‘ Operations Department (OD) — Complete SOP Set

Archetype: REAL_ESTATE_RENTAL_LEASING - Real Estate Rental Leasing

Tier: Free (entire Operations department) - Modules: 30 - Standard: locked 13-section
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Six phases - 30 modules - one continuous operating cycle, closing back into Phase 1 the next operating day.
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Modules

OD-001 — Daily Operations Opening
Procedure

OD-002 — Shift Handover & Briefing
OD-003 — Staffing & Coverage Verification

OD-004 — Work Area Readiness &
Housekeeping Inspection

OD-005 — Operational Equipment Availability *

Check

OD-006 — Customer Order / Work Request
Intake

OD-007 — Order Verification & Acceptance
Review

OD-008 — Job Scheduling & Sequencing
OD-009 — Resource & Capacity Allocation

OD-010 — Incoming Material / Supply
Verification
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0OD-012 — Work-in-Progress Tracking & Status ,
Update
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OD-014 — Output Monitoring & Throughput
Review
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e OD-016 — Rework & Nonconforming Work o

Handling
OD-017 — Schedule Deviation & Change o
Management

OD-018 — Subcontractor & Vendor
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OD-019 — Interdepartmental Coordination
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OD-021 — Delivery / Service Turnover
OD-022 — Customer Communication & Status
Notification

OD-023 — Customer Feedback & Complaint
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OD-024 — Operational Incident Reporting &
Response

OD-025 — Emergency & Business Continuity
Readiness Check

OD-026 — Regulatory, License & Permit
Currency Verification

OD-027 — Operational Risk Review

0OD-028 — Operational KPI Review

OD-029 — Operational Records Retention &
Documentation Audit

OD-030 — End-of-Shift / End-of-Day
Operations Closeout
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‘ Phase 1 — Opening & readiness

OD-001 — Daily Operations Opening Procedure

Estimated completion time: 25-45 minutes

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

This procedure establishes the standard start-up sequence a Real Estate Rental Leasing location follows before opening to customers, so that the
site, counters, systems, and staff are confirmed ready to transact rentals or leases safely and consistently each business day.

2. Scope

Covers the shift start-up and readiness sign-on for a rental/leasing location — facility unlock, access-control and alarm disarm, systems/point-of-
sale bring-up, counter and lot/floor readiness confirmation, and the opening sign-off record. Excludes work-area housekeeping (see OD-004),
unit/inventory availability confirmation (see OD-005), and safety-specific readiness (see SD-001).

3. Responsibilities

¢ Opening Duty Manager — leads the start-up sequence, disarms/arms access and alarm systems, and signs the opening readiness record.
o Rental/Leasing Counter Associate — brings up the point-of-sale and reservation system, verifies cash drawer and payment terminals, and
confirms customer-facing postings.

o Facility/Yard Attendant — confirms physical access points, lot/floor/gate operation, and reports any condition affecting opening (routing
housekeeping to OD-004 and availability to OD-005).

4. Required PPE & Lockout/Tagout

e Standard facility PPE; high-visibility vest and closed-toe footwear where the service line operates a vehicle lot, storage yard, or gate/dock area.
¢ Not applicable — no hazardous energy is de-energized or serviced in this procedure. Any equipment fault found is logged and routed, not
repaired here.

5. Regulatory References

e 29 CFR 1910 (OSHA General Duty / means-of-egress and exit-route requirements, 1910.36-.37) — safe, unobstructed opening of any staffed
facility.
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e Americans with Disabilities Act, Title 11l (28 CFR Part 36) — accessible entrance, path of travel, and readiness for customer-facing operations.

e 16 CFR Part 233 (FTC pricing/disclosure) and applicable state consumer-rental/leasing disclosure statutes — required rate, fee, and terms
postings must be present and current before transactions begin.

o Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-001 PROCESS FLOW

erival SRR o Disarm o Facility & Gunter, payment epening sign-on
e —> access/alarm & |—» access-point —> & disclosure — & open for
y systems bring-up readiness walk verification business

7. Step-by-Step Procedure

1. Arrive before published open time; verify no signs of overnight intrusion, damage, or tampering at entrances, gates, or windows before
entry.

2. Disarm the alarm/monitoring system and unlock designated staff and customer entrances; confirm the monitoring status shows normal (no
fault or open-zone flags).

3. Power up and log into the point-of-sale, reservation/lease-management system, and payment terminals; confirm connectivity and current
date/rate tables load correctly.

4. Verify cash drawer starting float and reconcile against the prior close-out balance; note any discrepancy for the Opening Duty Manager.

5. Walk all customer access points — entrance, path of travel, and any lot/floor/gate serving customers — confirming they are unobstructed
and operable (accessibility path clear).

6. Confirm customer-facing postings are present and current: rate/fee schedule, rental/lease terms, hours, and required consumer disclosures.
7. Confirm handoffs are closed: housekeeping status per OD-004, unit/inventory availability per OD-005, and safety readiness per SD-001.

8. Complete the Inspection Checklist, resolve or route any findings per Section 8, and record the opening sign-on with time and signature.

8. Decision Tree
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OD-001 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Daily Operations Opening Procedure

START — THIS PROCEDURE ESTABLISHES THE STANDARD START-UP SEQUENCE A REAL ESTATE RENTAL LEASING LOCATION FOLLOWS
BEFORE OPENING TO CUSTOMERS, SO THAT THE SITE, COUNTERS, SYSTEMS, AND STAFF ARE CONFIRMED READY TO ...

Complete the checklist and close out the
procedure

Issue identified
during this
procedure?

END — NO FINDING, ACTIVITY CONTINUES

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION DEFINITION DEFINITION

no safety, compliance, or service impact material risk to safety, compliance, evidence of break-in/theft, an inoperable
output, or service — not an immediate alarm or access-control system,

ACTION hazard blocked/locked required egress, or
Log it on the opening record, note a inability to display required consumer
routine work order if needed, and ACTION rate/disclosure postings
continue opening Hold the affected function (e.g., keep

one entrance or the counter closed), ACTION

ESCALATE TO

[No escalation — handled at task level

escalate to the Opening Duty Manager,
and resolve before that function is used
for customers

ESCALATE TO

Do not open to customers; secure the
site, notify the Opening Duty Manager
and, where applicable, monitoring
provider or law enforcement, and correct
before opening

[Opening Duty Manager J

ESCALATE TO

Supervisor

Timing: resolve before the work proceeds Timing: immediate — halts the activity

| |
!

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

Timing: resolve in the moment; work proceeds

READING THIS TREE

B No finding B Minor H Major M critical

Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

e Alarm/access-control system confirmed disarmed with normal status and no open-zone faults.

o Point-of-sale, reservation/lease system, and payment terminals confirmed operational with current rate tables.
o Customer path of travel unobstructed and required consumer postings present and current.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Entrances/gates/windows secure with no tampering or overnight damage
Alarm/monitoring disarmed; status normal, no faults
POS, reservation/lease system, and payment terminals operational
Cash drawer float verified against prior close-out
Customer path of travel and egress clear and operable
Rate/fee, terms, and required consumer disclosures posted and current

Handoffs confirmed (OD-004 housekeeping, OD-005 availability, SD-001 safety)

11. KPIs

o Location open at published time: = 99% of business days.
¢ Opening readiness record completed and signed: 100% of shifts.

o Systems fully operational at open (no unresolved POS/payment/alarm fault): = 98% of openings.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-002 — Shift Handover & Briefing

Estimated completion time: 15-30 minutes per shift changeover

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To transfer accurate operational status — open rental agreements, pending returns and reservations, unresolved customer issues, cash/deposit
position, and shift priorities — from the outgoing to the incoming operations staff so that no in-progress transaction, held asset, or customer
commitment is dropped across a shift boundary.

2. Scope

Covers the structured outgoing—incoming handover of counter/branch operational status, open issues, and priorities for Operations staff at any
location that rents or leases residential/nonresidential space, vehicles, storage units, equipment, electronics/appliances, or formalwear. Excludes
the safety pre-shift briefing, which is covered under SD-003, and the maintenance-crew handover, which is covered under MD-001.

3. Responsibilities
e Outgoing Shift Lead — compiles the end-of-shift status, reconciles the cash drawer/deposit ledger, lists open agreements and unresolved
customer issues, and certifies the handover record as complete and accurate.

¢ Incoming Shift Lead — reviews the handover record, confirms counts and open items, questions any gap before accepting custody, and
countersigns acceptance.

e Branch/Operations Manager — owns the handover template, spot-checks records, and adjudicates escalated open items and any custody
dispute.

4. Required PPE & Lockout/Tagout

o Standard facility PPE only (none specific to this administrative task; use site PPE if the handover walkthrough enters a yard, lot, or storage aisle).

¢ Not applicable — no hazardous energy involved.

5. Regulatory References

e |IRS 26 CFR 1.6001-1 (retention of business records supporting transactions, including cash and deposit ledgers transferred at handover).

e FTC 16 CFR Part 314 (Safeguards Rule) — protection of customer financial/personal information contained in reservation and rental records
passed between shifts, applicable to lessors extending or processing customer accounts.

o Applicable state consumer-lease/rental and security-deposit statutes governing the customer funds and agreement status recorded in the
handover (e.g., state deposit-accounting rules); internal Operations Policy governs the handover format itself where no sector-specific standard
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applies.

« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-002 PROCESS FLOW

0 Outgoing &ash/deposit & o Face-to-face o Incoming o Sign-off and

compiles status 0‘::2;?1% {I(ieae;inoennt briefing e c‘ég:':'ces sst(o dy record retention

7. Step-by-Step Procedure

1. Outgoing Shift Lead freezes new transaction entry 15 minutes before changeover and prints/opens the shift handover template in the
operations/reservation system.

2. Record open rental/lease agreements: units, vehicles, storage bays, equipment, electronics, or garments currently out, due back this or next
shift, and any overdue items.

3. Record pending reservations, holds, deposits taken, refunds owed, and any partner/channel transfers routed through affiliated General
Rental Centers (NAICS 532310).

4. Reconcile the cash drawer and deposit ledger to the system total; note any variance and its cause.

5. List unresolved customer issues, complaints, promised call-backs, waived/pending fees, and any asset held pending inspection or supplier
action (e.qg., cleaning/turnover by 561790 vendors).

6. Conduct a face-to-face briefing walking the incoming Lead through open items and stated priorities for the next shift.

7. Incoming Shift Lead verifies drawer count, open-agreement list, and reservation queue against the physical/system state; raises any
discrepancy before accepting.

8. Both Leads sign and date the handover record; file it to the retained shift log per Operations Policy retention schedule.

8. Decision Tree
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OD-002 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Shift Handover & Briefing

START — TO TRANSFER ACCURATE OPERATIONAL STATUS — OPEN RENTAL AGREEMENTS, PENDING RETURNS AND RESERVATIONS,
UNRESOLVED CUSTOMER ISSUES, CASH/DEPOSIT POSITION, AND SHIFT PRIORITIES — FROM THE OUTGOING TO THE ...

Complete the checklist and close out the
procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

DEFINITION
no safety, compliance, or service impact

ACTION

note it on the handover record, brief
the incoming Lead, and continue

ESCALATE TO

[ No escalation — handled at task level )

Timing: resolve in the moment; work proceeds

’

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
hold the affected item open on the

record (do not close custody), escalate

to the Branch/Operations Manager named
in Section 3, and resolve before the
incoming shift proceeds on that item

ESCALATE TO

[ Branch/Operations Manager named i

Timing: resolve before the work proceeds

I

DEFINITION

cash/deposit variance, a missing or
unaccounted rental asset, or exposed
customer financial data at the moment of
custody transfer

ACTION
halt sign-off, immediately notify the
Branch/Operations Manager, secure the
record and drawer, and do not transfer
custody until reconciled and documented

ESCALATE TO

Supervisor

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification

READING THIS TREE

B No finding B Minor
Activity stands. Complete the checklist and continue.
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Handled in place at task level; no escalation.

Close the item only once the corrective action is verified and the

record is complete.

'

ACTIVITY RELEASED / CLOSED

B Major

Supervisory decision required before the next stage.

M critical

Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Drawer/deposit ledger reconciled to system total with any variance documented and explained.
o Every open agreement, overdue item, and pending reservation carried forward and acknowledged by the incoming Lead.
¢ All unresolved customer issues and promised call-backs listed with owner and next action.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Cash drawer / deposit ledger reconciled to system total
Open rental/lease agreements and overdue items listed
Pending reservations, holds, and refunds carried forward
Unresolved customer issues logged with owner + next action
Assets held pending inspection/turnover flagged
Customer records secured; no exposed financial data

Both Leads signed and dated the handover record

11. KPIs

e Handover records completed and dual-signed: 100% of shift changeovers.
e Unreconciled cash/deposit variances carried across shift: 0.

e Open items lost or unactioned between shifts: <2% of carried-forward items per month.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-003 — Staffing & Coverage Verification

Estimated completion time: 20-45 minutes per operating period

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

Confirm that every role required to operate a rental/leasing location safely and lawfully for a given operating period is physically present, currently
credentialed, and formally assigned before the location opens to customers. This protects service continuity, life-safety coverage, and regulatory
obligations across counter, yard, unit, and dispatch functions.

2. Scope

Covers pre-shift verification of role presence, valid credentials on file, and coverage sufficiency for each operating period at a rental/leasing
location. Excludes schedule and shift assignment, which is covered under HR-015, and staff competency evaluation, which is covered under TR-
020.

3. Responsibilities

e Operations Supervisor (or Duty Manager) — runs the verification at start of each operating period; authorizes open only when minimum
coverage is met.

e Location/Branch Manager — owns the minimum-coverage matrix; approves temporary reassignment or overtime to fill gaps.

e Assigned Staff Member — presents required credential/certification proof at check-in and confirms assigned station for the period.

4. Required PPE & Lockout/Tagout
o Standard facility PPE only for verification itself (high-visibility vest where the check occurs in a vehicle yard or loading area; closed-toe footwear
on any lot or dock).

¢ Not applicable — no hazardous energy involved in the verification task.

5. Regulatory References

e 29 CFR 1904 (OSHA recordkeeping — a competent person available for injury/iliness logging during operating hours).
e 29 CFR 1910.38 (OSHA Emergency Action Plan — trained personnel designated to assist evacuation must be present).
e 29 CFR 1910.151 (medical/first-aid provision — coverage where no clinic is in near proximity).

o Fair Labor Standards Act, 29 CFR 785 (hours-worked/coverage recordkeeping); IRCA Form I-9 employment-eligibility on file for each assigned
worker.
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e« Where a service line operates commercial motor vehicles (e.g., truck/RV rental), a valid CDL/medical certificate per 49 CFR 383/391 for any
assigned driving role.
« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-003 PROCESS FLOW

Apply Decision

™ Tree
Yes
o Retrieve o Period start ePresent staff S ]
location s check = member —> Gap exists?
No
|, | Record completed

coverage

7. Step-by-Step Procedure

1. Retrieve the location's minimum-coverage matrix for the operating period (roles, headcount, and any role requiring a live credential) as fixed
under HR-015; do not re-derive the schedule here.

2. At period start, check in each staff member physically or by confirmed remote log-on for dispatch/reservation roles; mark present, late, or
absent on the coverage record.

3. For each present staff member, confirm the assigned station/function matches the matrix (counter, yard/unit intake, dispatch, driving,
fitting/prep as applicable to the service line).

4. Verify each credential-dependent role holds a current, non-expired credential on file (e.g., first-aid/CPR designee, CDL + DOT medical card
where vehicles are operated, any state-required occupancy or key-holder authorization); flag any within 30 days of expiry.

5. Confirm at least one designated life-safety/EAP responder and one injury-log competent person are present for the full period.

6. Compare present-and-qualified headcount against the matrix minimum; identify any gap by role.

7. If a gap exists, apply the Decision Tree; obtain Branch Manager approval for any temporary reassignment or callout before authorizing open.
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8. Record the completed coverage verification (present staff, credential status, gaps and resolution, authorizing signature) and retain per
internal records policy.

8. Decision Tree
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OD-003 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Staffing & Coverage Verification

START — CONFIRM THAT EVERY ROLE REQUIRED TO OPERATE A RENTAL/LEASING LOCATION SAFELY AND LAWFULLY FOR A GIVEN
OPERATING PERIOD IS PHYSICALLY PRESENT, CURRENTLY CREDENTIALED, AND FORMALLY ASSIGNED BEFORE THE ...

Complete the checklist and close out the
procedure

Issue identified
during this
procedure?

END — NO FINDING, ACTIVITY CONTINUES

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION DEFINITION DEFINITION

no safety, compliance, or service impact — material risk to compliance or service — no present, qualified life-safety/EAP

e.g., a non-critical role short one person e.g., credential expired for a required responder or (where vehicles are operated)

but service level maintainable role, or coverage below matrix minimum for no validly licensed driver for a committed
a non-life-safety function movement, meaning the location cannot open

ACTION safely or lawfully

log it on the coverage record, note the ACTION

workaround, and continue hold assignment of the affected ACTION
function, escalate to the Operations do not open the affected operation;

ESCALATE TO Supervisor/Branch Manager, and resolve notify the Branch Manager immediately,

[ No escalation — handled at task level ] (reassign, callout, or approved secure the area/hold the movement, and
reduced-service posture) before that open only once qualified coverage is
function proceeds confirmed
ESCALATE TO ESCALATE TO
[ Operations Supervisor/Branch Mana ]

Timing: resolve in the moment; work proceeds Timing: resolve before the work proceeds Timing: immediate — halts the activity

| |
!

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE

B No finding B Minor H Major M critical
Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Coverage matrix for the correct period is the one referenced (not a prior day's).
e Every credential-dependent role verified against a document currency check, not memory.
¢ All gaps show a documented resolution and authorizing approval.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Correct operating-period coverage matrix retrieved
All assigned staff checked in / presence confirmed
Assigned station matches matrix for each person
Credential currency verified for all required roles
Life-safety/EAP responder + injury-log person present
Coverage meets or exceeds matrix minimum (or gap resolved)

Coverage verification record completed and retained

11. KPIs

e Operating periods opened with full verified coverage: = 98%.
¢ Expired credentials found live at check-in (uncaught before period): 0.

o Coverage verification completed before scheduled open time: 100%.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-004 — Work Area Readiness & Housekeeping Inspection

Estimated completion time: 20-40 minutes per site/shift start

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To confirm that customer-facing and staff work areas — counters, showrooms, staging/return lanes, unit corridors, and lot or yard zones — are
clear, organized, and safe before the day's leasing, rental, and turnover operations begin, reducing slip/trip/fall incidents and presentation defects.

2. Scope

Covers the daily readiness and housekeeping inspection of operational work areas across facility-based and field-serviced rental/leasing locations
(front counters, showrooms, staging and return lanes, walkways, common corridors, and outdoor lot/yard aprons). Excludes warehouse/storage-bay
housekeeping, which is covered under WH-023, and maintenance-shop housekeeping, which is covered under MD-025.

3. Responsibilities

e Operations Supervisor (or Site Lead) — owns the inspection, signs off readiness, and authorizes area opening.
e Operations Associate / Attendant — performs walk-through, clears and organizes assigned zones, logs findings.

o Facility Compliance Lead — maintains housekeeping standards, tracks recurring findings, coordinates janitorial/vendor support.

4. Required PPE & Lockout/Tagout

o Standard facility PPE: closed-toe non-slip footwear; hi-visibility vest where the service line operates a vehicle/RV/trailer lot or yard; gloves when
handling spill cleanup or debris.

o Lockout/Tagout: Not applicable — no hazardous energy involved. If a fixed fixture or powered door is found defective, tag out-of-service and
route to maintenance per MD-025.

5. Regulatory References

e 29 CFR 1910.22 (Walking-Working Surfaces — housekeeping, clear/orderly/dry aisles and passageways)

e 29 CFR 1910.37 (Maintenance, safeguards, and operational features of exit routes — kept unobstructed)

e 29 CFR 1910.157 (Portable fire extinguishers — access unobstructed) and 29 CFR 1910.303/305 general electrical clearance where applicable
« Where none of the above binds a given unstaffed site, internal Facility Housekeeping Policy applies.

« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.
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6. Process Flow

OD-004 PROCESS FLOW

0 Assemble °Walk-through elear, organize, 0 e Sign-off and
checklist & — inspection — and correct — | Classify/escalate |—— o%en area

assign zones (interior + findings unresolved

7. Step-by-Step Procedure

1. Retrieve the OD-004 checklist and confirm zone assignments for the shift (counter, showroom, staging/return lanes, corridors, lot/yard
aprons).

2. Inspect all walking-working surfaces and aisles for spills, debris, cords, standing water, ice/mud tracked from lot, and clear a minimum
unobstructed passage width per posted egress plan.

3. Confirm all exit routes, exit signage, fire extinguishers, and electrical panels are unobstructed and visible.

4. Verify staging and return lanes are organized — returned rental items (vehicles, appliances, garments, tools/equipment) staged only in
designated positions, not blocking walkways or exits.

5. Check counter and customer-facing surfaces are clean, uncluttered, and presentation-ready; confirm signage, waste bins, and mats are in
serviceable condition.

6. Correct all minor housekeeping items on the spot (remove debris, coil cords, restage items, mop spills, replace mats).

7. Classify any issue that cannot be corrected immediately per the Decision Tree (Section 8) and escalate to the Operations Supervisor.

8. Record all findings, corrective actions, and severity classifications on the checklist; obtain Supervisor Verification before authorizing area
opening.

8. Decision Tree
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OD-004 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Work Area Readiness & Housekeeping Inspection

START — TO CONFIRM THAT CUSTOMER-FACING AND STAFF WORK AREAS — COUNTERS, SHOWROOMS, STAGING/RETURN LANES, UNIT
CORRIDORS, AND LOT OR YARD ZONES — ARE CLEAR, ORGANIZED, AND SAFE BEFORE THE DAY'S LEASING ...

Complete the checklist and close out the
procedure

Issue identified
during this
procedure?

END — NO FINDING, ACTIVITY CONTINUES

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION

no safety, compliance, or service impact

ACTION

correct on the spot and note it on the
checklist; continue the walk-through

ESCALATE TO

[ No escalation — handled at task level

Timing: resolve in the moment; work proceeds

READING THIS TREE

B No finding

Activity stands. Complete the checklist and continue.

Operations Department SOP - REAL_ESTATE_RENTAL_LEASING

DEFINITION
material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
cordon or restage the affected
area/lane, escalate to the Operations
Supervisor, and resolve before that zone
is opened to staff or customers

ESCALATE TO

[ Operations Supervisor }

Timing: resolve before the work proceeds

DEFINITION

a blocked exit route, obstructed fire
extinguisher/electrical panel, or an

active fall hazard (spill/ice) in a

customer path that could cause immediate
injury or trap occupants

ACTION
clear or barricade immediately, do not
open the area, and notify the Operations
Supervisor and Facility Compliance Lead
at once; escalate to emergency services
if life-safety egress cannot be restored

ESCALATE TO

Timing: immediate — halts the activity

B Minor

Handled in place at task level; no escalation.

- Rev 1.0 - Free tier

v

record is complete.

'

ACTIVITY RELEASED / CLOSED

H Major

Supervisory decision required before the next stage.

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the

M critical

Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o All exit routes, extinguishers, and panels verified unobstructed at inspection close.
o All walking surfaces confirmed dry, clear, and slip-free before opening.
e Staging/return lanes confirmed organized and within designated positions.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Aisles/walkways clear, dry, min. passage width maintained
Exit routes and signage unobstructed and visible
Fire extinguishers and electrical panels accessible
Counter/showroom surfaces clean and presentation-ready
Staging/return lanes organized; items in designated positions
Lot/yard apron clear of debris, spills, ice/mud (where applicable)

Waste bins, mats, and cords managed/serviceable

11. KPIs

e Pre-open inspections completed before area opening: 100% of operating days
o Slip/trip/fall incidents attributable to housekeeping: 0 per quarter
¢ Unresolved Major/Critical findings carried past opening: 0

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-005 — Operational Equipment Availability Check

Estimated completion time: 30-60 minutes per branch/site per shift or period-open

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

This procedure confirms that the equipment, rentable units, and support tools required for the operating period — rental fleet, storage-unit access
hardware, appliance/electronics inventory, garment/costume stock, keys, POS terminals, and cleaning/turn tools — are physically present,
functional, and released for customer-facing use. It prevents lost revenue and service failures caused by units that are absent, non-working, or
held.

2. Scope

Covers the start-of-period availability verification of all assets and operational tools intended for rent or supporting rental turnover at the site.
Excludes equipment condition/inspection (see ED-003), preventive-maintenance status (see PM-024), and material-handling equipment pre-use
checks (see WH-004); this procedure confirms presence, working status, and release only, not defect grading or PM scheduling.

3. Responsibilities

e Operations Supervisor — owns the period-open availability check, authorizes release-for-rent, and resolves discrepancies.
« Rental/Counter Associate — executes the physical count and functional power-on/access checks, records results in the availability log.

¢ Site Facilities Coordinator — confirms utility, access, and support-tool readiness (power, gates, alarms, cleaning stations) and coordinates
supplier-sourced replacements.

4. Required PPE & Lockout/Tagout

o Standard facility PPE: closed-toe footwear; gloves where handling appliances, vehicles, or garment racks.
¢ Not applicable — no hazardous energy is de-energized in this task; any unit found requiring energy isolation is routed to ED-003/PM-024 rather
than serviced here.

5. Regulatory References

e OSHA General Duty Clause, 29 U.S.C. §654(a)(1); OSHA Walking-Working Surfaces, 29 CFR 1910 Subpart D; Americans with Disabilities Act
accessibility requirements for customer-facing sites (28 CFR Part 36). Member-specific examples where applicable: FMCSA operational readiness
(49 CFR) where the line rents road vehicles; state consumer-rental and unit-availability disclosure laws.

« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.
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6. Process Flow

OD-005 PROCESS FLOW
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7. Step-by-Step Procedure

1. Pull the period availability pick-list from the rental management system, listing every asset expected present for the period (fleet units,
appliances/electronics, garments/costumes, storage-access hardware, POS terminals, support tools).

2. Walk the yard, floor, racks, and storage rows; confirm each listed asset is physically present at its assigned location and matches its ID/tag.

3. Perform a basic functional check appropriate to the asset class: power-on for electronics/appliances/POS, start/gate/lock actuation for
vehicles and storage access, completeness/hardware check for garment sets and support tools.

4. Cross-check the reservation/hold queue; flag any asset reserved, quarantined, or flagged non-working so it is not double-counted as
available.

5. Route any asset found damaged, malfunctioning, or PM-flagged to ED-003 / PM-024 — do not attempt condition grading or repair here.

6. Confirm supporting utilities and tools are ready (power, gate/alarm systems, keys, cleaning stations); coordinate replacement of missing
support tools with the Site Facilities Coordinator.

7. Mark each verified, working, unheld asset as "Released for rent" in the system.
8. Complete the availability log and Inspection Checklist, record all gaps and holds, and route the signed record to the Operations Supervisor.

8. Decision Tree
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OD-005 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Operational Equipment Availability Check

START — THIS PROCEDURE CONFIRMS THAT THE EQUIPMENT, RENTABLE UNITS, AND SUPPORT TOOLS REQUIRED FOR THE OPERATING
PERIOD — RENTAL FLEET, STORAGE-UNIT ACCESS HARDWARE, APPLIANCE/ELECTRONICS INVENTORY ...

Complete the checklist and close out the
procedure

Issue identified
during this

?
END — NO FINDING, ACTIVITY CONTINUES procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION DEFINITION DEFINITION
no safety, compliance, or service impact material risk to safety, compliance, a required asset is absent,
output, or service — not an immediate non-functional, or would be released while
ACTION hazard flagged unsafe/held, risking a customer
log the discrepancy in the availability receiving an unusable or unsafe unit
record, continue the check, and ACTION (e.g., a road vehicle, powered appliance,
reconcile at close-out hold the affected asset (mark or storage lock in service without
not-released), escalate to the release)
ESCALATE TO Operations Supervisor, and resolve
[No escalation — handled at task level ] before the asset is offered to any ACTION
customer immediately block release, remove the
asset from availability, and notify the
ESCALATE TO Operations Supervisor before
[Operations Supervisor J period-open; do not open the affected

line until cleared

ESCALATE TO

Timing: resolve in the moment; work proceeds Timing: resolve before the work proceeds Timing: immediate — halts the activity

| |
!

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE

B No finding B Minor B Major M cCritical
Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.

Operations Department SOP - REAL_ESTATE_RENTAL_LEASING - Rev 1.0 - Free tier
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9. Quality Checkpoints

o Every pick-list line reconciled to a physical presence result (present / absent / held).
o Functional/access check completed and recorded for each asset class in service.

¢ Release-for-rent status set only after functional and hold checks pass.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
All pick-list assets physically present and ID-matched
Functional/power-on or access actuation verified per asset class
Reservation/hold queue reconciled against availability
Damaged/PM-flagged units routed out (ED-003 / PM-024) not counted available
Support utilities and tools (power, gates, keys, POS, cleaning) ready
Release-for-rent status set for all verified assets

Availability log completed and gaps reported

11. KPIs

o Availability check completed before period-open: 100% of operating days.
o Assets released-for-rent that are verified present and functional: = 99%.

o Availability discrepancies unresolved at period-open: 0.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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‘ Phase 2 — Demand intake
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OD-006 — Customer Order / Work Request Intake

Estimated completion time: 10-25 minutes per order/request

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To receive, record, and route every incoming rental order, lease inquiry, or service/maintenance request in a consistent, traceable manner so that
customer needs are captured accurately and handed off cleanly for scheduling and fulfillment across residential, commercial, vehicle, storage,
equipment, and apparel rental operations.

2. Scope

Covers first-contact intake and logging of customer orders, reservations, and work requests received by phone, walk-in, web, or partner channel —
including customer identity, item/unit/service requested, dates, and initial disclosures. Excludes acceptance/capability review (whether the
requested unit or service can actually be provided), which is covered under OD-007.

3. Responsibilities

o Intake Coordinator — receives the order/request, verifies customer contact and identity, logs the request in the reservation/work-order system,
and confirms details back to the customer.

o Operations Supervisor — resolves escalations, approves exception intakes, and verifies daily intake completeness and routing.

¢ Records/Compliance Lead — maintains the intake log, ensures required disclosures are captured, and enforces retention of intake records.

4. Required PPE & Lockout/Tagout

o Standard facility PPE only for walk-in/counter interactions; no specialized PPE required for intake itself.

« Not applicable — no hazardous energy involved. (Physical unit/vehicle handling occurs in downstream modules.)

5. Regulatory References

e FTC Act §5 (15 U.S.C. §45) — prohibition on unfair or deceptive acts/practices in advertised rates, terms, and disclosures at intake.

e 15 U.S.C. §1681 et seq. (Fair Credit Reporting Act) — where a consumer report or screening is initiated at intake, disclosure and permissible-
purpose requirements apply.

o State consumer-protection and rental/lease statutes (e.g., state security-deposit, rental-agreement disclosure, and self-service storage lien acts)
governing terms captured at intake.

o ADATitle Il (42 U.S.C. §12181 et seq.) — accessible customer communication and reasonable accommodation during intake.
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« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-006 PROCESS FLOW
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Receive contact |— & capture —reservation/work-ord disclosures & — gcheduling/fulfilimen
request details system confirm (OD-007)

7. Step-by-Step Procedure

1. Acknowledge the incoming contact (phone, walk-in, web, or partner channel) and identify the request type: new rental/reservation, lease
inquiry, or service/maintenance work request.

2. Verify and record customer contact information and identity to the level required for the request type (name, phone, email, and, where a
rental agreement or deposit is involved, government-issued ID).

3. Capture the specifics of the request: item, unit, vehicle, storage space, apparel, or service description; requested quantity; and desired
start/end dates or service window.

4. Record known site/delivery, pickup, or facility-access details and any customer-stated special conditions or accommodations.

5. Enter all details into the reservation/work-order system, assigning a unique order/request number and timestamp; do not perform
availability or capability determination here (that is OD-007).

6. Provide required initial disclosures (rate, applicable deposit/fee terms, and any screening authorization language) and confirm the customer
understands and consents.

7. Read the captured details back to the customer, correct any errors, and confirm the request is complete.

8. Route the logged request to scheduling/acceptance review per OD-007 and document the intake completion in the intake log.

8. Decision Tree
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OD-006 - OPERATIONS - REAL ESTATE RENTAL LEASING

Decision Tree — Customer Order / Work Request Intake

START — TO RECEIVE, RECORD, AND ROUTE EVERY INCOMING RENTAL ORDER, LEASE INQUIRY, OR SERVICE/MAINTENANCE REQUEST
IN A CONSISTENT, TRACEABLE MANNER SO THAT CUSTOMER NEEDS ARE CAPTURED ACCURATELY AND HANDED OFF ...

Complete the checklist and close out the
procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

DEFINITION
no safety, compliance, or service impact

ACTION
correct the entry in the
reservation/work-order system, note the
correction, and continue intake

ESCALATE TO

[No escalation — handled at task level ]

Timing: resolve in the moment; work proceeds

’

DEFINITION

material risk to compliance, output, or
service — not an immediate hazard

ACTION

hold the request in a pending status,
escalate to the Operations Supervisor,
and resolve (missing consent,
unverifiable identity, incomplete
required disclosure) before routing to
0D-007

ESCALATE TO

[Operations Supervisor J

Timing: resolve before the work proceeds

I

DEFINITION

intake proceeds without required customer
authorization/consent or with knowingly
false or fraudulent customer identity

(e.g., FCRA screening without permissible
purpose, or a lease/rental agreement
created under a suspected fraudulent
identity)

ACTION
stop intake immediately, do not route or
fulfill, and notify the Operations
Supervisor and Records/Compliance Lead
the same day

ESCALATE TO

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification

READING THIS TREE

B No finding B Minor
Activity stands. Complete the checklist and continue.

Operations Department SOP - REAL_ESTATE_RENTAL_LEASING - Rev 1.0 - Free tier

Handled in place at task level; no escalation.

Close the item only once the corrective action is verified and the

record is complete.

'

ACTIVITY RELEASED / CLOSED

B Major

Supervisory decision required before the next stage.

B critical

Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Customer identity and contact details verified to the level required for the request type.
e Request details (item/unit/service, quantity, dates) captured and read back confirmed.
¢ Required disclosures and any screening consent recorded before routing.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Request type identified and logged with unique number/timestamp
Customer contact and identity verified to required level
Item/unit/service, quantity, and dates captured accurately
Required rate/deposit/fee disclosures provided
Screening/consent authorization recorded where applicable
Details read back and confirmed with customer

Request routed to OD-007 and intake log updated

11. KPIs

o Intake logging accuracy (fields complete and correct on audit): = 98%
¢ Requests logged and routed within same business shift: = 95%

¢ Required disclosures/consent captured before routing: 100%

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-007 — Order Verification & Acceptance Review

Estimated completion time: 20-45 minutes per order

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To confirm that a customer's requested rental or lease — the unit/asset, its specification, condition, term, rate, and deposit/insurance conditions —
can genuinely be fulfilled by this operation before the order is accepted and a binding commitment is made. This prevents over-promising, double-
commitment, and non-compliant acceptances across the customer base.

2. Scope

Covers verification of order scope, unit/asset specification, on-hand or available capability, and commercial terms for any residential unit,
commercial space, vehicle, trailer/RV, storage unit, appliance/electronics item, general rental equipment, or formal-wear/costume item before
acceptance. Excludes order logging (covered under OD-006) and reservation scheduling/dispatch (covered under OD-008).

3. Responsibilities
e Rental/Leasing Agent — reviews the requested order against unit/asset records, terms, and eligibility; drafts the acceptance recommendation.
e Operations Supervisor — verifies capability and terms, approves or declines acceptance, and signs off.

e Compliance/Records Coordinator — confirms required customer documentation (ID, insurance, deposit, licensing where applicable) and
regulatory eligibility.

4. Required PPE & Lockout/Tagout
o Standard facility PPE only when physically inspecting an asset (e.g., closed-toe footwear on lots/yards or in units); none required for desk-based
review.

¢ Not applicable — no hazardous energy involved in the verification review itself.

5. Regulatory References
e 15 U.S.C. §1681 et seq. (Fair Credit Reporting Act) — where applicant screening/credit checks inform acceptance.
e 42 U.S.C. §12181 et seq. (ADA) and applicable state accessibility requirements for customer-facing transactions and premises.

o Applicable state and local consumer-protection, rental/lease-disclosure, and unfair-trade-practice statutes governing contract terms and
deposits (e.g., state security-deposit and rental-agreement disclosure laws; where the service line rents motor vehicles, applicable state motor-
vehicle rental statutes and required insurance/damage-waiver disclosures).

+ Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.
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6. Process Flow

OD-007 PROCESS FLOW
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7. Step-by-Step Procedure

1. Retrieve the order request as recorded in the order log (per OD-006) and confirm the requested item class, quantity, term/duration, and
pickup/delivery expectation.

2. Verify scope: confirm exactly what the customer expects (unit/asset, accessories, add-ons, service level) matches what is written; resolve
ambiguities with the customer before proceeding.

3. Verify specification: confirm the specific unit/asset meets the stated requirement (size/sq. ft., vehicle/trailer class, storage dimensions,
appliance model, garment size/style, equipment capacity) and its current condition status.

4. Confirm capability/availability: verify the unit/asset is on-hand or available for the requested term and not already committed; confirm any
inbound turnover work is complete (e.g., turnover cleaning/prep via 561790, or build-out completion via 236220 for commercial space)
before promising a date.

5. Validate commercial terms: confirm rate, deposit, insurance/damage-waiver requirements, term length, renewal/return conditions, fees, and
cancellation terms are current and correctly stated.

6. Validate customer eligibility: confirm required documentation (government ID, proof of insurance where applicable, driver credentials for
vehicle/trailer/RV lines, signed disclosures, screening results) is complete and compliant.

7. Render decision: accept, place on hold pending resolution, or decline — and record the basis. Route accepted orders for scheduling per OD-
008.

8. Document the verification: complete the Inspection Checklist, note findings, and obtain Supervisor sign-off before the acceptance is
confirmed to the customer.
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8. Decision Tree
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OD-007 - OPERATIONS - REAL ESTATE RENTAL LEASING

Decision Tree — Order Verification & Acceptance Review

START — TO CONFIRM THAT A CUSTOMER'S REQUESTED RENTAL OR LEASE — THE UNIT/ASSET, ITS SPECIFICATION, CONDITION,
TERM, RATE, AND DEPOSIT/INSURANCE CONDITIONS — CAN GENUINELY BE FULFILLED BY THIS OPERATION BEFORE ...

Complete the checklist and close out the
procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

DEFINITION
no safety, compliance, or service impact

ACTION
note it on the checklist (e.g., minor
wording clarification, non-binding
accessory swap), correct the record, and
continue

ESCALATE TO

[ No escalation — handled at task level ]

Timing: resolve in the moment; work proceeds

’

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
place the order on hold, escalate to the
Operations Supervisor named in Section
3, resolve the discrepancy (spec
mismatch, availability conflict,
incomplete terms) before acceptance is
confirmed

ESCALATE TO

[ Operations Supervisor named in Se

Timing: resolve before the work proceeds

I

DEFINITION
accepting an order the operation cannot
lawfully or physically fulfill (e.g.,
committing a unit/asset already leased,
releasing a vehicle/trailer/RV to an
unlicensed or uninsured customer,
accepting terms that violate
deposit/disclosure law)

ACTION

immediately halt acceptance, do not
confirm to the customer, and notify the
Operations Supervisor and
Compliance/Records Coordinator for
disposition

ESCALATE TO

Supervisor

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification

READING THIS TREE

B No finding B Minor
Activity stands. Complete the checklist and continue.
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Handled in place at task level; no escalation.

