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MAKE READY

MAKE READY PROCESS

Follow the steps below to complete the Make Ready Process:

Notice to Vacate

Service Manager or
Service Coordinator

30 days prior to move out

NTV entered in
YARDI & Pre Move
Out Inspection is
scheduled with the

resident

Pre-Inspection

Service Manager

Prior to move out date

Pre Move Out
Inspection notes are
documented on the
Move Out Condition

Form/Work Order

Make Ready
Tickets

Service Manager or
Service Coordinator

Post Pre-Inspection

Tickets entered in
YARDI based on the info
provided on the Move out
Condition Form

Final Move Out
Inspection

Service Manager or
Service Coordinator

Day of Move Out

Inspect home for
damages beyond
normal wear & tear
to bill back to the
resident if applicable

Moved Out in
YARDI

Service Coordinator

Day keys are received

Resident moved out in
YARDI after receiving
keys

Turn Service
Completed

Vendor/Staff

Post move out date

Make Ready Tickets
assigned to vendors/
staff & must be
returned to office

Life Cycle - Maintenance Technician



MAKE READY PROCESS: Service Technician

Follow the steps below to complete the Service Technician Make Ready Process:

Home Assigned

Date assigned by
Service Coordinator

MR/PM Ticket for
maintenance is
assigned to a tech for
completion

Preventative
Maintenance

Same date as
home assigned

Tech completes
Annual Home
Inspection & repairs
items found

Home Inspected

Same date as home
assigned

Tech tests, touches,
& inspects home to
identify what needs to
be addressed

Re-walk Home

Same date as
home assigned
or following day

Home is re-walked

by assigned tech to

double check their
work

Final QC & Make Ready

Maintenance
Performed

Same date as home
assigned

Deficiencies notated
during home
inspection are
corrected by tech

Make Ready
Checklist

Make Ready Day

Same date as
re-walk

Make Ready and
Preventative
Maintenance Checklist
Form filled out in

Management conducts final Quality Control Inspection & clicks “Make Unit Ready”

LIBZERTY
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MAKE READY

PREVENTATIVE MAINTENANCE

Every home must be inspected and findings documented on the Make Ready and
Preventative Maintenance Checklist. Annual Inspections are created using the Inspections
role in YARDI and assigned to technicians through the YARDI Inspections App. This priority
may only be used for Preventative Maintenance or RECP home energy inspections.
Inspections completed at make ready must have an Annual MR step.

The Make Ready and Preventative Maintenance Checklist Form must be attached to the 09-
QC Inspection Work Order in YARDI. This can be done by taking pictures of the completed
form and attaching to the Work Order using YARDI Mobile. If a necessary repair is noticed

during a PM inspection a Service Request must be created and classified as routine, urgent,

or emergency, not o8-Inspections.

