
em as well as the IC. HOWEVER - the inspection schedule must be
oJlowed in order to be efficient for the IC and so the IC is able to complete
| inspections each day as their schedule allows.

If the resident opts to NOT be present for the inspection, make sure they
lock-up any pets that are on the property.

f. When leaving a phone message for the resident, leave the date and time
that you will be performing the inspection.
aa. Give the tenant a 1-hour time window so that you have

some flexibility in your inspection day in case you
encounter delays.
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