Close the item only once the corrective action is verified and the

record is complete.

'

ACTIVITY RELEASED / CLOSED

B Major

Supervisory decision required before the next stage.

M critical

Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Requested scope and specification confirmed against the actual unit/asset record.
o Availability confirmed with no existing commitment conflict for the requested term.
e Terms, deposit/insurance, and required customer documentation validated as current and compliant.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL
Requested item class, quantity, and term match the order request
Specific unit/asset specification meets stated requirement
Unit/asset available for full term with no commitment conflict
Turnover/prep or build-out complete and unit ready
Rate, deposit, insurance/waiver, and fees correctly stated
Required customer documentation and eligibility verified

Acceptance decision recorded with basis and Supervisor sign-off

11. KPIs

e Order verification completed before acceptance: 100% of accepted orders.
e Acceptance error rate (spec/availability/terms defects found post-acceptance): = 2%.

¢ \Verification turnaround from request to decision: = 1 business day for 95% of orders.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING.
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NOTES

AUTHOR

Archetype Content Team
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OD-008 — Job Scheduling & Sequencing

Estimated completion time: 30-60 minutes per scheduling cycle (daily or per accepted order)

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

This procedure defines how accepted rental, lease, delivery, turnover, or fitting work is placed into the operating schedule so that customer due
dates, contractual availability windows, and internal priority rules are met consistently. It ensures every confirmed job holds a sequenced time slot
before work begins.

2. Scope

Covers the placement and sequencing of accepted work orders (unit turnovers, delivery/pickup runs, reservation start/end windows, fitting or
fulfillment appointments) into the operating schedule against priority and due dates. Excludes assignment of staff, vehicles, or equipment to those
slots, which is covered under OD-009; excludes maintenance scheduling of assets, which is covered under PM-008.

3. Responsibilities

e Operations Scheduler — builds and maintains the operating schedule, sequences accepted jobs against priority and due dates, and confirms no
double-booking of time windows.

e Operations Supervisor — approves priority overrides, resolves conflicts between competing due dates, and authorizes reschedules that affect
customer commitments.

e Front-Desk / Reservations Coordinator — supplies confirmed reservation and contract data (start/end dates, delivery windows, promised-ready
times) to the schedule and communicates changes to customers.

4. Required PPE & Lockout/Tagout

o Standard facility PPE only for the scheduling activity itself (office/desk task). Field-facing members should ensure the downstream crew slotting
is flagged so PPE requirements for the executed job are applied at execution, not scheduling.
+ Not applicable — no hazardous energy involved in the scheduling task.

5. Regulatory References

- None sector-specific to scheduling itself; internal operations policy governs. Contract-timing and consumer-commitment obligations flow from
general consumer-protection and contract law applicable to every member (e.g., FTC Act §5 prohibition on unfair/deceptive practices regarding
promised availability; applicable state consumer-lease/rental disclosure statutes; ADA Title Il effective-communication and reasonable-scheduling
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obligations for customer-facing appointment windows). Note: confirm applicability of sector-specific standards and any state-plan equivalents for
this facility before customer-facing release.

6. Process Flow

OD-008 PROCESS FLOW
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work order:' — date & priority |— capacity & —> | job in operating |— publish, and
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7. Step-by-Step Procedure

1. Pull the queue of accepted work orders released from reservations/contracting; verify each carries a confirmed start/end date, promised-
ready or delivery window, and customer contact.

2. Classify each job by priority tier (contractual hard deadline > same-day/next-day commitment > standard turnaround) and record the
governing due date/time.

3. Review current operating-schedule capacity for the target window; identify any overlap, double-booking, or windows already at capacity.

4. Sequence jobs within each window by due date first, then priority tier, then earliest accepted timestamp for ties.

5. Place each job into its slot in the scheduling system without assigning specific resources (resource assignment handled per OD-009); flag
any job whose asset availability is uncertain pending maintenance status per PM-008.

6. Resolve conflicts: where two jobs compete for one window, escalate per the Decision Tree; apply Supervisor-approved priority override where
required and record the reason.

7. Publish the sequenced schedule and notify the Front-Desk/Reservations Coordinator so customers can be confirmed or advised of any
window change.

8. Document the final sequence, any overrides, conflict resolutions, and publish timestamp in the scheduling record; retain per internal
retention policy.

8. Decision Tree
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OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Job Scheduling & Sequencing

START — THIS PROCEDURE DEFINES HOW ACCEPTED RENTAL, LEASE, DELIVERY, TURNOVER, OR FITTING WORK IS PLACED INTO
THE OPERATING SCHEDULE SO THAT CUSTOMER DUE DATES, CONTRACTUAL AVAILABILITY WINDOWS, AND INTERNAL ...

Complete the checklist and close out the

procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

DEFINITION
no safety, compliance, or service impact

ACTION
log the note (e.g., minor slot reshuffle
within same window), continue
sequencing, and inform the Front-Desk
Coordinator at next cycle

ESCALATE TO

[ No escalation — handled at task level

Timing: resolve in the moment; work proceeds

’

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
hold the affected job(s) out of publish,
escalate to the Operations Supervisor,
resolve the conflict or capacity gap and
obtain override approval before the
schedule is published

ESCALATE TO

[Operations Supervisor J

Timing: resolve before the work proceeds

I

DEFINITION

a confirmed contractual due date or
customer availability window will be
missed or a job was double-booked into an
occupied slot, creating breach or
deceptive-availability exposure

ACTION
immediately freeze the affected window,
notify the Operations Supervisor and
Front-Desk/Reservations Coordinator the
same business day, and re-sequence with
a documented customer communication
before any downstream execution

ESCALATE TO

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE

B No finding B Minor B Major B critical

Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Every accepted job has a validated due date and priority tier before placement.
¢ No window in the published schedule is double-booked or over capacity.
o All priority overrides carry a recorded reason and Supervisor approval.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
All accepted work orders pulled and carry confirmed due dates
Priority tier assigned to each job
Schedule checked for window conflicts / double-booking
Jobs sequenced by due date then priority then timestamp
Priority overrides approved and documented
Published schedule communicated to Front-Desk Coordinator

Final sequence and conflict resolutions recorded

11. KPIs

e On-time schedule placement: = 98% of accepted jobs slotted before their promised window opens.
¢ Double-booking rate: = 0.5% of published slots.

¢ Due-date adherence of published schedule: = 97% of jobs sequenced to meet contractual due date.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-009 — Resource & Capacity Allocation

Estimated completion time: 30-90 minutes per allocation cycle (per branch/property/day)

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To assign available people, rental/leasable assets (units, vehicles, spaces, garments, appliances, equipment), and physical space to scheduled
customer work so that every commitment is backed by real, confirmed capacity — preventing double-booking, over-promising, and idle inventory.

2. Scope

Covers matching confirmed demand to verified supply of staff, assets, and space across a branch or property, including capacity confirmation
before commitment. Excludes staffing presence and coverage confirmation, which is covered under OD-003, and schedule sequencing/ordering of
work, which is covered under OD-008.

3. Responsibilities

¢ Operations Manager — owns the allocation plan; confirms real capacity, approves exceptions, and resolves conflicts between competing
reservations.

¢ Rental/Leasing Coordinator — reconciles reservations against live availability of assets and spaces; flags shortfalls and overbookings.

o Facilities/Fleet Lead — verifies physical readiness and serviceable condition of assets and space before they are committed to a customer.

4. Required PPE & Lockout/Tagout

o Standard facility PPE where the allocation involves walking active lots, storage aisles, or maintenance areas (closed-toe footwear, hi-vis where
vehicles/equipment move).

« Not applicable — no hazardous energy is controlled by this administrative allocation task. Any asset requiring maintenance is routed to the
responsible lead, not serviced here.

5. Regulatory References

e Americans with Disabilities Act (ADA), 42 U.S.C. §12181 et seq. — accessibility of allocated spaces/units and reservation of accessible inventory
where required.

o Fair rental/leasing practices under the Federal Trade Commission Act, 15 U.S.C. §45 (unfair or deceptive practices) — commitments must reflect
genuinely available capacity.

e OSHA General Duty Clause, 29 U.S.C. §654(a)(1) — assigned people and spaces must be free of recognized hazards.
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¢ None narrower is sector-wide; member-specific regimes (e.g., DOT vehicle serviceability for vehicle-renting lines, state landlord-tenant
habitability for residential lessors) apply only where that service line operates. Internal allocation policy governs the rest.
« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-009 PROCESS FLOW

. e Pull live eatch & reserve q, q . e Confirm,
Qathg;rcn(;mfarmed availability of — against real — e::efgd[:::z:lscal publish, and
people/assets/spac capacity document

7. Step-by-Step Procedure

1. Compile the list of confirmed scheduled work requiring resources for the period (reservations, lease start dates, turnovers, deliveries,
fittings).

2. Pull live availability from the reservation/asset-management system for each resource class: staff hours available (per OD-003), assets
(units, vehicles, spaces, garments, appliances, equipment), and physical space/bays.

3. Cross-check each asset's status flags — "available," "on maintenance hold," "reserved," "returning today" — and exclude anything not truly
free; confirm return/turnover completion before counting an asset as available.

4. Match each confirmed demand item to a specific, verified resource; where the service line receives assets/parts from suppliers, confirm
inbound readiness before committing dates.

5. Confirm physical readiness with the Facilities/Fleet Lead — asset is present, serviceable, cleaned/prepared, and the assigned space is
accessible and usable.

6. Reserve/lock the assignment in the system to prevent double-booking; hold a defined buffer for known variability (returns running late, no-
shows).

7. Publish the confirmed allocation to affected staff and update customer-facing availability; hand any sequencing decisions to OD-008.
8. Document the finalized allocation, any exceptions/overrides, and the name of the person who confirmed capacity in the allocation record.

8. Decision Tree
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OD-009 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Resource & Capacity Allocation

START — TO ASSIGN AVAILABLE PEOPLE, RENTAL/LEASABLE ASSETS (UNITS, VEHICLES, SPACES, GARMENTS, APPLIANCES,
EQUIPMENT), AND PHYSICAL SPACE TO SCHEDULED CUSTOMER WORK SO THAT EVERY COMMITMENT IS BACKED BY ...

Complete the checklist and close out the
procedure

Issue identified
during this

?
END — NO FINDING, ACTIVITY CONTINUES procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

! ! !
T T T T

DEFINITION
no safety, compliance, or service impact

ACTION
log it in the allocation record and
continue (e.g., minor buffer adjustment
or non-preferred equivalent asset
substituted)

ESCALATE TO

[ No escalation — handled at task level

Timing: resolve in the moment; work proceeds

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
hold the affected commitment, escalate
to the Operations Manager, and resolve
before publishing (e.g., committed asset
unavailable, overlapping reservation, no
accessible unit reserved where required)

ESCALATE TO

Operations Manager

Timing: resolve before the work proceeds

DEFINITION
capacity was committed to a customer that
does not physically exist or is
unsafe/unusable (double-booked unit,
deceptive availability, or an assigned
space/asset with a recognized hazard)

ACTION
immediately withdraw the commitment,
notify the Operations Manager and the
affected customer contact, and do not
re-commit until verified real and safe

ESCALATE TO

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE
B No finding B Minor B Major B critical
Supervisory decision required before the next stage.

Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Every committed resource maps to a specific, system-verified available asset/person/space.
¢ No asset or space is counted as available while on maintenance hold or awaiting turnover completion.
¢ Accessibility-required inventory is reserved and matched where applicable.

e Zero unresolved Critical findings.

10. Inspection Checklist

ITEM PASS / FAIL NOTES
All confirmed demand items have an assigned resource

Live availability pulled and reconciled against reservations

No double-booked assets, spaces, or staff assignments

Assets confirmed physically present and serviceable

Assigned spaces confirmed accessible and usable

Buffer held for returns/no-show variability

Allocation and exceptions documented with confirming name

11. KPIs

o Confirmed-capacity accuracy (committed vs. actually available): = 99%
e Double-booking / overbooking incidents: 0 per cycle

¢ |dle-but-committed asset rate (locked but unusable): = 2%

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-010 — Incoming Material / Supply Verification

Estimated completion time: 20-45 minutes per delivery

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

This procedure ensures that all inbound materials and supplies — rental unit inventory, maintenance parts, cleaning and turnover consumables,
and vendor-supplied fixtures — are verified against the purchase order for correct item, quantity, and delivered condition before they are accepted
onto the property or into stock, protecting the rental fleet/inventory and preventing payment for goods not received.

2. Scope

Covers receiving-point verification of inbound materials and supplies at any operating location against the governing purchase order, packing slip,
and visible condition standards. Excludes spec-conformance testing (see QC-003), putaway (see WH-006), and detailed dock count (see SH-008);
this procedure acknowledges those hand-offs but does not author them.

3. Responsibilities

¢ Receiving Associate — physically receives the delivery, matches items to the PO and packing slip, records quantity and condition, and flags
discrepancies.

e Operations Supervisor — reviews flagged discrepancies, authorizes acceptance/rejection, and coordinates with the vendor on returns or credits.

e Procurement / Inventory Coordinator — maintains PO records, reconciles received-vs-ordered, and updates the inventory system upon
acceptance.

4. Required PPE & Lockout/Tagout

o Standard facility PPE: cut-resistant gloves and closed-toe footwear when handling palletized or crated goods; high-visibility vest where the
service line operates a vehicle receiving area.

¢ Not applicable — no hazardous energy involved. Do not power up, road-test, or energize any received equipment during verification; that occurs
downstream.

5. Regulatory References

e OSHA General Duty Clause, 29 U.S.C. §654(a)(1), and OSHA 29 CFR 1910 (general workplace safety at the receiving area).
e OSHA Hazard Communication Standard, 29 CFR 1910.1200 (SDS receipt/verification for any received cleaning or chemical supplies).
o Uniform Commercial Code Article 2, §2-513 (buyer's right to inspect goods before acceptance) as adopted by applicable state statute.

¢ Internal procurement and inventory-control policy governs PO matching and acceptance thresholds.
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« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-010 PROCESS FLOW

Q q - oltem/quantity Q - o Discrepancy o Acceptance,

elivery arrival 7 isual condition g h

& PO retrieval match against PO inspection — | classification & |—> sign-off &
and packing slip disposition records update

7. Step-by-Step Procedure

1. Confirm the delivery belongs to this location and retrieve the matching open purchase order and packing slip before unloading begins.

2. Verify vendor identity and reference the source vendor (e.g., 236220 Commercial/Institutional Building Construction fixtures, 561790 Other
Services to Buildings supply orders) against the PO.

3. Match each line item on the packing slip to the PO — correct SKU/description, model, size, or grade (e.g., unit appliances, garments,
vehicle/trailer parts, storage-unit hardware).

4. Count received quantity against ordered quantity; note over-, under-, or short-shipments against the PO tolerance.

5. Inspect each item's external condition — packaging integrity, water/impact damage, missing components, expired dating on consumables,
and presence of required SDS/documentation.

6. Classify and disposition any discrepancy per the Decision Tree; segregate held items from accepted stock.
7. For accepted goods, sign the packing slip, record quantities and condition, and route to putaway per WH-006 (do not perform putaway here).

8. Update the inventory/PO record and file the signed packing slip and any discrepancy report with the Procurement Coordinator.

8. Decision Tree
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OD-010 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Incoming Material / Supply Verification

START — THIS PROCEDURE ENSURES THAT ALL INBOUND MATERIALS AND SUPPLIES — RENTAL UNIT INVENTORY, MAINTENANCE
PARTS, CLEANING AND TURNOVER CONSUMABLES, AND VENDOR-SUPPLIED FIXTURES — ARE VERIFIED AGAINST THE ...

Complete the checklist and close out the
procedure

Issue identified
during this
procedure?

END — NO FINDING, ACTIVITY CONTINUES

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION DEFINITION DEFINITION
no safety, compliance, or service impact material risk to safety, compliance, receipt of unsafe or non-compliant goods
output, or service — not an immediate that could reach a tenant/renter (e.g.,
ACTION hazard recalled appliance, damaged safety
log on the packing slip and continue component, chemical without SDS or in a
receiving; note for vendor at next order ACTION leaking container)
hold and segregate the affected line,
ESCALATE TO escalate to the Operations Supervisor, ACTION
[ No escalation — handled at task level ] resolve (vendor return/credit/reorder) stop acceptance, quarantine the
before the item enters accepted stock material, and immediately notify the
Operations Supervisor and Procurement
ESCALATE TO Coordinator; do not release for any use
[ Operations Supervisor }

ESCALATE TO

Timing: resolve in the moment; work proceeds Timing: resolve before the work proceeds Timing: immediate — halts the activity

|
!

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE

B No finding B Minor B Major B critical
Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

e PO, packing slip, and physical delivery all reconcile on item and quantity before sign-off.
e Every received item passes visual condition inspection or is segregated with a discrepancy note.
¢ All chemical/consumable receipts include a current SDS and legible dating.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
PO and packing slip retrieved and match this location
Line items match ordered SKU/model/size/grade
Received quantity within PO tolerance
Packaging and item condition acceptable (no damage)
SDS / documentation present for applicable supplies
Discrepancies logged and dispositioned

Signed packing slip and inventory record updated

11. KPIs

e PO-to-receipt match accuracy = 98%
¢ Discrepancies documented before sign-off = 100%

e Average verification time per standard delivery = 30 minutes

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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‘ Phase 3 — Execution
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OD-011 — Standard Work Execution & Process Adherence

Estimated completion time: 20-45 minutes per work cycle (turnaround, unit prep, or counter transaction)

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

This procedure ensures that operations staff perform each rental, turnover, and unit-preparation task to the documented standard method — so
that units, vehicles, storage spaces, equipment, or garments are readied and released consistently — and that any departure from that method is
identified and recorded rather than absorbed silently.

2. Scope

Covers execution of defined-method work in Operations across the rental cycle (intake staging, unit/asset preparation, condition documentation,
and release-readiness) and the identification and logging of deviations from that method. Excludes in-process quality checks, which are covered
under QC-007, and safe-work method, which is covered under SD-005.

3. Responsibilities

¢ Operations Associate — performs the work to the current written method, self-verifies against the work instruction, and logs any deviation at the
point it occurs.

e Operations Supervisor — confirms method currency, dispositions logged deviations, and authorizes release or hold of the affected asset/unit.

e Branch/Property Operations Manager — owns the standard method documents, approves permanent method changes, and reviews deviation
trends.

4. Required PPE & Lockout/Tagout

o Standard facility PPE appropriate to the service line (closed-toe footwear; gloves and eye protection where cleaning agents, fuels, or handling of
heavy assets apply).

o Lockout/Tagout: Not applicable to this administrative/adherence task. Where the service line operates vehicles or powered equipment,
hazardous-energy control is governed under SD-005 — do not perform it here.

5. Regulatory References

e OSHA 29 CFR 1910 (General Duty; hazard communication where cleaning/fuel agents are used) — applies to all members as employers.

¢ Fair housing / equal-opportunity and consumer-protection duties applicable to rental and leasing transactions (e.g., 42 U.S.C. §3604 for
residential lessors; FTC Act §5 unfair/deceptive practices for consumer rental transactions) — apply the frame relevant to your service line.
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¢ Internal policy: standard method documents and deviation-log control are the governing basis where no sector-specific execution standard
exists.
« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-011 PROCESS FLOW

Qonﬁrm current execute work to e Self-verify °|dentif &lo 9 Document
method > the defined —— against work — e deyliatiog — | completion and
standard instruction y disposition

7. Step-by-Step Procedure

1. Retrieve the current standard method / work instruction for the task (unit turnover, vehicle prep, storage-space release, equipment or
garment readiness) and confirm the revision date is current.

2. Confirm inputs are present and staged — asset/unit identifier, rental agreement or work order, and any parts/materials received from
suppliers (see NAICS touchpoints).

. Execute each step of the defined method in the stated sequence; do not substitute an undocumented shortcut.

. Self-verify the completed work against the work instruction (method conformance only — spec/quality testing is QC-007).

. Compare the actual result to the defined standard; where the result or the method used departs from the instruction, classify per Section 8.
. Log every deviation in the deviation register with asset/unit ID, step affected, description, and severity.