HVAC - AIR DISTRIBUTION < |8 H HVAC - CONDENSING UNIT H HVAC - GEOTHERMAL AIR SIDE COIL L [0 H
check appropriate box for each item <|=|.|2 £ [check appropriate box for each item £ [Check appropriate box for each item AEHEE £
Z||§[8 S S Z|2|&| & S
Inspect Air Filter Housing & Seal Inspect Cabinet, Fasteners, & Panels Inspect Coil Fins ||
Replace Filter Inspect for Required Clearance
Inspect for Dirt i Around Cabinet HVAC - GEOTHERMAL CONDENSATE = ] £
Grilles Inspect Refrigerant Line. Check appropriate box for each item <|E[.| 3 é
Registers Insulation HEIFR] 3
Diffusers Diffusers Inspect for Condensate Blowing
Trunk Branch Balancing Dampers Inspect/Clean Coil Fins rom Coil into Cabinet
Clean Air Return Grille Inspect for Condensate Blowing
Inspect Duct Work for Moisture HVAC - FURNACE . - £ from Coil into Air Distribution
or Biological Growth [Check appropriate box for each item - H N g £ System
EFIEE S Inspect Condensate Drain Piping for
HVAC - CONTROLS & SAFETY - o] £ Replace Filter Proper Operation
(check appropriate box for each item AEHME H Clean Air Return Grille inspect Condensate Drain Traps
HEIFE] S inspect Venting is Secured
[ Thermostat Tight/Level Remove Dust from Burners HVAC - GEOTHERMAL WATER LOOP - [] H
Heat Working Clean Flame Sensor (Check appropriate box for each item <2l 3 H
[A/C Working [Check Blower Motor Zleld] & S
Fan Working Inspect Water Pump 1
Drain Pan Safety Switch Working HVAC - GAS BOILER H K 5 &
Check appropriate box for each item BHMEH E [WATER HEATER (tank or tankless, crle one) ] o m PR
HVAC - EVAPORATOR COIL B.T [z H 225 8 Check appropriate box for each item <|gl.| 2| Esis
Check appropriate box for each item = 3 £ Inspect Burners for C: Z|2|5) & 3582
Z|2|a|e S Test Main Burner Ignition [ Water Heater Free of Leaks
Inspect Cabinet, Fasteners, & Panels Test Burners Check Straps
Inspect/Clean Condensate Drain Inspect Combustion Chamber [Check Flue/Hood/Vent Pipe
Inspect Drain Line & Pan for Inspect Burner & Flue [Check TP Valve & Discharge Line
Biological Growth Discharge Line is CPVC/Copper
Inspect Secondary Drain Line HVAC - HYDRONIC LOOP ' w 2 Pipe Insulation Present
Inspect Secondary Drain Pan Check appropriate box for each item " g " § E [Check Drain Pan
Inspect Overflow Protection Devices Z|g|F|e S Check Sediment Trap
Inspect for Proper Drain Flow Inspect Water Pump [Check Supply Lines (water & gas)
Inspect for Evidence of Water in Inspect Condensate [Check Water Heater Stand
secondary Drain Pan Check Electrical Lines
Inspect/Clean Coil Fins Check Water Heater for Grounding
Inspect Refrigerant Line Water Temperature Degrees @ WH
Insulation Page 30110 [Check Water Temperature @ Faucet . 0 /17202

Preventative Maintenance QUiz ..................................................... .

1. It’s time to complete the district’s annual fire extinguisher inspections,
can the 08-Inspections priority be used to create the Work Orders?

2. List some other examples of work that can be entered using 08-Inspections:

Life Cycle - Maintenance Technician

Source: Click here to access SOP 561



MARE READY PROCESS: Pre-Make Ready Work

Maintain an organized tool box with Primary Parts (commonly used
items) & Secondary Parts (limited use items)

Assess the home by testing, touching, & inspecting maintenance items
that need to be addressed during the turn process

Know what additional parts you will need to complete the home &
document those items on the Make Ready and Preventative Maintenance
Checklist

Efficiently develop your game plan to complete the home, set a
realistic time-frame for completion, & inform your supervisor of your
goal

Standard Parts

Primary Parts

Door Stops e Hinge Door Stops e Door Bumpers e Screen Material @ Screen Corners e Spline  Tabs e Face Plates

e Switches e Outlets o Blind Slats e Pull Chains e Showerheads e Caulking e Silicone e Flapper e Light Bulbs e
HVAC Filter e Sink Basket e Disposal Stop

Secondary Parts

Kitchen Faucet e Bathroom Faucet e Pop-Up Assembly e Passenger/Privacy Levers e Sliding Glass Door Hardware
e Supply Lines (Kitchen/Bath) e Angle Stops @ Knobs e Drawer Pulls e Flush Valves e Tub Shoe @ Overflow e Tub

Diverter @ Shower Rod e Toilet Seat @ Towel Bar o Toilet Paper Holder e Door Sweep

LIBZERTY

MILITARY HOUSING



MAKE READY

MAKE READY PROCESS: Post Make Ready Work

Review items that require additional time & inform your supervisor

Exit the home after maintenance is done, spiff the unit, & re-walk the
home to double check your work

Assess what was done in the home, fill out the Make Ready Checklist &
Annual Inspection Form in their entirety

DM, MS, and/or SC will walk the home & create a QC punch list; address
items found, if any

You learn from your mistakes & apply what you have learned to the next
Make Ready

6
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MAKE READY AND PREVENTATIVE MAINTENANCE CHECKLIST

Every home that is turned requires a Make Ready and Preventative Maintenance Checklist
Form to be filled out documenting the conditions and corrective actions taken during the
Make Ready Process. Each room is broken down into individual tasks and we must indicate
whether those items have been repaired, replaced, in good condition, or not applicable.
This Make Ready and Preventative Maintenance Checklist will help ensure we have inspected
everything to verify the home is in neat, clean, and working order.

