RESIDENT REQUEST RESOLUTION CHECKLIST FOR PROPERTY MANAGERS

Created by ChecklistGuro (https://checklistguro.com)


--- REQUEST INTAKE & LOGGING ---
[ ] Request Received Date
[ ] Request Received Time
[ ] Resident Name
[ ] Unit Number
[ ] Detailed Description of Request
[ ] Request Category (Maintenance, Repair, Safety, Other)
[ ] Priority Level (1-5)
[ ] Request Status (New, Acknowledged)

--- REQUEST PRIORITIZATION & ASSIGNMENT ---
[ ] Request Urgency (Emergency, High, Medium, Low)
[ ] Estimated Resolution Time (Days)
[ ] Department Responsible (Maintenance, Management, Landscaping, Vendor (Specify))
[ ] Vendor Contact Details (if applicable)
[ ] Assigned Date
[ ] Assigned To

--- COMMUNICATION & UPDATES ---
[ ] Initial Communication Date
[ ] Time of Initial Communication
[ ] Communication Method (Phone, Email, In-Person, Portal Message)
[ ] Summary of Initial Communication
[ ] Date of Last Update Sent
[ ] Details of Last Update Sent
[ ] Update Status (In Progress, Pending Vendor, Completed, On Hold)

--- RESOLUTION & COMPLETION ---
[ ] Detailed Description of Resolution
[ ] Resolution Completion Date
[ ] Resolution Completion Time
[ ] Cost of Resolution (if applicable)
[ ] Resolution Method (Internal Repair, Vendor Repair, Replacement, Other)
[ ] Supporting Documentation (Photos, Invoices)
[ ] Property Manager Signature

--- DOCUMENTATION & RECORD KEEPING ---
[ ] Detailed Description of Resolution
[ ] Resolution Completion Date
[ ] Cost of Resolution (if applicable)
[ ] Resolution Category (Maintenance, Repair, Utilities, Other)
[ ] Supporting Documentation (e.g., Invoice, Photos)
[ ] Vendor/Contractor Involved (if applicable)
[ ] Property Manager Signature

--- FOLLOW-UP & RESIDENT SATISFACTION ---
[ ] Follow-Up Date
[ ] Resolution Status (Completed, Pending, Escalated)
[ ] Resolution Time (Days)
[ ] Resident Satisfaction Level (Very Satisfied, Satisfied, Neutral, Dissatisfied, Very Dissatisfied)
[ ] Resident Comments
[ ] Additional Notes/Details

--- END OF TEMPLATE ---
Transform this text into a digital, automated, and trackable mobile app!
Visit: https://checklistguro.com/templates/real-estate/resident-request-resolution-checklist-for-property-managers
(Click "Install Template" to launch your digital inspection tool immediately)