. Set the asset/unit status to Released or Held per the disposition, and communicate hold status to the Operations Supervisor.

0 N o U~ W

. Record completion, sign/initial the work order, and file the deviation log entry.

8. Decision Tree
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OD-011 - OPERATIONS - REAL ESTATE RENTAL LEASING

Decision Tree — Standard Work Execution & Process Adherence

START — THIS PROCEDURE ENSURES THAT OPERATIONS STAFF PERFORM EACH RENTAL, TURNOVER, AND UNIT-PREPARATION TASK TO

THE DOCUMENTED STANDARD METHOD — SO THAT UNITS, VEHICLES, STORAGE SPACES, EQUIPMENT, OR GARMENTS ...

Complete the checklist and close out the
procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

DEFINITION
no safety, compliance, or service impact

ACTION

log it in the deviation register, note
the corrective action taken, and
continue the work

ESCALATE TO

[No escalation — handled at task level ]

Timing: resolve in the moment; work proceeds

’

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
place a hold on the affected asset/unit,
escalate to the Operations Supervisor
named in Section 3, and correct the
method/result before the unit proceeds
to release

ESCALATE TO

[Operations Supervisor named in Se

Timing: resolve before the work proceeds

I

DEFINITION
an asset/unit or transaction released
against a method non-conformance that

could cause customer harm or a compliance

violation (e.g., a residential unit turned
over with an uncorrected habitability
defect, a vehicle/RV or rental equipment
released not prepared to the defined
readiness method, or a lease/rental
agreement executed with unauthorized
deviations from required terms)

ACTION
immediately stop release, quarantine the
asset/unit and any linked transaction,
and notify the Operations Supervisor and
Branch/Property Operations Manager
before any customer handoff

ESCALATE TO

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification

READING THIS TREE

B No finding B Minor
Activity stands. Complete the checklist and continue.
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Handled in place at task level; no escalation.

Close the item only once the corrective action is verified and the

record is complete.

'

ACTIVITY RELEASED / CLOSED

B Major

Supervisory decision required before the next stage.

W critical

Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Current-revision method document confirmed before work begins.
e Every completed step matches the defined sequence and no undocumented substitutions remain.
¢ All deviations recorded in the register with severity and disposition.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Current standard method / work instruction retrieved and revision confirmed
Inputs (asset/unit ID, agreement/work order, staged materials) verified present
Work executed in defined sequence, no undocumented shortcuts
Self-verification against work instruction completed
All deviations logged with severity and corrective action
Asset/unit status set to Released or Held and communicated

Completion recorded and work order signed/initialed

11. KPIs

o Method-adherence rate (work cycles completed to defined method / total): = 98%.
¢ Deviations logged vs. deviations found in supervisor audit: = 95% capture rate.

o Critical deviations reaching customer handoff: 0 per quarter.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-012 — Work-in-Progress Tracking & Status Update

Estimated completion time: 15-30 minutes per update cycle (daily or shift-based, depending on active job volume)

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To ensure the current status of every active job — unit turnovers, rental preparations, repairs, cleaning, and contracted service work — is recorded
in a single tracking system and is visible to all Operations staff, so that no job stalls unnoticed and units/assets return to rentable condition on
schedule.

2. Scope

Covers the logging, updating, and visibility of in-progress work on rentable inventory (residential and nonresidential units, vehicles, trailers/RVs,
storage units, appliances/electronics, rental-center equipment, formal wear/costumes) from the moment a job opens until it is marked ready-to-
rent or handed off. Excludes throughput/cycle-time measurement (see OD-014) and quality-conformance data on completed work (see QC-027).

3. Responsibilities

e Operations Coordinator — maintains the WIP tracking board/system; opens, updates, and closes job records each cycle; flags stalled jobs.

e Field/Turnover Technician — reports real-time status changes on assigned jobs (started, blocked, awaiting parts, complete) to the Coordinator or
into the system directly.

e Operations Supervisor — reviews the WIP board daily, resolves escalations, verifies status accuracy against physical/asset condition.

4. Required PPE & Lockout/Tagout

e Standard facility PPE where status verification requires entering a work area or inspecting an asset (closed-toe footwear, hi-visibility vest where
the service line operates a lot or yard).

¢ Not applicable — no hazardous energy involved in this administrative tracking task; any asset being physically serviced is controlled under its
own maintenance SOP.

5. Regulatory References

- None sector-specific governs WIP status tracking across all members; internal Operations records policy applies. General recordkeeping and
consumer-facing accuracy obligations apply where relevant (e.g., FTC Act §5 prohibition on deceptive availability/status representations to
customers; state landlord-tenant or rental-agreement disclosure timelines where the service line leases dwellings; and where the service line
operates vehicles, applicable DOT/state fleet out-of-service documentation). Note: confirm applicability of sector-specific standards and any state-
plan equivalents for this facility before customer-facing release.
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6. Process Flow

OD-012 PROCESS FLOW

0 e Status o Supervisor e
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7. Step-by-Step Procedure

1. At the start of each cycle, open the WIP tracking system and confirm every active job has an open record with asset ID, job type, owner, and
target ready date.

2. For each open job, obtain the current status from the assigned technician or service source (in-house or contracted per 236220/561790) and
update the status field (Not Started / In Progress / Blocked / Awaiting Parts or Vendor / Ready for Verification / Complete).

. Record the reason and expected clear date for any job in a Blocked or Awaiting state.

. Cross-check that no job has stalled beyond its target ready date without a documented blocker; flag exceptions.

. Update visibility surface (shared board, dashboard, or shift log) so all Operations staff see current status.

. Route flagged blockers to the responsible role per Section 8.

N o bW

. Mark completed jobs "Ready for Verification" for hand-off (quality sign-off per QC-027; return-to-channel readiness per 532310 where
applicable).
8. Timestamp and save the update cycle; note the Coordinator's name in the record.

8. Decision Tree
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OD-012 - OPERATIONS - REAL ESTATE RENTAL LEASING

Decision Tree — Work-in-Progress Tracking & Status Update

START — TO ENSURE THE CURRENT STATUS OF EVERY ACTIVE JOB — UNIT TURNOVERS, RENTAL PREPARATIONS, REPAIRS,
CLEANING, AND CONTRACTED SERVICE WORK — IS RECORDED IN A SINGLE TRACKING SYSTEM AND IS VISIBLE TO ...

Complete the checklist and close out the
procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

DEFINITION
no safety, compliance, or service impact

ACTION

Log the discrepancy in the job record
(e.g., missing status note) and
continue; correct at next update cycle

ESCALATE TO

[No escalation — handled at task level ]

Timing: resolve in the moment; work proceeds

’

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
Hold the affected job in Blocked status,
escalate to the Operations Supervisor,
and correct the record before the job is
marked ready or handed off

ESCALATE TO

[ Operations Supervisor }

Timing: resolve before the work proceeds

I

DEFINITION
a unit or asset shown as "Ready" that is
in fact incomplete, unsafe, or
non-rentable is about to be released to a
customer or channel

ACTION
Immediately reverse the status to
Blocked, remove it from any
available/ready list, and notify the
Operations Supervisor for containment
before release

ESCALATE TO

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification

READING THIS TREE

B No finding B Minor
Activity stands. Complete the checklist and continue.
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Handled in place at task level; no escalation.

Close the item only once the corrective action is verified and the

record is complete.

'

ACTIVITY RELEASED / CLOSED

B Major

Supervisory decision required before the next stage.

B critical

Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Every active job has an open record with owner and target ready date.
o All Blocked/Awaiting jobs carry a documented reason and expected clear date.
¢ Visibility surface reflects the same status as the source record (no stale entries).

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL
All active jobs have open, owned records
Status field current as of this cycle
Blockers documented with clear dates
No job stalled past target without a flag
Visibility surface matches source records
Completed jobs routed for verification

Cycle timestamped and attributed

11. KPIs

o Status currency: = 98% of active jobs updated each scheduled cycle.
o Stalled-job flag rate: 100% of jobs past target ready date carry a documented blocker.
¢ Visibility accuracy: = 2% variance between visible board and source records on spot audit.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING.

Operations Department SOP - REAL_ESTATE_RENTAL_LEASING - Rev 1.0 - Free tier

NOTES

AUTHOR

Archetype Content Team
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OD-013 — Operational Handoff Between Work Stages

Estimated completion time: 15-40 minutes per handoff, depending on unit or asset complexity

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To ensure that a rentable asset or unit — a vehicle, trailer, RV, storage space, apparatus, appliance, garment, or leasable room — passes cleanly
from one work stage to the next (e.g., cleaning to inspection, inspection to ready-line, ready-line to fulfilment) with a documented condition record
and confirmed accountability, so no asset advances unprepared and no service commitment slips.

2. Scope

Covers the controlled transfer of a specific asset or unit between operational stages, crews, or teams within a single rental/leasing operation,
including the condition record, custody, and readiness confirmation passed at each transfer point. Excludes end-of-shift personnel handover (see
0D-002) and formal stage quality release/sign-off (see QC-013); this procedure only records that a handoff occurred and that acceptance criteria
for continuation were acknowledged.

3. Responsibilities

o Operations Stage Lead — initiates the handoff, completes the condition record, and confirms the asset meets stated readiness for the receiving
stage.

e Receiving Crew Member — inspects the asset at receipt, accepts or rejects the handoff, and assumes custody once accepted.

e Operations Supervisor — resolves disputed or held handoffs, authorizes exceptions, and verifies documentation completeness.

4. Required PPE & Lockout/Tagout

o Standard facility PPE (gloves and closed-toe footwear where handling vehicles, appliances, trailers, or cleaning residues; hi-vis vest where the
service line operates a vehicle lot or drive lane).

o Lockout/Tagout: Not applicable to the handoff act itself — no hazardous energy is isolated during transfer of custody. Where an asset is under
active mechanical repair, it is not eligible for handoff until released from any existing tag.

5. Regulatory References

¢ OSHA General Duty Clause, 29 U.S.C. §654(a)(1), and OSHA Hazard Communication, 29 CFR 1910.1200 (where cleaning agents, fuels, or
chemicals are staged between work areas).

e 29 CFR 1904 — recording/tracking of work-related conditions that may surface at a handoff point.
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¢ Internal policy governs the condition-record and custody-accountability format; no single sector-specific federal standard governs inter-stage
asset handoff across all member lines (e.g., DOT pre-service checks apply only where the line operates commercial vehicles).
« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-013 PROCESS FLOW

° Prepare & Q\l . aoint condition q eog handoff and
document — E eg:'i?igha:gatoe — verification at — gﬁgfsiuﬁi?gy — update asset
outgoing asset 9 9 receipt status

7. Step-by-Step Procedure

1. Confirm the asset has completed all tasks required by its current stage (e.g., cleaned, fueled, mechanically checked, laundered/pressed,
space cleared) before offering handoff.

2. Complete the condition record: asset/unit ID, current stage, condition notes, mileage/hours or fuel level where applicable, and any open
items being carried forward.

3. Verify custody controls — keys, access codes, gate/lock assignments, garment tags, or serial tags — are accounted for and match the
record.

4. Notify the Receiving Crew Member that the asset is ready and present the condition record.

5. Conduct joint verification: receiving party inspects the asset against the record and confirms it is fit to enter the next stage (upstream
readiness from 236220 construction turnover or 561790 cleaning/servicing vendors, where the prior stage was outsourced, must be
reflected on the record).

6. Transfer custody — hand over keys/codes/tags — and have both parties acknowledge acceptance on the handoff log.
7. Update the asset status in the tracking system (board, DMS, PMS, or inventory app) to reflect the new stage and responsible crew.

8. File the completed handoff log and condition record per retention policy.

8. Decision Tree
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OD-013 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Operational Handoff Between Work Stages

START — TO ENSURE THAT A RENTABLE ASSET OR UNIT — A VEHICLE, TRAILER, RV, STORAGE SPACE, APPARATUS, APPLIANCE,
GARMENT, OR LEASABLE ROOM — PASSES CLEANLY FROM ONE WORK STAGE TO THE NEXT (E.G., CLEANING TO ...

Complete the checklist and close out the
procedure

Issue identified
during this

?
END — NO FINDING, ACTIVITY CONTINUES procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION DEFINITION DEFINITION
no safety, compliance, or service impact material risk to safety, compliance, an unfit asset (e.g., undisclosed damage,

output, or service — not an immediate missing keys/access, unsafe vehicle or
ACTION hazard trailer, contaminated appliance/garment,
note it on the condition record, or an occupied/unsecured storage space) is
continue the handoff, and flag for the ACTION transferred toward customer fulfillment
next stage to address hold the affected asset out of the

receiving stage, escalate to the ACTION
ESCALATE TO Operations Supervisor, and resolve stop the handoff immediately, quarantine
[No escalation — handled at task level ] before the handoff completes the asset from the ready-line, and

notify the Operations Supervisor and
ESCALATE TO operations compliance lead at once
[ Operations Supervisor }

ESCALATE TO

Timing: resolve in the moment; work proceeds Timing: resolve before the work proceeds Timing: immediate — halts the activity

|
!

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE

B No finding B Minor B Major B critical
Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

¢ Condition record complete and matches physical asset before transfer.
o Custody items (keys, codes, tags, access) confirmed and reconciled.
¢ Receiving party's joint acceptance recorded — no unilateral handoffs.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Asset completed all current-stage tasks
Condition record filled out and legible
Custody items reconciled to record
Joint verification performed at receipt
Acceptance acknowledged by both parties
Asset status updated in tracking system

Open items carried forward and flagged

11. KPIs

o Handoffs with complete condition record and dual acknowledgment = 98%.
e Assets returned/rejected at receiving stage due to incomplete prep = 3%.

¢ Custody-item discrepancies (missing keys/codes/tags) per 100 handoffs = 1.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-014 — Output Monitoring & Throughput Review

Estimated completion time: 30-60 minutes per review cycle (daily or weekly per operating cadence)

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

This procedure establishes how Operations monitors the rate and volume of completed rental output — units turned, assets prepped and returned
to rentable status, and transactions fulfilled — against the operating plan, so that shortfalls and backlogs are identified and routed for corrective
action before they degrade availability or service commitments.

2. Scope

Covers periodic comparison of actual operational output (unit turnovers, asset return-to-ready counts, fulfilled reservations/leases) against planned
rate and volume, across facility-based and field-based service lines. Excludes formal KPI-set review and target-setting (see OD-028) and process
capability analysis (see QC-026).

3. Responsibilities

e Operations Coordinator — pulls output data from the rental/property management system, compiles actual-vs-plan figures, and prepares the
review sheet each cycle.

¢ Operations Supervisor — conducts the throughput review, classifies variances, and initiates holds or escalations per Section 8.

e Operations Manager — owns the operating plan reference, approves corrective routing on Major/Critical variances, and signs off on the
completed review.

4. Required PPE & Lockout/Tagout
o Standard facility PPE where the review includes a floor/lot walk to verify ready-status counts (closed-toe footwear, high-visibility vest in
vehicle/equipment yards).

o Not applicable — no hazardous energy involved in the data review itself.

5. Regulatory References

- None sector-specific governs output-monitoring methodology across all members of this archetype; internal operating policy applies. General
recordkeeping and truth-in-advertising obligations that bear on reported availability apply broadly — e.g., FTC Act §5 (15 U.S.C. §45) on
availability/inventory representations, and IRS books-and-records requirements (26 U.S.C. §6001) for operational records supporting revenue.
Member-specific consumer-lease disclosure regimes (e.g., Consumer Leasing Act, 15 U.S.C. §1667) may apply where output feeds lease reporting.
Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.
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6. Process Flow

OD-014 PROCESS FLOW

(1 ] 0., © compute Q... (5
xtraé:t output Align to plan rate/volume IaSS|f_y & route ocument_and
ata baseline Rl et variances close review

7. Step-by-Step Procedure

1. Confirm the review cadence and the current operating plan figures (planned units turned, planned return-to-ready volume, planned
fulfillments) from the Operations Manager's plan reference.

2. Extract actual output from the rental/property management system for the review period: units returned to rentable status, assets
prepped/cleaned, and reservations or leases fulfilled.

3. Verify data integrity — reconcile system counts against the physical ready-line or lot/floor status where discrepancies are suspected; flag
any records that cannot be validated.

4. Compute rate variance (output per day/hour vs. planned pace) and volume variance (period total vs. planned total) for each service line.

5. Identify backlogs or bottlenecks — assets stuck in prep, turnovers exceeding target cycle time, or unfilled demand against available
inventory.

6. Classify each material variance by severity per Section 8 and route to the responsible role.
7. Record findings, variances, root-cause notes, and routing decisions on the review sheet.
8. Obtain Operations Supervisor review and Operations Manager sign-off; file the completed record per retention policy.

8. Decision Tree
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OD-014 - OPERATIONS - REAL ESTATE RENTAL LEASING

Decision Tree — Output Monitoring & Throughput Review

START — THIS PROCEDURE ESTABLISHES HOW OPERATIONS MONITORS THE RATE AND VOLUME OF COMPLETED RENTAL OUTPUT —

UNITS TURNED, ASSETS PREPPED AND RETURNED TO RENTABLE STATUS, AND TRANSACTIONS FULFILLED — AGAINST ...

Complete the checklist and close out the
procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

DEFINITION
no safety, compliance, or service impact

ACTION
log the variance on the review sheet
with a note and continue; monitor at
next cycle

ESCALATE TO

[No escalation — handled at task level ]

Timing: resolve in the moment; work proceeds

’

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
place the affected service line's output
figures on hold pending validation,

escalate to the Operations Manager named

in Section 3, and resolve the root cause
(data error or throughput shortfall)
before the figures are used for planning
or customer availability commitments

ESCALATE TO

[Operations Manager named in Secti

Timing: resolve before the work proceeds

I

DEFINITION

sustained throughput collapse or
falsified/materially inaccurate output
data driving over-committed availability
and failed customer fulfillment
(double-booked units,
promised-but-unavailable assets)

ACTION
immediately notify the Operations
Manager, freeze external availability
commitments for the affected inventory,
and correct the data and commitments
before any further booking

ESCALATE TO

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification

READING THIS TREE

B No finding B Minor
Activity stands. Complete the checklist and continue.
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Handled in place at task level; no escalation.

Close the item only once the corrective action is verified and the

record is complete.

'

ACTIVITY RELEASED / CLOSED

B Major

Supervisory decision required before the next stage.

B critical

Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Data source reconciled to physical ready-status before variance is computed.
e Rate and volume variances computed against the correct, current plan baseline.
e Every Major/Critical variance has a named owner and routing decision recorded.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Current operating plan figures confirmed for the period
Actual output extracted from system for all service lines
System counts reconciled to physical ready-line/lot status
Rate variance computed and reviewed
Volume variance computed and reviewed
Backlogs/bottlenecks identified and owner assigned

Review sheet completed and signed off

11. KPIs

e Actual output volume vs. plan: = 95% of planned period volume.
e Turnaround/return-to-ready pace vs. planned cycle time: within £10% of target.

e Review completed and signed within 1 business day of period close: 100%.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-015 — Bottleneck Identification & Response

Estimated completion time: 45-90 minutes per review cycle (daily or per-shift depending on volume)

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose
This procedure establishes how Operations detects constraints that slow the movement of rental units, leased space, or inventory through the
operating cycle — intake, prep/turnover, availability, and hand-off to the customer or rental counter — and responds to restore flow. It protects on-

time availability, revenue days, and service commitments across residential, commercial, vehicle, storage, equipment, electronics, and apparel
rental lines.

2. Scope

Covers identifying where units, leased premises, or inventory are stalling in the operating pipeline (e.g., turnover backlog, delayed cleaning/repair
vendors, counter or check-out congestion, documentation holds) and the immediate response to relieve the constraint. Excludes rescheduling of
committed rental/booking calendars, which is covered under OD-017, and reallocation of fleet or unit capacity across locations, which is covered
under OD-009.