In addition, this document will also ensure we have specifically tested all life safety devices
and performed our preventative maintenance which includes but not limited to, inspecting
for water intrusions, cleaning HVAC systems, and ensuring there are no leaks.

Make Ready and Preventative

° °
Maintenance Checklist

[ 1 g w - " z
KITCHEN H; % £ KITCHEN CONTINUED g g £ BASEMENT/DEN/SUNROOM/LOFT > ; % &
Check appropriate box for each item § E 5 E § Check appropriate box for each item B E 5 E § Check appropriate box for each item ; E E E g
A/C Heat Vents Rust Free Check Microwave Operation Ceiling/Wall/Paint Condition
Ceiling/Wall/Paint Condition Check Microwave Filter Check Outlets for Power
Countertop Condition Check Microwave Lights Switch & Outlet Plate Condition
Countertops Caulked Check Range Hood Check Lighting/Ceiling Fans
Countertop Backsplash Caulked Check Range Hood Filter Leak/Mold Evidence
Kitchen Doors Check Range Hood lights A/C-Heat Vents Rust Free
Cabinet Drawers & Doors Check Fire Sprinkler Heads Check Blind/Wand Operation
Cabinet Condition (Upper/Lower) Caulk Kitchen/Pantry Floor Windows Cracked/Fogged/Stickers
Cabinet Liner Present Vinyl/Tile Floor Condition Check Smoke/CO Detectors
Pantry Door Operation Check for Water Intrusion/Moisture Exterior Door Condition
Lighting
GFCI EXTERIOR Ll < EXTERIOR (Continued) I w z
Outlets & Switches have Power Check appropriate box for each item - E - é g Check appropriate box for each item wc g i ; E
Outlet & Switch Plate Condition Z|e|F| 8 Z|a|d| @ 8
‘Windows Operation & Safety Stickers Check Siding Loose/Missing Trash Bins Present and Condition
Windows Cracked &/or Fogged Check Stucco Condition Check for proper drainage
'Window Screens Check Shutters Loose/Missing Check meter boxes/valve cover
Blinds/Wand Operations Check Exterior Flashing 'WASHER/DRYER ROOM C w 5
Sliding Glass Door Operation Check for Missing Shingles Check appropriate box for each item . E - ; E
Sliding Glass Door Charlie Bar/Locks Check Exterior Hand Rails eS| 2 8
Check Disposal for Operation/Leaks Check Exterior Hand Rail Paint Ceiling/Wall/Paint Condition
Check Faucet for Leaks Check Exterior Hose Bibb Check Door/Locks/Door Stops
Check Faucet Spray Check Fence for Loose Boards Check Cabinets/Doors/Shelves
Check Water Shutoff Valves Check Gate Operation Check Outlets/Switches
Refrigerator Level/Set on #1 Check Condensing Unit Check Lighting
Check Refrigerator Racks/Door Bars Check Yard Condition Baseboard Caulk/Paint Condition
Check Refrigerator Door Seal Check Sidewalk Condition Check Washer Box/Drain
Check Icemaker/Ice Tray Check All Concrete Condition Check Washer Operation
Clean Refrigerator Coil Check Exterior Stairs Check Washer Pan Condition
Check Stove/Burner Operation Check Foundation Check Dryer Operation
Check Stove Door Gasket Check Roof Check Dryer Duct/Hose
Check Stove for Leveling Check Drainage Gutters Check Dryer Vent Pipe
Check Stove Anti-Tip Bracket Check Downspouts Check Dryer Gas Line
Check Dishwasher Operation Check Exterior Vent Pipe
Check Dishwasher for Leaks Check Pressure Reducing Valve
Check Dishwasher Soap Dispenser Check Hose Bib/Anti-Siphon Device

PagE 4o 10 Revised 08/17/2021
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