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MAKE READY

MAKE READY PROCESS
Follow the steps below to complete the Make Ready Process:

Notice to Vacate

Final Move Out 
Inspection

Pre-Inspection

Moved Out in 
YARDI

Make Ready 
Tickets

Turn Service 
Completed

NTV entered in 
YARDI & Pre Move 
Out Inspection is 

scheduled with the 
resident

Service Manager or 
Service Coordinator

30 days prior to move out

Service Manager or 
Service Coordinator

Day of Move Out

Service Manager

Prior to move out date

Day keys are received Post move out date

Service Coordinator

Service Manager or 
Service Coordinator

Post Pre-Inspection

Vendor/Staff

Inspect home for 
damages beyond 

normal wear & tear 
to bill back to the 

resident if applicable

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

Form/Work Order

Resident moved out in 
YARDI after receiving 

keys

Tickets entered in 
YARDI based on the info 

provided on the Move out 
Condition Form

Make Ready Tickets 
assigned to vendors/

staff & must be 
returned to office
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Follow the steps below to complete the Service Technician Make Ready Process:
MAKE READY PROCESS: Service Technician

Home Assigned

Preventative 
Maintenance

Home Inspected

Re-walk Home

Maintenance 
Performed

Make Ready 
Checklist

MR/PM Ticket for 
maintenance is 

assigned to a tech for 
completion

Date assigned by 
Service Coordinator

Same date as home 
assigned

Same date as home 
assigned

Same date as 
home assigned

Same date as 
home assigned 
or following day

Same date as 
re-walk

Tech completes 
Annual Home 

Inspection & repairs 
items found

Tech tests, touches, 
& inspects home to 

identify what needs to 
be addressed

Home is re-walked 
by assigned tech to 
double check their 

work 

Final QC & Make Ready

Make Ready Day

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

Deficiencies notated 
during home 

inspection are 
corrected by tech

Make Ready and 
Preventative 

Maintenance Checklist  
Form filled out in
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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 08-Inspections.

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:

Preventative Maintenance Quiz 

Source: Click here to access SOP 561
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MM 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

AA

KK

EE

Primary Parts

Door Stops  •  Hinge Door Stops  •  Door Bumpers  •  Screen Material  •  Screen Corners  •  Spline  •  Tabs  •  Face Plates  

•  Switches  •  Outlets  •  Blind Slats  •  Pull Chains  •  Showerheads  •  Caulking  •  Silicone  •  Flapper  •  Light Bulbs  •  

HVAC Filter  •  Sink Basket  •  Disposal Stop

Secondary Parts

Kitchen Faucet  •  Bathroom Faucet  •  Pop-Up Assembly  •  Passenger/Privacy Levers  •  Sliding Glass Door Hardware  

•  Supply Lines (Kitchen/Bath)  •  Angle Stops  •  Knobs  •  Drawer Pulls  •  Flush Valves  •  Tub Shoe  •  Overflow  •  Tub 

Diverter  •  Shower Rod  •  Toilet Seat  •  Towel Bar  •  Toilet Paper Holder  •  Door Sweep

Standard Parts

MARE READY PROCESS: Pre-Make Ready Work
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MAKE READY

RR

EE

YY

DD

AA

Review items that require additional time & inform your supervisor

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

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

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

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

MAKE READY PROCESS: Post Make Ready Work
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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
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MAKE READY

MAKE READY: Checklist and Inspection Form
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MAKE READY: Checklist and Inspection Form
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MAKE READY

MAKE READY: Checklist and Inspection Form
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MAKE READY: Checklist and Inspection Form
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MAKE READY

MAKE READY: Checklist and Inspection Form
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MAKE READY: Checklist and Inspection Form
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MAKE READY

NOTES