3. Responsibilities

¢ Operations Supervisor — owns the bottleneck review, classifies severity, authorizes response actions, and approves close-out.

e Turnover/Service Coordinator — monitors unit and inventory status queues, flags stalls, coordinates cleaning, repair, and inspection vendors.

¢ Rental Counter/Leasing Lead — reports front-line constraints (customer wait times, check-out/check-in congestion, documentation holds) and
confirms availability postings.

4. Required PPE & Lockout/Tagout

o Standard facility PPE where the review enters yards, unit interiors, or storage areas (closed-toe footwear, hi-vis where vehicles or equipment
move); office-based review requires none.

o Not applicable — no hazardous energy involved. Where a bottleneck traces to a unit under repair, defer to the servicing party's lockout/tagout;
do not operate or release equipment yourself.

5. Regulatory References

- None sector-specific to bottleneck monitoring itself; internal Operations policy applies. Adjacent obligations that constrain response actions across
all members: ADA Title Il (28 CFR Part 36) for accessibility of leased/rental premises and customer areas; Fair Credit Reporting Act (15 U.S.C.
§1681) where applicant/renter screening steps are the constraint; and state consumer-protection and rental-agreement statutes governing timely
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delivery and disclosure (e.g., state landlord-tenant acts for residential/commercial lessors; state vehicle- and equipment-rental disclosure rules
where the service line rents vehicles or equipment). Note: confirm applicability of sector-specific standards and any state-plan equivalents for this
facility before customer-facing release.

6. Process Flow

OD-015 PROCESS FLOW

QOnitor pipeline Qtect & measure o Classify o rr;?iseelzn:lh(/e o Dvoecrtilfl;ilr::w&
status the constraint severity e o

7. Step-by-Step Procedure

1. Pull the current operating-pipeline snapshot: units/premises awaiting intake, in turnover/prep, awaiting inspection, and available-not-yet-
released, plus counter wait times and open documentation holds.

2. Compare each stage's dwell time against the standard target (e.g., turnover completion, vendor response, availability posting) and mark any
stage exceeding target as a candidate bottleneck.

3. Quantify the constraint: count of stalled units/records, hours over target, and downstream impact (revenue days lost, missed hand-offs,
customer wait).

4. ldentify the root cause of the stall — vendor delay (cleaning/repair from Other Services to Buildings and Dwellings, build-out from
Commercial and Institutional Building Construction), staffing gap, documentation/screening hold, or physical/inventory shortage.

5. Classify severity per Section 8 and select the response; where the constraint requires a calendar change route to OD-017 and where it
requires cross-location reallocation route to OD-009 — do not action those here.

6. Execute the authorized relief action (expedite vendor, reassign staff to the choke stage, clear the documentation hold, re-sequence work
within the current queue).

7. Confirm flow is restored: re-measure the affected stage's dwell time and verify the unit/record has advanced.

8. Document the constraint, cause, action, and outcome in the Operations log, including timestamp and responsible role.

8. Decision Tree
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OD-015 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Bottleneck Identification & Response

START — THIS PROCEDURE ESTABLISHES HOW OPERATIONS DETECTS CONSTRAINTS THAT SLOW THE MOVEMENT OF RENTAL UNITS,
LEASED SPACE, OR INVENTORY THROUGH THE OPERATING CYCLE — INTAKE, PREP/TURNOVER, AVAILABILITY, AND ...

Complete the checklist and close out the
procedure

Issue identified
during this

?
END — NO FINDING, ACTIVITY CONTINUES procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION

no safety, compliance, or service impact

ACTION

log the constraint in the Operations
pipeline log and continue monitoring;
relieve within the normal work queue

ESCALATE TO

[No escalation — handled at task level

Timing: resolve in the moment; work proceeds

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
hold the affected stage from advancing
to customer release, escalate to the
Operations Supervisor named in Section
3, and resolve the constraint before the
unit/premises/inventory is posted
available or handed off

ESCALATE TO

[ Operations Supervisor named in Se

Timing: resolve before the work proceeds

DEFINITION

a bottleneck causes committed
units/premises to be released or handed
off in a non-habitable, non-roadworthy,
unsafe, or non-compliant condition (e.g.,
skipping a required inspection or safety
check to clear backlog)

ACTION
immediately stop the release, quarantine
the affected units/records, and notify

the Operations Supervisor and, where
applicable, the licensed inspector or
compliance lead before any further
hand-off

ESCALATE TO

Supervisor

Timing: immediate — halts the activity

READING THIS TREE

B No finding
Activity stands. Complete the checklist and continue.
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M Minor

Handled in place at task level; no escalation.

Free tier

v

record is complete.

'

ACTIVITY RELEASED / CLOSED

B Major

Supervisory decision required before the next stage.

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the

M critical

Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Every pipeline stage measured against its dwell-time target this cycle.
e Root cause recorded for each flagged constraint, not just the symptom.
o Relief action verified by re-measurement before close-out.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Current pipeline snapshot pulled and dated
Each stage compared to dwell-time target
Constraint quantified (count, hours over, impact)
Root cause identified and recorded
Correct routing applied (in-scope vs. OD-017 / OD-009)
Relief action executed and flow re-measured

No unit/record released while a Critical hold is open

11. KPIs

e Average dwell time per pipeline stage within target: = 90% of stages.
¢ Bottleneck detection-to-response time: = 4 operating hours for Major, immediate for Critical.

o Constraints resolved without slipping a committed hand-off: = 95%.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-016 — Rework & Nonconforming Work Handling

Estimated completion time: 30 minutes - 4 hours per nonconforming unit or work order, depending on rework complexity

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To ensure any rental asset or leased space that fails turn-condition or ready-to-rent specification is identified, physically segregated from the
available inventory, and reworked before re-issue, so that no nonconforming unit reaches a customer.

2. Scope

Covers segregation, holding, tracking, and re-run of failed work — cleaning, repair, cosmetic, functional, and readiness rework — on rentable assets
and leasable units within Operations. Excludes formal disposition determination, which is covered under QC-014, and rework authorization, which is
covered under QC-016.

3. Responsibilities

o Operations Associate — identifies nonconformance, tags and physically segregates the unit, initiates the rework record.
e Turn/Readiness Supervisor — verifies segregation, coordinates re-run, confirms re-inspection pass before release to available inventory.

¢ Operations Manager — owns nonconformance log, approves escalated holds, interfaces with vendors and downstream channels.

4. Required PPE & Lockout/Tagout

o Standard facility PPE: gloves and closed-toe footwear; eye protection when handling cleaning agents or performing minor repairs.

o Lockout/Tagout: Not applicable to most work. Where the service line services powered assets (e.g., vehicles, RVs, rental appliances, or powered
rental equipment), apply LOTO before any mechanical/electrical rework per the equipment manufacturer's procedure.

5. Regulatory References

¢ OSHA General Duty Clause, 29 U.S.C. §654(a)(1) — safe condition of work and assets.
e OSHA Hazard Communication, 29 CFR 1910.1200 — labeling/SDS for cleaning and repair chemicals used in rework.

Applicable state consumer-protection and habitability/fitness-for-purpose statutes governing the condition of assets and spaces offered to
renters (e.g., state landlord-tenant habitability codes; state rental/lease consumer regulations).

« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.
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6. Process Flow

OD-016 PROCESS FLOW
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7. Step-by-Step Procedure

1. On failed turn/readiness inspection, stop processing the unit and confirm the specific nonconformance (cleaning, cosmetic, functional,
safety, or documentation defect).

2. Apply a physical "HOLD - NOT RENT READY" tag and remove the unit from available inventory; move it to the designated hold/segregation
location or mark the leasable space as off-market in the system.

3. Open a rework record: capture unit/asset ID, defect description, inspector, date/time, and photos where applicable.
4. Confirm rework is authorized before starting the re-run (per QC-016); do not perform disposition determination here (per QC-014).

5. Execute the re-run to specification — re-clean, repair, replace components, or re-stage — using approved materials and vendor services as
needed.

6. Verify the corrected unit against the original turn-condition checklist item that failed, plus adjacent items that may have been affected.

7. Have the Turn/Readiness Supervisor re-inspect; on pass, remove the hold tag, restore to available inventory, and update the system status.
On fail, return to segregation and re-log.

8. Close the rework record documenting root cause, action taken, materials/vendor used, re-inspection result, and release timestamp.

8. Decision Tree
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OD-016 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Rework & Nonconforming Work Handling

START — TO ENSURE ANY RENTAL ASSET OR LEASED SPACE THAT FAILS TURN-CONDITION OR READY-TO-RENT SPECIFICATION IS
IDENTIFIED, PHYSICALLY SEGREGATED FROM THE AVAILABLE INVENTORY, AND REWORKED BEFORE RE-ISSUE, SO ...

Complete the checklist and close out the
procedure

Issue identified
during this

?
END — NO FINDING, ACTIVITY CONTINUES procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION
no safety, compliance, or service impact

ACTION
Log in the nonconformance record,
complete the re-run, and continue
processing

ESCALATE TO

[No escalation — handled at task level

Timing: resolve in the moment; work proceeds

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
Keep the unit tagged and segregated from
available inventory, escalate to the
Turn/Readiness Supervisor, and resolve
and re-inspect before the unit is

released

ESCALATE TO

[ Turn/Readiness Supervisor ]

Timing: resolve before the work proceeds

DEFINITION

a nonconforming asset or space that poses
a safety or habitability hazard (e.g.,
inoperative safety system, gas/electrical
fault, structural/lock/security failure,

or a defect making a vehicle/RV or leased
dwelling unsafe to occupy or operate)

ACTION
Immediately quarantine the unit
off-market, notify the Operations
Manager, and do not release under any
circumstance until corrected and
independently verified

ESCALATE TO

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE
B No finding B Minor B Major B critical
Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation.

Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Every failed unit carries a physical hold tag and is out of available inventory before rework begins.
e Rework re-run addresses the original failed item and any affected adjacent items.
¢ Re-inspection is performed by a different role than the one who executed the rework (Supervisor).

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Hold tag applied and unit removed from available inventory
Rework record opened with unit ID, defect, photos
Rework authorization confirmed (per QC-016)
Approved materials/vendor used for re-run
Original failed spec item re-verified as corrected
Supervisor re-inspection passed

Record closed and inventory status updated

11. KPIs

e Segregation compliance (failed units tagged/removed before rework): 100%
o First-pass rework success (re-inspection passed on first re-run): = 90%

¢ Nonconforming units re-issued without documented re-inspection pass: 0

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-017 — Schedule Deviation & Change Management

Estimated completion time: 30-90 minutes per deviation event

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To manage changes, delays, and priority shifts to committed rental, lease turnover, delivery, and return schedules so that reservation
commitments, unit availability dates, and contractual dates are maintained under control and every deviation is documented and authorized.

2. Scope

Covers detection, classification, approval, rescheduling, and record-keeping for any deviation from a committed operational date — unit ready-
dates, reservation start/end windows, delivery or pickup slots, lease turnover dates, and asset return dates — across residential/nonresidential
leaseholds, vehicle and equipment rental, self-storage, and merchandise rental lines. Excludes bottleneck root-cause response, which is covered
under OD-015, and customer notification, which is covered under OD-022.

3. Responsibilities
e Operations Coordinator — logs deviations, updates the reservation/booking calendar, classifies severity, and initiates the change record.
e Operations Supervisor — reviews and authorizes Major changes, confirms revised commitment dates, and reallocates units or crews.

o Branch/Property Operations Manager — approves Critical schedule changes, contractual date waivers, and any deviation exposing the company
to penalty, refund, or breach.

4. Required PPE & Lockout/Tagout

e Standard facility PPE where the deviation review requires entry to a unit, lot, yard, or storage bay (e.g., closed-toe footwear, hi-vis where
vehicles/equipment move); none required for calendar/desk work.
¢ Not applicable — no hazardous energy involved; this is a scheduling and records task.

5. Regulatory References

- None sector-specific govern schedule management itself; internal reservation-control policy applies. Applicable general obligations include state
landlord-tenant and consumer rental statutes governing agreed dates and refunds (e.g., state security-deposit and rental-agreement timelines),
FTC Section 5 (15 U.S.C. §45) on unfair/deceptive practices for advertised availability, and applicable state consumer-protection/rental-contract law;
OSHA 29 CFR 1910 general duty applies where site visits occur. Note: confirm applicability of sector-specific standards and any state-plan
equivalents for this facility before customer-facing release.
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6. Process Flow

OD-017 PROCESS FLOW

e . . q date records
AT Log & classify stess impact on o Authorize & ep
Detect deviation severity commitments reschedule annoc::i::i?::::ji::f

7. Step-by-Step Procedure

1. Detect the deviation from the source (crew delay, upstream turnover overrun, asset not returned, supplier build/service slip, priority
reservation received) and capture date/time and originating line of business.

2. Open a change record in the reservation/booking system; enter the original committed date, the affected reservation/lease/asset ID, and the
reason code.

3. Verify the contractual commitment tied to the affected date — lease turnover date, rental start/end window, guaranteed availability, or
return deadline — and note any penalty, refund, or credit exposure.

4. Assess resource impact: alternate unit/vehicle/asset availability, crew or vendor capacity, and downstream reservations that shift as a result.

5. Classify severity per Section 8 and route for the required authorization before changing any committed date.

6. Apply the authorized revised date in the system, reallocate the specific unit/asset/crew, and place a hold on conflicting bookings until
confirmed.

7. Hand off the confirmed change to customer notification per OD-022; do not contact the customer under this procedure.
8. Complete the inspection checklist, attach supporting documentation to the change record, and close out.

8. Decision Tree
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OD-017 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Schedule Deviation & Change Management

START — TO MANAGE CHANGES, DELAYS, AND PRIORITY SHIFTS TO COMMITTED RENTAL, LEASE TURNOVER, DELIVERY, AND RETURN
SCHEDULES SO THAT RESERVATION COMMITMENTS, UNIT AVAILABILITY DATES, AND CONTRACTUAL DATES ARE ...

Complete the checklist and close out the

procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

DEFINITION

no safety, compliance, or service impact —
e.g., internal date shift absorbed within
the committed window with no
customer-facing effect

ACTION

log in the change record with reason
code and continue; Operations
Coordinator confirms no downstream
reservation conflict

ESCALATE TO

[No escalation — handled at task level

Timing: resolve in the moment; work proceeds

’

DEFINITION
material risk to output or service — e.g.,
a committed unit ready-date, delivery
slot, or return deadline will slip, or a
priority reservation displaces an existing
booking

ACTION
place the affected booking on hold, do
not confirm a new date, escalate to the
Operations Supervisor named in Section
3, and resolve/authorize the revised
date before proceeding

ESCALATE TO

[Operations Supervisor named in Se

Timing: resolve before the work proceeds

I

DEFINITION
a change causes breach of a signed
lease/rental commitment or advertised
guarantee, double-booking of a single
asset to two parties, or a
compliance/refund exposure

ACTION
immediately freeze the affected
reservation(s), notify the

Branch/Property Operations Manager, and
obtain written authorization before any
date is released

ESCALATE TO

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE

B No finding B Minor H Major M critical

Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Original committed date and contractual obligation recorded before any change is entered.
o Revised date verified against unit/asset/crew availability and downstream reservations.
¢ Required authorization level obtained and logged for Major and Critical changes.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Change record opened with original committed date and reason code
Contractual/penalty exposure identified and noted
Alternate unit/asset/crew availability verified
Severity classified and correct authorization obtained
Downstream reservations checked for conflict
Revised date entered and conflicting bookings held/cleared

Notification hand-off to OD-022 recorded

11. KPIs

o Deviations logged before revised date entered: 100%
e Major/Critical changes with documented authorization: 100%

o Committed dates missed without authorized reschedule: < 2% of active reservations per month

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-018 — Subcontractor & Vendor Coordination

Estimated completion time: 45-90 minutes per vendor engagement (initial onboarding), 15-30 minutes per recurring work-order handoff

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

This procedure defines how the Operations team engages, schedules, and coordinates external subcontractors and vendors who perform part of
the rental/leasing operation (e.g., grounds and cleaning crews, transport and detailing providers, garment-care and repair specialists, unit build-out
contractors) so that scoped work is authorized, insured, tracked, and completed against a documented work order.

2. Scope

Covers vendor qualification, work-order issuance, scheduling, on-site/on-account coordination, and closeout for external providers supporting rental
assets and facilities across the archetype. Excludes day-to-day supervision of contractor maintenance execution (see MD-018) and contractor
safety orientation and site-safety controls (see SD-023).

3. Responsibilities

e Operations Coordinator — issues work orders, confirms vendor scope and schedule, maintains the vendor file, and performs closeout
verification.

e Operations Manager — approves vendor onboarding, signs off on engagements above the delegated dollar/authority threshold, and owns the
approved-vendor list.

e Procurement/Compliance Administrator — verifies vendor licensing, certificates of insurance (COI), and contract terms before any work is
authorized.

4. Required PPE & Lockout/Tagout
o Standard facility PPE where the coordinator enters a work area (high-visibility vest and closed-toe footwear where the service line operates
vehicles, lots, or storage/warehouse space); office-based coordination requires none.

¢ Not applicable — this coordination task involves no hazardous energy control; any LOTO for physical work is the performing vendor's
responsibility per SD-023.

5. Regulatory References

e |IRS Form W-9 / Form 1099-NEC information-reporting requirements (26 CFR §1.6041) for payments to external service providers.
e OSHA 29 CFR 1910 general-industry duty to coordinate with on-site contractors on shared worksites (multi-employer worksite responsibilities).
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o Applicable state contractor-licensing and business-registration statutes governing the vendor's trade, plus state and local vendor-insurance/COI
requirements.

+ None otherwise sector-specific across the full archetype span; internal Vendor Management Policy applies as the governing frame.

« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-018 PROCESS FLOW

Qualify vendor & o o Schedule & Q : o Verify
h Issue scoped . onitor progress g
verify work order confirm & communications completion &

credentials coordination document

7. Step-by-Step Procedure

1. Confirm the vendor is on the approved-vendor list; if new, route to Procurement/Compliance for licensing, W-9, and COI verification before
proceeding. Upstream construction and building-service vendors are sourced under 236220 and 561790.

2. Define the scope of work in writing — asset/unit or location, deliverable, materials, access requirements, and completion standard — using
the standard work-order template.

3. Confirm pricing against the master agreement or obtain a written quote; verify the total is within the Operations Coordinator's delegated
authority or route to the Operations Manager for approval.

4. Issue the work order with a unique reference number, agreed start/finish dates, and access instructions (keys, gate codes, unit availability,
or vehicle/asset staging).

5. Coordinate scheduling with the vendor and with any affected tenant, renter, or internal team; confirm date, time window, and single point of
contact.

6. Monitor progress against the work-order milestones; log vendor communications, change requests, and any access or scope deviations.

7. On completion, verify deliverables against the scope, confirm the site/asset is returned to service-ready condition, and reconcile the invoice
to the work order before approving payment.

8. Record the engagement in the vendor file — work order, COI on file, communications log, completion sign-off, and invoice reconciliation —
and update the vendor's performance rating.

8. Decision Tree
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OD-018 - OPERATIONS - REAL ESTATE RENTAL LEASING

Decision Tree — Subcontractor & Vendor Coordination

START — THIS PROCEDURE DEFINES HOW THE OPERATIONS TEAM ENGAGES, SCHEDULES, AND COORDINATES EXTERNAL
SUBCONTRACTORS AND VENDORS WHO PERFORM PART OF THE RENTAL/LEASING OPERATION (E.G., GROUNDS AND ...

Complete the checklist and close out the

procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

! ! !
T T T T

DEFINITION
no safety, compliance, or service impact

ACTION

log the deviation on the work order and
continue; note it for the vendor's
performance review

ESCALATE TO

[No escalation — handled at task level

] expired COlI, out-of-scope charge, missed

Timing: resolve in the moment; work proceeds

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate

DEFINITION

uninsured or unlicensed vendor performs
work causing tenant/renter injury,

hazard property damage, or a compliance breach,
or a vendor accesses assets without

ACTION authorization

place the engagement on hold, escalate

to the Operations Manager, and resolve ACTION

before authorizing further work (e.g., stop all vendor work immediately, secure
the asset/site, notify the Operations
Manager and Procurement/Compliance, and

preserve records for insurer and counsel

access window impacting a tenant/renter)

ESCALATE TO

Operations Manager

ESCALATE TO

Timing: resolve before the work proceeds

Timing: immediate — halts the activity

READING THIS TREE

B No finding B Minor

Activity stands. Complete the checklist and continue.
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Handled in place at task level; no escalation.

v

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

M critical
Activity halts on the spot; escalation is immediate.

B Major
Supervisory decision required before the next stage.
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9. Quality Checkpoints

¢ Valid COI and required trade license on file before work is authorized.
e Work-order scope, price, and authority level confirmed and approved.
e« Completion verified against scope and invoice reconciled to work order.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Vendor on approved list with current W-9
Certificate of insurance valid and on file
Trade license/registration verified (where required)
Work order issued with reference number and scope
Engagement within delegated authority or approved
Completion verified against scope; asset service-ready

Invoice reconciled and vendor file updated

11. KPIs

o Vendor credential compliance (valid COl/license at time of work): 100%.
o Work orders issued before work begins (no retroactive orders): = 98%.

¢ Invoice-to-work-order reconciliation completed within 5 business days: = 95%.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-019 — Interdepartmental Coordination Review

Estimated completion time: 45-90 minutes per review cycle

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To align Operations with the other departments that touch the same rental or lease unit — Sales/Leasing, Maintenance, Billing/Finance, and
Customer Service — so that unit availability, turnaround status, deposit and fee posting, and customer commitments stay consistent across every
department handling a given asset or agreement.

2. Scope

Covers the recurring coordination review between Operations and adjacent departments for shared work items — unit turnover status, availability
calendars, open agreements, deposit/fee reconciliation flags, and service commitments — for any rentable or leasable asset (dwelling unit, vehicle,
trailer/RV, storage unit, consumer appliance/electronics, general-rental equipment, or formal-wear/costume inventory). Excludes the physical
condition inspection and spec-conformance of returned assets, which is self-contained within OD and handled at intake; this module is the cross-
department coordination overview only.

3. Responsibilities

e Operations Coordinator — convenes the review, reconciles unit/agreement status across department systems, logs discrepancies and
resolutions.

¢ Operations Supervisor — owns escalation decisions, approves holds on units or agreements, verifies closeout.

o Department Liaisons (Leasing/Sales, Maintenance, Billing/Finance, Customer Service) — confirm their department's status data and commit to
corrective actions with due dates.

4. Required PPE & Lockout/Tagout

e Standard facility PPE only where the review is conducted on the operating floor (yard, lot, storage rows, or stockroom); none required for office-
based review sessions.

¢ Not applicable — no hazardous energy involved; this is an administrative coordination task.

5. Regulatory References

- None sector-specific governs cross-department coordination itself; internal policy applies. Records handled during the review remain subject to
generally applicable regimes: FTC Act 85 (15 U.S.C. §45) unfair/deceptive practices as they affect consumer-facing availability and fee
representations; applicable federal/state consumer-protection and truth-in-fee statutes; and state records-retention rules governing rental/lease
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agreements (e.qg., varying state landlord-tenant, motor-vehicle rental, and self-storage lien statutes as applicable to the service line). Note: confirm
applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-019 PROCESS FLOW

0 Pull shared e Reconcile e Flag o Assign e Document,
status data from |— against — discrepancies — corrective — distribute, and

each department Operations and classify actions with close out

7. Step-by-Step Procedure

1. Compile the current Operations master status for all shared work items — units/assets in turnover, open and pending agreements,
availability calendar, and outstanding service commitments.

2. Request or pull matching status from each Department Liaison: Leasing/Sales (reservations, pending agreements), Maintenance
(turnaround/PM status feeding availability), Billing/Finance (deposit and fee posting, refund holds), Customer Service (open commitments
and complaints).

3. Reconcile each shared item line-by-line; note any mismatch in availability, agreement state, deposit/fee status, or promised dates.

4. For each discrepancy, classify severity per Section 8 and record the affected unit/agreement ID.

5. Assign a corrective action to the responsible Department Liaison with a named owner and due date; confirm any unit or agreement that
must be placed on hold.

6. Confirm downstream and channel dependencies — e.qg., assets cross-listed or supplied through General Rental Centers (532310) and
turnover work provided by other building-services vendors — are reflected consistently in availability.

7. Verify no unresolved Critical finding remains open before releasing units or agreements back to customer-facing status.

8. Document the review: reconciliation log, discrepancy list, assigned actions, sign-offs, and distribute the summary to all liaisons and the
Operations Supervisor.

8. Decision Tree
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OD-019 - OPERATIONS - REAL ESTATE RENTAL LEASING

Decision Tree — Interdepartmental Coordination Review

START — TO ALIGN OPERATIONS WITH THE OTHER DEPARTMENTS THAT TOUCH THE SAME RENTAL OR LEASE UNIT — SALES/LEASING,
MAINTENANCE, BILLING/FINANCE, AND CUSTOMER SERVICE — SO THAT UNIT AVAILABILITY, TURNAROUND STATUS ...

Complete the checklist and close out the
procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

DEFINITION
no safety, compliance, or service impact

ACTION
log the discrepancy in the

reconciliation record, note the owning
department, and continue the review

ESCALATE TO

[No escalation — handled at task level ]

Timing: resolve in the moment; work proceeds

’

DEFINITION

material risk to compliance, output, or
service — not an immediate hazard

ACTION

place the affected unit or agreement on
hold, escalate to the Operations
Supervisor, and resolve with the
responsible Department Liaison before
the item returns to customer-facing
status

ESCALATE TO

[Operations Supervisor J

Timing: resolve before the work proceeds

I

DEFINITION

a unit or agreement is committed to a
customer while simultaneously unavailable,
double-booked, or carrying an unresolved
deposit/fee or safety-condition dispute,
exposing the operator to a
deceptive-practice claim or wrongful
release

ACTION
immediately suspend all customer-facing
action on that item, notify the
Operations Supervisor and
Billing/Finance and Leasing Liaisons the
same day, and correct the record before
any further commitment

ESCALATE TO

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification

READING THIS TREE

B No finding B Minor

Activity stands. Complete the checklist and continue.
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Handled in place at task level; no escalation.

Close the item only once the corrective action is verified and the

record is complete.

'

ACTIVITY RELEASED / CLOSED

B Major

Supervisory decision required before the next stage.

B critical

Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Every shared work item on the Operations master reconciles against each touching department's status.
o All discrepancies carry a named owner and a due date.

¢ Availability calendar matches Maintenance turnaround status and Billing hold status.

e Zero unresolved Critical findings.

10. Inspection Checklist

ITEM PASS / FAIL NOTES
Operations master status compiled for all shared items

Status received from all four Department Liaisons

Availability calendar reconciled against Maintenance turnaround

Deposit/fee posting reconciled with Billing/Finance

Customer commitments verified against open agreements

All discrepancies assigned owner and due date

Review documented and distributed

11. KPIs

e Reconciliation completeness: 100% of shared items reviewed each cycle.
¢ Discrepancy resolution: = 95% closed by assigned due date.

¢ Critical findings open at closeout: 0.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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Phase 4 — Completion & customer handoff
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OD-020 — Job / Order Completion Verification

Estimated completion time: 20-45 minutes per unit or order

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To confirm that a completed turnover, make-ready, repair, or preparation job on a rental asset — dwelling unit, commercial space, vehicle,
trailer/RV, storage unit, appliance/electronic, or rental garment — matches the work order specification and is ready to advance, so that no
incomplete or non-conforming asset is released to a customer.

2. Scope

Covers verification that scoped work on a rental asset or order is complete to the written specification before the asset advances toward customer
release, across facility-based and field-based service lines. Excludes final inspection, which is covered under QC-012, and formal release/turnover
to the customer, which is covered under QC-013.

3. Responsibilities
¢ Operations Coordinator — receives the completed work order, matches it against the original scope, and initiates verification.
e Turnover/Service Technician — attests that assigned tasks are physically complete and demonstrates function where applicable.

e Operations Supervisor — reviews findings, adjudicates severity of any gap, and authorizes advancement or hold.

4. Required PPE & Lockout/Tagout
o Standard facility PPE (closed-toe footwear, gloves, and high-visibility vest where operating in a service bay, lot, or unit under make-ready); no
additional PPE required for records verification.

¢ Not applicable — no hazardous energy control performed under this procedure; where verification requires energizing an appliance, HVAC unit,
or vehicle, confirm the servicing technician has completed any LOTO release before this step.

5. Regulatory References

- None sector-specific to completion verification itself; internal policy and the governing work-order specification apply. Adjacent obligations that
define "complete to spec" for the asset include ADA/Fair Housing accessibility where applicable, applicable state landlord-tenant habitability and
safety standards, and federal consumer-contract disclosure duties (e.g., FTC Act §5 against deceptive representations of condition; DOT/FMCSA
roadworthiness where the service line operates vehicles; NFPA 101 life-safety where facilities are occupied). Note: confirm applicability of sector-
specific standards and any state-plan equivalents for this facility before customer-facing release.
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6. Process Flow

OD-020 PROCESS FLOW

0 Work order qllatch e S T e Verify o Classify an eDocument and
returned as —> specification — | condition/function |— s ys y — hand off to
complete p of asset gap QC-012

7. Step-by-Step Procedure

1. Retrieve the closed work order and the original scope/specification for the asset or order.

2. Confirm every line item on the work order is marked complete and initialed by the assigned technician.

3. Physically or digitally inspect the asset against each specification line — cleanliness/condition, repairs performed, parts installed, systems
functional (e.g., appliance powers and cycles, vehicle starts and lights operate, unit locks and secures, garment cleaned and free of defect).

4. Verify that upstream-sourced work is accounted for — construction/build-out per 236220 and specialty cleaning/servicing per 561790 — and
that no scoped sub-task remains open.

5. Confirm required consumables, keys, remotes, fobs, manuals, or accessories are present and match the asset record.

6. Compare against the customer order to confirm the correct asset is matched to the correct reservation/lease and channel (e.g., 532310
general rental center fulfillment).

7. Classify and route any gap per the Decision Tree; place a hold if the asset is not complete to spec.

8. Record the verification result, findings, and disposition in the asset/work-order system, then hand off conforming assets to QC-012 final
inspection.

8. Decision Tree
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OD-020 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Job / Order Completion Verification

START — TO CONFIRM THAT A COMPLETED TURNOVER, MAKE-READY, REPAIR, OR PREPARATION JOB ON A RENTAL ASSET —
DWELLING UNIT, COMMERCIAL SPACE, VEHICLE, TRAILER/RV, STORAGE UNIT, APPLIANCE/ELECTRONIC, OR ...

Complete the checklist and close out the
procedure

Issue identified
during this

?
END — NO FINDING, ACTIVITY CONTINUES procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION DEFINITION DEFINITION
no safety, compliance, or service impact — material risk to safety, compliance, asset would be released in a condition
e.g., missing manual, cosmetic touch-up output, or service — not an immediate that endangers a customer or violates
outstanding hazard — e.g., scoped repair not habitability/roadworthiness (e.g.,
performed, wrong asset matched to order, non-functioning life-safety device,
ACTION missing keys/access unroadworthy vehicle, insecure storage
log it on the work order, note unit, appliance with an electrical fault)
corrective owner, and continue ACTION
verification of remaining items hold the asset from advancing, escalate ACTION
to the Operations Supervisor, and immediately tag the asset out of
ESCALATE TO require the work order to be reworked service, remove it from the release
[No escalation — handled at task level ] and re-verified before proceeding queue, and notify the Operations
Supervisor at once for containment and
ESCALATE TO root-cause before any further handling
[ Operations Supervisor }

ESCALATE TO

Timing: resolve in the moment; work proceeds Timing: resolve before the work proceeds Timing: immediate — halts the activity

|
!

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE

B No finding B Minor B Major B critical
Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.

Operations Department SOP - REAL_ESTATE_RENTAL_LEASING - Rev 1.0 - Free tier

Page 87 of 131



9. Quality Checkpoints

o Every work-order line item matched to the specification and confirmed complete.
o Correct asset confirmed against the correct order/reservation and channel.
¢ All accessories, keys/access, and documentation present and logged.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Work order fully closed and technician-initialed
All scoped tasks match written specification
Asset condition/function verified (powers, operates, secures, cleaned)
Correct asset matched to correct order/reservation
Keys, accessories, manuals, and access items present
No safety/habitability/roadworthiness defect present

Verification result recorded in asset/work-order system

11. KPIs

o First-pass completion-verification rate = 95%
o Assets released that later fail QC-012 for incomplete work = 2%

e Average verification cycle time = 45 minutes per asset

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-021 — Delivery / Service Turnover

Estimated completion time: 20-45 minutes per unit or space

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

This procedure governs the final release of a rented or leased asset — a residential/commercial space, vehicle, trailer/RV, storage unit, appliance,
or rental item — to the customer or next party, confirming the asset is ready, documented, and access has been legitimately transferred. It ensures
every turnover leaves a defensible record of condition and hand-off.

2. Scope

Covers the customer-facing release event: final readiness confirmation, condition walkthrough, key/access/credential transfer, and execution of the
turnover record. Excludes loading/dispatch staging (see SH-014) and capture/filing of proof-of-delivery signatures (see SH-024).

3. Responsibilities

e Turnover Coordinator — conducts the walkthrough, verifies readiness, transfers access, and completes the turnover record.
e Operations Supervisor — resolves holds, authorizes release exceptions, and signs verification.

e Compliance/Records Clerk — files the turnover record and flags any disclosure or documentation gaps.

4. Required PPE & Lockout/Tagout

o Standard facility PPE; closed-toe footwear and high-visibility vest where the service line operates vehicles, trailers, or lot/yard turnovers.

¢ Not applicable — no hazardous energy involved. Where turnover includes a powered unit (vehicle, RV, appliance), confirm the unit is off/secured
before hand-off; no LOTO is authored here.

5. Regulatory References

Rental/lease agreement and consumer-disclosure obligations under applicable state landlord-tenant, rental, and consumer-protection statutes
(e.g., state security-deposit condition-documentation rules; state motor-vehicle rental disclosure requirements where the service line rents
vehicles).

ADA Title Ill (42 U.S.C. §12181 et seq.) — accessibility of the point of hand-off/customer service areas open to the public.

Federal Trade Commission Act 85 (15 U.S.C. §45) — prohibition on unfair or deceptive practices in the representation of asset condition at
release.

Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.
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6. Process Flow

OD-021 PROCESS FLOW

0 : e Condition q e
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customer transfer 9

7. Step-by-Step Procedure

1. Pull the reservation/lease file and confirm the asset ID, term, agreed condition, and any special provisions match the customer at hand.
2. Verify the asset has cleared prep/cleaning/servicing and that no open hold or maintenance flag remains against it.

3. Conduct a joint condition walkthrough with the customer — document existing wear, damage, fuel/utility/meter readings, and included
accessories or contents.

4. Confirm any required disclosures have been presented and acknowledged (condition statement, care/use instructions, applicable state rental
disclosures).

5. Transfer access — keys, access codes, gate/entry credentials, or unit controls — and confirm the customer can operate/enter the asset.

6. Deactivate the asset's prior internal access and set its status to "released/occupied" in the system of record.

7. Review the turnover record with the customer, capture the readiness confirmation, and note the exact release date/time (signature capture
handled per SH-024).
8. File the completed turnover record and update the asset status; flag any open item to the Operations Supervisor.

8. Decision Tree
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OD-021 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Delivery / Service Turnover

START — THIS PROCEDURE GOVERNS THE FINAL RELEASE OF A RENTED OR LEASED ASSET — A RESIDENTIAL/COMMERCIAL SPACE,
VEHICLE, TRAILER/RV, STORAGE UNIT, APPLIANCE, OR RENTAL ITEM — TO THE CUSTOMER OR NEXT PARTY ...

Complete the checklist and close out the
procedure

Issue identified
during this
procedure?

END — NO FINDING, ACTIVITY CONTINUES

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION DEFINITION DEFINITION

no safety, compliance, or service impact material risk to safety, compliance, asset released in an unsafe or unlawful
output, or service — not an immediate condition (e.g., inoperable safety system

ACTION hazard on a vehicle/RV, undisclosed habitability

log it on the turnover record with a or life-safety defect, or access granted

note and continue the release

ESCALATE TO

[ No escalation — handled at task level

ACTION

hold the release, escalate to the
Operations Supervisor, and resolve
(document the exception or complete the
missing prep/disclosure) before the

asset is handed over

ESCALATE TO

to the wrong party)

ACTION
stop the hand-off immediately, recover
access if already transferred, and
notify the Operations Supervisor and
Compliance/Records Clerk before any
further release

[Operations Supervisor J

ESCALATE TO

Supervisor

Timing: resolve before the work proceeds Timing: immediate — halts the activity

| |
!

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

Timing: resolve in the moment; work proceeds

READING THIS TREE

B No finding B Minor H Major M critical

Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Asset identity and term match the customer and file before walkthrough begins.
¢ Condition documented and disclosures acknowledged prior to access transfer.
¢ Access transferred to the verified customer and prior internal access deactivated.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Asset ID and lease/reservation match verified customer
Prep/servicing complete; no open maintenance hold
Joint condition walkthrough documented
Required disclosures presented and acknowledged
Access/credentials transferred to verified party
Prior internal access deactivated; status updated

Turnover record completed and filed

11. KPIs

e On-time turnover completion vs. scheduled release: = 95%
e Turnover records complete with condition + disclosure at close-out: 100%

e Post-turnover condition/access disputes per 100 releases: < 2

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-022 — Customer Communication & Status Notification

Estimated completion time: 10-30 minutes per customer touchpoint; ongoing across the rental/lease lifecycle

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To keep the customer informed of the status of their rental or lease agreement — reservation confirmation, readiness, changes to terms or
schedule, delays, and completion/return — so expectations are managed accurately and every material communication is documented. This
protects the operator against disputes over notice, charges, and availability across the tenancy or rental term.

2. Scope

Covers all outbound and confirming customer communications regarding order/lease status, schedule changes, readiness for pickup/move-
in/delivery, holds, and completion/return across residential and nonresidential leasing, vehicle/trailer/RV rental, self-storage, appliance/electronics
rental, general rental, and formal wear/costume rental. Excludes complaint intake, which is covered under OD-023, and quality complaint
investigation, which is covered under QC-021.

3. Responsibilities

o Customer Service Representative — sends confirmations, status updates, and change/completion notices; logs each contact in the account
record.

e Operations Coordinator — verifies unit/asset readiness and schedule data before status is released to the customer; approves change notices
affecting term, price, or availability.

e Operations Supervisor — owns escalations, approves communications with legal or financial consequence, and verifies documentation
completeness.

4. Required PPE & Lockout/Tagout

o Standard facility PPE only where the representative visits an active lot, unit, or storage area (closed-toe footwear, high-visibility vest where
vehicles/equipment move). No PPE required for office-based communication tasks.

¢ Not applicable — no hazardous energy involved in the communication task.

5. Regulatory References

o Telephone Consumer Protection Act (47 U.S.C. §227) and FCC rules — consent for autodialed/prerecorded calls and texts.
e CAN-SPAM Act (15 U.S.C. §7701 et seq.) — commercial email content and opt-out.

o FTC Act §5 (15 U.S.C. §45) — prohibition on unfair or deceptive representations, including status, availability, and pricing statements.
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o State consumer-protection / UDAP statutes and applicable record-retention rules for signed agreements and notices (e.g., state landlord-tenant
notice timing, state rental/lease disclosure laws).
« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-022 PROCESS FLOW

° Confirm OVerify current Qom ST T o Deliver via e Log
agreement & — | status/readiness |— e chgn N —— authorized — communication
contact data 9 channel & obtain and close out

7. Step-by-Step Procedure

1. Retrieve the customer's account and confirm the active agreement, contact details, and documented consent-to-contact preferences
(call/text/email) before any outbound message.

2. Verify the current status against the source system — reservation confirmed, asset/unit ready, delivery or move-in scheduled, term change,
delay, or completion/return recorded — with the Operations Coordinator.

3. Determine the notice type required: confirmation, readiness, schedule/term change, delay, or completion. Any change to price, term, or
availability requires Operations Coordinator approval before release.

4. Compose the message using approved templates; state the specific status, the affected date/asset/unit, any action the customer must take,
and a point of contact. Avoid statements about availability or charges not confirmed in step 2.

5. Deliver through the customer's authorized channel only. For calls/texts, honor TCPA consent; for email, include required CAN-SPAM identifiers
and opt-out.

6. Request and record acknowledgment (reply, e-sign, or verbal confirmation noted with time/date) for any notice affecting term, price,
readiness deadline, or return.

7. For completion/return status handed to downstream partners (e.g., general rental centers under 532310), confirm the turnover status is
communicated to both customer and channel before closing.
8. Log every contact — channel, timestamp, content summary, and acknowledgment — in the account record and close the procedure.

8. Decision Tree
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OD-022 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Customer Communication & Status Notification

START — TO KEEP THE CUSTOMER INFORMED OF THE STATUS OF THEIR RENTAL OR LEASE AGREEMENT — RESERVATION
CONFIRMATION, READINESS, CHANGES TO TERMS OR SCHEDULE, DELAYS, AND COMPLETION/RETURN — SO ...

Complete the checklist and close out the
procedure

Issue identified
during this
procedure?

END — NO FINDING, ACTIVITY CONTINUES

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION DEFINITION DEFINITION
no safety, compliance, or service impact material risk to compliance, output, or a customer-facing notice contains a false
service — not an immediate hazard or unauthorized statement about
ACTION availability, price, or term, or is sent
correct the message (typo, wrong ACTION without consent in violation of
template, outdated phone number), log hold the communication, escalate to the TCPA/CAN-SPAM/UDAP, exposing the operator
the correction, and continue Operations Supervisor, verify the status to a deceptive-practice or
data and consent record, and resolve unlawful-contact claim
ESCALATE TO before the notice is sent
[No escalation — handled at task level ] ACTION
ESCALATE TO immediately suspend the
[ Operations Supervisor J message/campaign, retract or correct if

already sent, and notify the Operations
Supervisor and compliance counsel the
same business day

ESCALATE TO

Timing: resolve in the moment; work proceeds Timing: resolve before the work proceeds Timing: immediate — halts the activity

| |
!

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE

B No finding B Minor B Major M cCritical
Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Contact-preference and consent record verified before every outbound message.
o Status data matched to source system within the current business day of release.
o All price/term/availability statements approved by the Operations Coordinator before sending.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Active agreement and contact details confirmed
Consent-to-contact preference honored for channel used
Status verified against source system
Change/completion notices approved where required
Required email identifiers/opt-out present (if email)
Acknowledgment obtained and recorded (where required)

Communication logged in account record

11. KPIs

o Status notifications logged with acknowledgment (where required): = 98%
e Readiness/change notices delivered within one business day of status change: = 95%

e Customer communication compliance defects (unauthorized/false/no-consent): 0 per quarter

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-023 — Customer Feedback & Complaint Intake

Estimated completion time: 10-20 minutes per intake event; log review batched daily

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To ensure every piece of customer feedback and every complaint about a rental unit, vehicle, storage space, leased item, or the service around it is
captured accurately, logged in a single system of record, and routed to the correct owner without loss or delay.

2. Scope

Covers receipt, classification, logging, acknowledgement, and routing of inbound customer feedback and complaints across all rental/lease lines
(residential and nonresidential space, vehicles, trailers/RVs, self-storage, consumer electronics/appliances, general rental equipment, and formal

wear/costume). Excludes root-cause investigation of the complaint (see QC-021) and corrective/preventive action (see QC-019); this procedure
ends at verified routing.

3. Responsibilities
¢ Intake Coordinator (front-desk / customer service staff) — receives the contact, records it verbatim, classifies severity, and creates the log entry.
e Operations Supervisor — reviews the daily log, confirms routing, and owns escalation decisions for Major and Critical items.

e Records/Compliance Lead — maintains the complaint log system of record, retention, and any regulatory reporting hand-offs.

4. Required PPE & Lockout/Tagout
o Standard facility PPE only; no additional PPE required for intake (telephone/desk activity).

¢ Not applicable — no hazardous energy involved. Where a complaint alleges a physical hazard in a rented asset (e.g., faulty appliance, unsafe
vehicle), do not inspect or operate the asset under this SOP; contain and route per Section 8.

5. Regulatory References

e FTC Act §5 (15 U.S.C. §45) — unfair or deceptive acts/practices, applicable to complaint handling and consumer disclosures across all
rental/lease lines.

¢ Fair Credit Reporting Act (15 U.S.C. §1681) — where a complaint concerns tenant/applicant screening or consumer reporting data.

o« Americans with Disabilities Act, Title 1l (42 U.S.C. §12181 et seq.) — accessible means of submitting complaints for customers with disabilities.

e Applicable state consumer-protection and record-retention statutes; member-specific examples include the Fair Housing Act for residential
lessors and state rental/lease disclosure laws for vehicle and goods rental. Internal Complaint-Handling Policy applies where no sector-specific
rule governs.
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« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-023 PROCESS FLOW

. e Record & Qog in system of QCknowledge to Qute to owner &
Receive contact classify record customer confirm receipt

7. Step-by-Step Procedure

1. Receive the contact through any channel (phone, email, walk-in, online form, review platform) and greet the customer without disputing the
substance of the feedback.

2. Capture identifying details: customer name, contact method, asset/unit reference (lease/rental agreement number, unit/plate/space ID, item
SKU), and date/time of the issue.

. Record the complaint or feedback verbatim, then read it back to confirm accuracy before ending the contact.
. Classify the item as Feedback, Minor complaint, Major complaint, or Critical (safety/compliance) per Section 8.
. Create a log entry in the complaint system of record with a unique reference number; attach any photos, emails, or documents supplied.

. Issue an acknowledgement to the customer within the target window, providing the reference number and expected next contact.

N o bW

. Route the entry to the responsible owner (maintenance, fleet, leasing, or Records/Compliance Lead) and record the routing timestamp and
recipient.

8. Confirm the receiving owner has accepted the item; document the confirmation, then close the intake step (investigation continues under

QC-021).

8. Decision Tree
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OD-023 - OPERATIONS - REAL ESTATE RENTAL LEASING

Decision Tree — Customer Feedback & Complaint Intake

START — TO ENSURE EVERY PIECE OF CUSTOMER FEEDBACK AND EVERY COMPLAINT ABOUT A RENTAL UNIT, VEHICLE, STORAGE
SPACE, LEASED ITEM, OR THE SERVICE AROUND IT IS CAPTURED ACCURATELY, LOGGED IN A SINGLE SYSTEM OF ...

Complete the checklist and close out the
procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

DEFINITION
no safety, compliance, or service impact

ACTION
log the feedback/complaint with a
reference number and route to the
standard queue for the owning function;
continue

ESCALATE TO

[ No escalation — handled at task level ]

Timing: resolve in the moment; work proceeds

’

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
place the entry on priority hold, notify
the Operations Supervisor before it
advances, and confirm routing to the
responsible owner is accepted before
proceeding

ESCALATE TO

Supervisor

Timing: resolve before the work proceeds

I

DEFINITION

an allegation of imminent danger to life
or property (e.g., gas/fire/electrical
hazard in a residential/nonresidential
unit, unsafe rented vehicle or trailer on
the road, injury caused by a leased item),
or a potential fair-housing/discrimination
or consumer-data breach

ACTION
take the asset out of further

rental/return use where reachable,
immediately notify the Operations
Supervisor and Records/Compliance Lead
(and emergency services if life-safety),
and escalate the same business hour; do
not close the intake until escalation is
confirmed

ESCALATE TO

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification

READING THIS TREE

B No finding B Minor
Activity stands. Complete the checklist and continue.
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Handled in place at task level; no escalation.

Close the item only once the corrective action is verified and the

record is complete.

'

ACTIVITY RELEASED / CLOSED

B Major

Supervisory decision required before the next stage.

W critical

Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Every contact has a unique reference number and a verbatim complaint statement.
e Acknowledgement issued to the customer within the target window.
e Severity classification and routing owner recorded and matched to the correct function.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Customer and asset/agreement details captured completely
Complaint recorded verbatim and read back to customer
Severity classified per Section 8
Log entry created with unique reference number
Acknowledgement sent within target window
Routing owner assigned and receipt confirmed

Critical/Major items escalated to Operations Supervisor

11. KPIs

e Acknowledgement within 1 business day — = 95% of intakes
¢ Logged with complete required fields — 100% of intakes
o Critical items escalated same business hour — 100%

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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‘ Phase 5 — Oversight & continuity
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OD-024 — Operational Incident Reporting & Response

Estimated completion time: 30-60 minutes per incident report; escalations may extend to several hours

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To establish a consistent method for reporting, classifying, and responding to operational incidents and near-misses affecting rental units, leased
premises, customer accounts, and service delivery — so that disruptions are contained, documented, and resolved before they escalate or recur.

2. Scope

Covers operational incidents and near-misses at leased or rented properties, vehicles, storage units, and rental inventory — including access
failures, unauthorized entry, service interruptions, billing/contract errors, property damage discovered during operations, and tenant/renter
disputes. Excludes personal-injury and safety incident reporting, which is covered under SD-018, and equipment breakdown, which is covered
under MD-009.

3. Responsibilities

o Operations Supervisor — receives incident reports, assigns severity, coordinates response, and authorizes closure.
o Site/Fleet Coordinator — documents the incident at the point of occurrence, contains the affected unit or account, and gathers initial evidence
(photos, logs, contract records).

e« Compliance/Records Administrator — verifies reporting timelines, maintains the incident register, and escalates reportable events to
management or regulators.

4. Required PPE & Lockout/Tagout

o Standard facility PPE where physical inspection of a unit or premises is required (gloves, hi-visibility vest where the service line operates yards
or lots); none required for records-based reporting.

e Not applicable — no hazardous energy involved. Where an incident reveals a physical hazard, isolate the unit and hand off per SD-018 / MD-009.

5. Regulatory References

e Fair housing and non-discrimination obligations under the Fair Housing Act (42 U.S.C. §3601 et seq.) and applicable state consumer-protection
statutes governing rental/lease transactions.

¢ General duty and recordkeeping obligations under OSHA 29 CFR 1904 (recording of work-related events) where the incident involves personnel
or premises the operator controls.
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e FTC Act §5 (15 U.S.C. §45) on unfair or deceptive acts affecting rental customers; where the service line collects consumer data, applicable state
data-breach notification statutes.
+ None additionally sector-specific across all members; internal Operations incident policy applies as the governing frame.

« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-024 PROCESS FLOW

acument & close
— in incident
register

Qontain affected o Classify o Respond &

Detect & report (—> unit/account severity resolve

7. Step-by-Step Procedure

1. Upon discovery of an incident or near-miss, the Site/Fleet Coordinator records the date, time, location/unit ID, customer account, and a
factual description within the reporting window (same business day).

2. Contain the affected work — suspend the impacted lease action, hold the unit or vehicle out of service for that transaction, or freeze the
account entry to prevent further impact.

3. Gather supporting evidence: photographs, access/entry logs, contract or reservation records, and any customer communications.

4. Submit the report to the Operations Supervisor, who assigns a severity classification (see Section 8).

5. Execute the response appropriate to severity — corrective action, customer notification, or escalation to the Compliance/Records
Administrator.

6. Verify the root cause and confirm the corrective action prevents recurrence for that unit/account line.
7. Confirm any hand-off to SD-018 (safety) or MD-009 (equipment) is logged and acknowledged by the receiving owner.
8. Enter the completed record in the incident register, attach evidence, and obtain Operations Supervisor sign-off for closure.

8. Decision Tree
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OD-024 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Operational Incident Reporting & Response

START — TO ESTABLISH A CONSISTENT METHOD FOR REPORTING, CLASSIFYING, AND RESPONDING TO OPERATIONAL INCIDENTS AND
NEAR-MISSES AFFECTING RENTAL UNITS, LEASED PREMISES, CUSTOMER ACCOUNTS, AND SERVICE DELIVERY — SO ...

Complete the checklist and close out the
procedure

Issue identified
during this
procedure?

END — NO FINDING, ACTIVITY CONTINUES

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION DEFINITION DEFINITION
no safety, compliance, or service impact material risk to safety, compliance, unauthorized entry, theft, tenant/renter
output, or service — not an immediate data breach, wrongful lockout or
ACTION hazard displacement, or a
log it in the incident register with fair-housing/consumer-protection violation
corrective note and continue routine ACTION exposing the operator to legal or
operations hold or contain the affected regulatory liability
unit/account, escalate to the Operations
ESCALATE TO Supervisor, resolve and verify before ACTION
[No escalation — handled at task level ] the lease action or service resumes immediately suspend the affected
transaction, notify the Operations
ESCALATE TO Supervisor and Compliance/Records
[ Operations Supervisor } Administrator, and initiate

regulator/customer notification within
required timelines

ESCALATE TO

Timing: resolve in the moment; work proceeds Timing: resolve before the work proceeds Timing: immediate — halts the activity

| |
!

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE

B No finding B Minor B Major M cCritical
Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

¢ Incident logged within the same-business-day reporting window.

e Severity classification reviewed and confirmed by the Operations Supervisor.

¢ Root cause identified and corrective action verified against the affected unit/account.
e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL
Incident recorded with date, time, unit/account ID
Affected unit or account contained/held
Supporting evidence attached
Severity classified and confirmed by Supervisor
Customer/regulator notification completed where required
Hand-off to SD-018 / MD-009 logged where applicable

Corrective action verified and register updated

11. KPIs

¢ Incidents reported within same-business-day window: = 95%
e Critical incidents with notification completed on time: 100%

e Repeat incidents from same root cause within 90 days: = 5%

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING.

Operations Department SOP - REAL_ESTATE_RENTAL_LEASING - Rev 1.0 - Free tier
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OD-025 — Emergency & Business Continuity Readiness Check

Estimated completion time: 2-4 hours per site/branch, quarterly

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

Confirm that the operation can respond to a disruption (fire, flood, storm, extended power loss, IT/system outage, or loss of a key facility or vehicle
line) and resume delivering leasing and rental services with minimal downtime. This verifies readiness — it does not run the drill itself.

2. Scope

Covers the periodic readiness check of the business continuity plan (BCP): emergency contact lists, alternate-site/alternate-fleet arrangements,
records and system recovery paths, insurance and vendor callout readiness, and resumption timelines for customer-facing rental/lease operations.
Excludes live emergency drills and incident response execution (see SD-015, SD-016) and backup power system testing (see ED-027).

3. Responsibilities

¢ Operations Manager — owns the readiness check, approves the BCP, signs off resumption timelines, and authorizes corrective actions.
e Branch/Facility Supervisor — verifies site-level readiness (contacts, keys/access, alternate space or fleet, on-site records) and reports findings.

e Records & Systems Coordinator — verifies data backup accessibility, tenant/renter contract and payment records recovery, and IT/telephony
failover reachability.

4. Required PPE & Lockout/Tagout
o Standard facility PPE only where the check includes a physical walkthrough of storage/parking/warehouse areas (closed-toe footwear; hi-
visibility vest where the service line operates vehicles or fleet yards).

¢ Not applicable — no hazardous energy involved. This is a documentation and readiness verification task; do not open panels or interact with
energized systems.

5. Regulatory References

e« OSHA Emergency Action Plan requirement, 29 CFR 1910.38 (written plan, evacuation procedures, employee alarm/contact provisions) — applies
to every fixed-establishment employer in this archetype.
e OSHA Fire Prevention Plan, 29 CFR 1910.39.

o ADA Title lll readiness for accessible egress/service continuity at places of public accommodation (42 U.S.C. §12181 et seq.), applicable to
customer-facing leasing/rental premises.
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¢ Member-specific examples only: DOT/FMCSA continuity obligations where the service line operates commercial vehicles (e.g., truck/RV/car
rental), and state landlord habitability/notice statutes where residential dwellings are leased.
« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-025 PROCESS FLOW

Gsemble current eerify recovery eWaIk through oCIassif &lo e Document
BCP & contact —> resources — resumption —> ay = 9 — findings and
data (records, scenarios gap route corrective

7. Step-by-Step Procedure

1. Retrieve the current BCP, emergency contact roster, and the prior readiness-check record; confirm the plan version is the latest and reflects
current staffing, sites, and rental/lease inventory.

2. Verify emergency contact list accuracy: management, staff, key vendors (janitorial/restoration per 561790, general contractor per 236220),
insurer, and local emergency services — spot-call or email-test at least three entries.

3. Verify records recovery: confirm tenant/renter contracts, deposit ledgers, insurance certificates, and payment records are backed up and
retrievable from an off-site or cloud copy; confirm the Records & Systems Coordinator can restore a sample record.

4. Verify systems and communications failover: confirm the reservation/leasing platform, payment processing, and phone/email can be reached
from an alternate location or device.

5. Verify alternate-capacity arrangements: confirm an alternate service location, temporary office, or substitute fleet/unit sourcing path exists
and its contact/agreement is current (coordinate outbound resumption through 532310 partner channels where used).

6. Verify insurance and restoration readiness: confirm property/liability/business-interruption policy numbers, coverage dates, and first-notice-
of-loss procedure are documented and current.

7. Walk through 1-2 disruption scenarios (e.g., primary site loss; multi-day outage) against documented resumption timelines; note any target
that cannot realistically be met.

8. Record all findings, classify each per Section 8, assign corrective actions with owners and due dates, and file the completed checklist and
this record.

8. Decision Tree
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OD-025 - OPERATIONS - REAL ESTATE RENTAL LEASING

Decision Tree — Emergency & Business Continuity Readiness Check

START — CONFIRM THAT THE OPERATION CAN RESPOND TO A DISRUPTION (FIRE, FLOOD, STORM, EXTENDED POWER LOSS,
IT/SYSTEM OUTAGE, OR LOSS OF A KEY FACILITY OR VEHICLE LINE) AND RESUME DELIVERING LEASING AND ...

Complete the checklist and close out the

procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

! ! !
T T T T

DEFINITION

no safety, compliance, or service impact —
e.g., an outdated secondary phone number

ACTION

log it on the checklist, correct in-line
or assign a routine due date, and

continue

ESCALATE TO

[ No escalation — handled at task level

Timing: resolve in the moment; work proceeds

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate
hazard — e.g., records backup not
verifiable, no current alternate-site
agreement, resumption timeline
unachievable

ACTION
hold sign-off on the affected readiness
area, escalate to the Operations
Manager, and resolve before the BCP is
certified ready

ESCALATE TO

Operations Manager

Timing: resolve before the work proceeds

DEFINITION

the operation could not resume core
leasing/rental service after a disruption
— e.g., ho recoverable customer/contract
records, no working failover for payment
or reservations, expired
business-interruption insurance, or no
viable alternate capacity

ACTION

immediately notify the Operations
Manager and ownership; treat the BCP as
NOT ready and initiate emergency
correction before the next operating
period

ESCALATE TO

Timing: immediate — halts the activity

READING THIS TREE

B No finding
Activity stands. Complete the checklist and continue.

Operations Department SOP - REAL_ESTATE_RENTAL_LEASING - Rev 1.0 -

M Minor

Handled in place at task level; no escalation.

Free tier

v

record is complete.

'

ACTIVITY RELEASED / CLOSED

B Major

Supervisory decision required before the next stage.

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the

M critical

Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Contact roster verified within the last quarter and at least three entries live-tested.

e Records and systems recovery demonstrated with a sample restore, not merely asserted.

e Every documented resumption timeline mapped to a named owner and a confirmed resource.
e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Current BCP on file, version matches present staffing/sites/inventory
Emergency contact roster accurate; 3+ entries live-tested
Tenant/renter contract, deposit, and payment records recoverable from backup
Reservation/leasing, payment, and communications failover reachable
Alternate site / substitute fleet or unit sourcing arrangement current
Insurance policies (property/liability/business-interruption) current; FNOL procedure documented

Resumption timelines walked through and achievable

11. KPIs

o Readiness check completion: 100% of sites/branches checked each quarter.
o Contact roster accuracy: = 95% of tested entries reachable and current.
e Open Major/Critical findings past due date: 0.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-026 — Regulatory, License & Permit Currency Verification

Estimated completion time: 2-4 hours per verification cycle (per location/entity)

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To confirm that all operating licenses, permits, and registrations required for the rental/leasing service line remain valid, unexpired, and correctly
held for the entity and location, so that customer-facing operations continue lawfully and without interruption.

2. Scope

Covers periodic verification of business operating licenses, rental/leasing registrations, tax and reseller certificates, DOT/motor-carrier or vehicle
registrations (where a service line operates vehicles), and any occupancy or use permits tied to the entity's authority to rent. Excludes safety
regulatory compliance, which is covered under SD-028, and permit-to-work, which is covered under MD-007.

3. Responsibilities

¢ Operations Compliance Coordinator — maintains the license/permit register, runs the verification cycle, and gathers renewal evidence.

e Branch/Location Operations Manager — confirms local posting and applicability for their site, flags jurisdiction changes, and holds affected
operations if authority lapses.

o Operations Director — approves escalations, authorizes emergency renewals, and signs off on the completed verification.

4. Required PPE & Lockout/Tagout

o Standard facility PPE only; this is an administrative records task performed at a workstation.

¢ Not applicable — no hazardous energy involved.

5. Regulatory References

o State/local business license and registration statutes governing authority to operate (universally applicable; every member must hold a current
business license/registration in each jurisdiction of operation).

o State sales/use and reseller/exemption tax registration requirements (applicable to all members collecting rental tax or holding resale
certificates).

e Where a service line operates vehicles: 49 CFR (FMCSA) motor-carrier registration and state DMV/DOT vehicle registration and titling
requirements (e.qg., truck, trailer, RV, or passenger-car fleets).

+ Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.
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6. Process Flow

OD-026 PROCESS FLOW

e)nﬁrm required e Verify o . ol:
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entity/location against issuing gap

7. Step-by-Step Procedure

1. Retrieve the master license/permit register and list every credential tied to each operating entity and location within scope.

2. For each credential, confirm the correct issuing authority, holder name, jurisdiction, and required renewal frequency.

3. Verify current status directly against the authoritative source (issuing agency portal, official renewal notice, or stamped/dated certificate) —
not internal copies alone.

4. Record each credential's expiration date and flag any expiring within the next 60 days or already lapsed.

5. Confirm required credentials are physically posted or accessible at the location where posting is mandated.

6. Cross-check that entity name, address, and service line on each credential match current operations; note any mismatch triggering re-
registration.

7. Classify any gap using the Decision Tree and route per Section 8.

8. Update the register with verification date, evidence reference, and reviewer initials; save supporting documents to the compliance file and
notify the Operations Director of the cycle result.

8. Decision Tree
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OD-026 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Regulatory, License & Permit Currency Verification

START — TO CONFIRM THAT ALL OPERATING LICENSES, PERMITS, AND REGISTRATIONS REQUIRED FOR THE RENTAL/LEASING
SERVICE LINE REMAIN VALID, UNEXPIRED, AND CORRECTLY HELD FOR THE ENTITY AND LOCATION, SO THAT ...

Complete the checklist and close out the
procedure

Issue identified
during this

?
END — NO FINDING, ACTIVITY CONTINUES procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION
no safety, compliance, or service impact

ACTION
log in the register with a renewal
reminder and continue; Operations
Compliance Coordinator tracks to closure

ESCALATE TO

[No escalation — handled at task level

Timing: resolve in the moment; work proceeds

DEFINITION

material risk to compliance or service —
not an immediate hazard

ACTION

hold the affected renewal/registration
action, escalate to the Branch/Location
Operations Manager, and resolve (submit
renewal or correct filing) before the

next verification cycle closes

ESCALATE TO

[ Branch/Location Operations Manage

Timing: resolve before the work proceeds

DEFINITION

a license/permit required to legally rent
at a location or operate a service line
has lapsed or been revoked, exposing
operations to unlawful activity or
shutdown

ACTION
immediately suspend the affected
customer-facing rental activity, notify

the Operations Director, and initiate
emergency renewal/reinstatement before
resuming

ESCALATE TO

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE

B No finding B Minor H Major M critical

Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Every entity/location in the register has a verified status dated within the current cycle.
o All credentials expiring within 60 days have an active renewal action assigned.

o Entity name/address/service-line details reconcile across all held credentials.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Master register lists all required licenses/permits/registrations per entity and location
Each credential verified against authoritative issuing source this cycle
No credential expired or lapsed; expiry dates recorded
Credentials expiring =60 days have assigned renewal actions
Required credentials posted/accessible where mandated
Holder name, address, and service line match current operations

Verification evidence saved to compliance file with reviewer initials

11. KPIs

o License/permit currency rate: 100% of required credentials valid and unexpired.
¢ On-time renewal rate: =98% of renewals filed before expiration.

o Verification cycle completion: 100% of in-scope entities/locations verified each cycle (monthly or quarterly per policy).

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-027 — Operational Risk Review

Estimated completion time: 4-6 hours per review cycle (quarterly)

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

Establish a recurring, structured review of operational risks and the controls that mitigate them across the rental/leasing service lines — assets on
lease or rent, facilities, deposits, insurance, and customer handoffs — so that control gaps are identified and remediated before they cause loss of

asset, revenue, or service.

2. Scope

Covers the periodic identification, rating, and control-review of operational risks affecting leased/rented assets, facilities, contracts, deposits, and
turnover processes at each operating location. Excludes safety hazard/risk assessment, which is covered under SD-004, and quality preventive
action, which is covered under QC-020.

3. Responsibilities

o Operations Manager — owns the risk register, schedules the review cycle, and approves remediation actions and risk acceptances.

e Branch/Site Lead — supplies operational data (asset condition, contract exceptions, deposit disputes, incident logs) for each location and
executes assigned remediation.

e« Compliance/Records Coordinator — validates that control evidence, insurance certificates, and contract records are complete and retained per

policy.

4. Required PPE & Lockout/Tagout

o Standard facility PPE only where the review includes a physical walk of asset-storage or facility areas (closed-toe footwear, high-visibility vest
where lots or yards are traversed).

¢ Not applicable — no hazardous energy involved; this is an administrative review procedure.

5. Regulatory References

- None sector-specific govern operational risk review across all members; internal policy (this SOP and the enterprise risk register) is the governing
basis. Applicable adjacent obligations to reference during review include: IRS record-retention requirements for lease/rental income and contracts

(26 CFR 1.6001-1); state consumer-protection and security-deposit/handling statutes applicable to the rental of goods, vehicles, storage units, and
real property; and insurance-coverage terms carried on leased/rented assets and premises (e.g., commercial general liability, garage-keepers, or
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renters/lessee coverage as applicable to the service line). Note: confirm applicability of sector-specific standards and any state-plan equivalents for
this facility before customer-facing release.

6. Process Flow

OD-027 PROCESS FLOW

Qom ile inputs & e:lentify/update &ate likelihood o Assign e Document,
rilzr - ?ster — risks per — & impact and — remediationor |— approve, and
p 9 service line assess control risk acceptance schedule next

7. Step-by-Step Procedure

1. Assemble inputs: prior risk register, incident/claims logs, asset condition and loss reports, deposit-dispute records, insurance certificate
status, and contract-exception reports from each location.

2. Confirm the risk inventory by service line — asset loss/damage/theft, non-return and overdue rentals, deposit mishandling,

contract/insurance lapse, facility exposure, and vendor/turnover failures (referencing 236220 construction and 561790 building-services
vendors where facility risk applies).

3. Rate each risk for likelihood and impact on a fixed 1-5 scale; record the inherent risk score.

4. Assess the existing control for each risk (e.g., check-in/check-out inspection, deposit escrow, contract sign-off, insurance verification) and
rate control effectiveness; record the residual risk score.

5. Flag every risk whose residual score exceeds the accepted threshold as a finding requiring action.

6. Assign each finding an owner, remediation action, and due date; where a residual risk is knowingly retained, record a formal risk acceptance
with Operations Manager sign-off.

7. Route the completed register to the Operations Manager for approval and schedule the next review cycle.

8. Save the approved register, control evidence, and approval record to the retained records repository per the retention policy.

8. Decision Tree
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OD-027 - OPERATIONS - REAL ESTATE RENTAL LEASING

Decision Tree — Operational Risk Review

START — ESTABLISH A RECURRING, STRUCTURED REVIEW OF OPERATIONAL RISKS AND THE CONTROLS THAT MITIGATE THEM ACROSS
THE RENTAL/LEASING SERVICE LINES — ASSETS ON LEASE OR RENT, FACILITIES, DEPOSITS, INSURANCE, AND ...

Complete the checklist and close out the

procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

y |

DEFINITION
no safety, compliance, or service impact

ACTION

Log in the risk register with an owner
and standard due date and continue the
review

ESCALATE TO

[No escalation — handled at task level

Timing: resolve in the moment; work proceeds

DEFINITION
material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
Hold the affected process or contract
line, escalate to the Operations Manager
named in Section 3, and resolve or
formally accept the risk before the
review is closed

ESCALATE TO

[Operations Manager named in Secti

Timing: resolve before the work proceeds

DEFINITION

an uncontrolled exposure that could cause
imminent uninsured loss of a high-value
asset, a lapsed insurance/contract
obligation, or mishandled customer
deposits/funds

ACTION
Immediately suspend the affected

activity (new leases, releases, or

deposit transactions on that line),

notify the Operations Manager and
Compliance/Records Coordinator the same
day, and remediate before the activity
resumes

ESCALATE TO

Timing: immediate — halts the activity

v

READING THIS TREE

B No finding B Minor
Activity stands. Complete the checklist and continue.
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Handled in place at task level; no escalation.

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

B Major M cCritical

Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Every active service line and location is represented in the reviewed register.

o Each risk carries a current likelihood/impact score and a control-effectiveness rating.

¢ Every finding above threshold has an assigned owner and due date, or a documented risk acceptance.
e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Prior register and all input data compiled
Risk inventory updated for each service line/location
Likelihood/impact scores recorded for all risks
Control effectiveness assessed and residual score set
Findings above threshold have owner + due date
Risk acceptances signed by Operations Manager

Approved register and evidence saved to retained records

11. KPIs

e Review cycle completed on schedule: 100% of quarters on time.
¢ Open findings past due date: = 5% of total findings at any time.
o Critical findings unresolved at cycle close: 0.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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Phase 6 — Performance, records & close
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OD-028 — Operational KPI Review

Estimated completion time: 2-4 hours per review cycle (monthly), plus 1 hour for corrective-action follow-up

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To review core operating performance of the rental/leasing service line — unit availability, turnaround, utilization, and service response — against
defined targets so that Operations can detect drift, prioritize corrective action, and sustain reliable delivery of rentable assets (dwellings, vehicles,
storage units, equipment, apparel, or appliances) to customers.

2. Scope

Covers the periodic collection, validation, and review of Operations-level KPIs across the portfolio's rentable inventory and service workflows, and
the routing of corrective actions arising from those measures. Excludes department-specific KPI reviews — maintenance measures (MD-030),
quality/condition-conformance measures (QC-030), and sales/leasing-conversion measures (SD-030); this procedure covers operations measures

only.

3. Responsibilities

o Operations Manager — owns the KPI target set, chairs the review, approves corrective actions and escalations.

e Operations Coordinator — compiles data from the property/fleet/inventory management system, validates source figures, and prepares the
review dashboard.
e Site/Branch Supervisor — reports on-the-ground context for variances and executes assigned corrective actions before the next cycle.

4. Required PPE & Lockout/Tagout
o Standard facility PPE only where the review includes a walk of operational areas (e.g., closed-toe footwear on lot, yard, or unit floor); none
required for the desk-based review itself.

¢ Not applicable — no hazardous energy involved in this administrative task.

5. Regulatory References

- None sector-specific to KPI review as an activity; internal Operations policy and the governing rental/lease agreement terms apply. General
recordkeeping and fair-dealing obligations that apply across all members include the FTC Act §5 (unfair or deceptive practices, 15 U.S.C. §45) as it
bears on advertised availability/service claims, and applicable state consumer-protection and rental/lease statutes governing the underlying
agreements measured. Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-
facing release.
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6. Process Flow

OD-028 PROCESS FLOW
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7. Step-by-Step Procedure

1. Confirm the current KPI definitions and targets for the period with the Operations Manager; verify no metric definition has changed since the
last cycle.

2. Extract source data from the management system (occupancy/utilization, unit availability, turnaround time from return to re-rentable,
service-request response time, revenue-days lost to downtime).

3. Validate the extract: reconcile record counts, flag null or duplicate entries, and confirm the reporting window matches the review period.
4. Calculate each KPI and compare actual against target; flag every metric outside its tolerance band.

5. For each flagged metric, review context with the Site/Branch Supervisor and identify probable root cause (e.g., turnaround backlog, staffing
gap, upstream delay from cleaning/build-out vendors).

6. Classify each finding by severity per Section 8 and assign a corrective action with an owner and due date.
7. Record decisions, variances, and actions in the KPI review log; distribute the dashboard to Operations stakeholders.

8. Document the completed review, obtain Supervisor Verification, and archive per the internal retention schedule.

8. Decision Tree
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OD-028 - OPERATIONS - REAL ESTATE RENTAL LEASING
Decision Tree — Operational KPI Review

START — TO REVIEW CORE OPERATING PERFORMANCE OF THE RENTAL/LEASING SERVICE LINE — UNIT AVAILABILITY, TURNAROUND,
UTILIZATION, AND SERVICE RESPONSE — AGAINST DEFINED TARGETS SO THAT OPERATIONS CAN DETECT DRIFT ...

Complete the checklist and close out the
procedure

Issue identified
during this
procedure?

END — NO FINDING, ACTIVITY CONTINUES

Classify severity

Assign the highest severity that applies — not the first that matches.

; y |

DEFINITION DEFINITION DEFINITION
no safety, compliance, or service impact — material risk to compliance, output, or a KPI variance reveals a systemic failure
e.g., a single metric marginally off service — not an immediate hazard — e.g., to deliver contracted rentable assets or a
target with no customer effect turnaround or availability persistently data integrity breakdown that
missing target, risking unmet rental misrepresents performance to customers or
ACTION commitments ownership
log it in the KPI review log, note the
trend, and continue the review ACTION ACTION
hold the affected metric line open, immediately notify the Operations
ESCALATE TO escalate to the Operations Manager, and Manager, freeze any customer-facing
[ No escalation — handled at task level ] assign a corrective action that must be reporting drawn from the affected data,
resolved before the next review cycle and initiate correction before the

figures are used or released
ESCALATE TO

[ Operations Manager ] ESCALATE TO
Timing: resolve in the moment; work proceeds Timing: resolve before the work proceeds Timing: immediate — halts the activity

| |
!

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE

B No finding B Minor H Major M critical
Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

e Source data reconciled to system record counts before any calculation.
e Every KPI compared against its documented, current-period target.
o Each variance outside tolerance has a named owner and due date.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
KPI definitions and targets confirmed current for the period
Data extract window matches review period
Source figures reconciled (no unexplained nulls/duplicates)
All KPIs calculated and compared to target
Variances root-caused with supervisor input
Corrective actions assigned with owner and due date

Review log updated and dashboard distributed

11. KPIs

o KPI data-validation completeness: 100% of metrics reconciled to source before review.
¢ Review cycle timeliness: monthly review completed within 5 business days of period close.

o Corrective-action closure: = 90% of assigned actions closed by next cycle.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-029 — Operational Records Retention & Documentation Audit

Estimated completion time: 3-5 hours per audit cycle (monthly sampling); 1-2 days for a full annual retention review

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To confirm that operational records — rental/lease agreements, condition and inventory logs, deposit and payment records, chain-of-custody
documents, and unit turnover records — are complete, accurate, legible, and retained for the required period across every rental/lease line the
operation runs.

2. Scope

Covers the identification, sampling, verification, and retention-compliance audit of operational records generated by leasing, intake, turnover, and

billing activities at this facility. Excludes quality records (see QC-029), safety records (see SD-029), and HR/personnel records (see HR-029), which
are audited under their owning modules.

3. Responsibilities

e Operations Records Custodian — maintains the record inventory, pulls audit samples, and executes retention/disposal on the approved
schedule.

e Operations Supervisor — reviews audit findings, authorizes corrective holds, and signs off on completed audit cycles.

e Branch/Facility Manager — owns escalation of Critical findings and confirms disposal authorizations against the retention schedule.

4. Required PPE & Lockout/Tagout

o Standard facility PPE only for physical file rooms/archives (no special PPE for records handling).
¢ Not applicable — no hazardous energy involved.

5. Regulatory References
e Fair Credit Reporting Act / FTC Disposal Rule, 16 CFR Part 682 (secure disposal of consumer report information — applies to any lessor screening
applicants).

e FTC Standards for Safeguarding Customer Information ("Safeguards Rule"), 16 CFR Part 314 (protection and retention controls for customer
financial/PIl records).

¢ IRS record-retention requirements for business books and records, 26 CFR 1.6001-1 (income, expense, and transaction substantiation).

o Applicable state record-retention, deposit-accounting, and consumer-record disposal statutes (e.g., state security-deposit accounting and data-
disposal laws) as they apply to the facility's lease/rental lines.
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« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-029 PROCESS FLOW

aventory record e Pull e Verify o Classify & eocument audit

rte{gﬁ:ign reprseas;:tlgtwe ompleteness/accuracy/le ibility resolve findings resg‘l)t;,p?é?&ute

7. Step-by-Step Procedure

1. Retrieve the current record-retention schedule and confirm each operational record category (rental/lease agreements, intake condition logs,
unit/vehicle/inventory chain-of-custody, deposit and payment records, turnover/return checklists) has an assigned retention period and
storage location.

2. Select a representative audit sample across active and closed accounts (minimum one cycle's worth per record category, both physical and
electronic stores).

3. Verify completeness: every required field, signature, date, and attachment (e.g., condition photos, ID/screening authorization, deposit ledger
entry) is present.

4. Verify accuracy: cross-check record values against the source system of record (transaction amounts, unit/asset IDs, tenant/renter
identifiers, in/out dates) and flag discrepancies.

5. Verify retention status: confirm records are within their required retention window, stored in the designated location, and that consumer/PlI
records carry appropriate access controls.

6. ldentify records past retention and confirm they are eligible for secure disposal per the FTC Disposal Rule and applicable state disposal law;
stage for authorized destruction only.

7. Classify each finding by severity (Section 8), apply the appropriate hold or correction, and record disposition.

8. Complete the Inspection Checklist, log audit results and disposal authorizations in the audit register, and route to the Operations Supervisor
for verification.

8. Decision Tree
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OD-029 - OPERATIONS - REAL ESTATE RENTAL LEASING

Decision Tree — Operational Records Retention & Documentation Audit

START — TO CONFIRM THAT OPERATIONAL RECORDS — RENTAL/LEASE AGREEMENTS, CONDITION AND INVENTORY LOGS, DEPOSIT AND
PAYMENT RECORDS, CHAIN-OF-CUSTODY DOCUMENTS, AND UNIT TURNOVER RECORDS — ARE COMPLETE, ACCURATE ...

Complete the checklist and close out the

procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

y |

DEFINITION
no safety, compliance, or service impact

ACTION
log it in the audit register, correct

DEFINITION

material risk to safety, compliance, missing, falsified, or improperly disposed
output, or service — not an immediate consumer/financial records exposing the
hazard operation to regulatory penalty,
deposit-accounting liability, or a

DEFINITION

the record entry, and continue the audit

ESCALATE TO

[ No escalation — handled at task level

ACTION
place a hold on the affected record set
(block disposal and downstream use),
escalate to the Operations Supervisor
named in Section 3, and resolve/complete
the record before the audit is closed

ESCALATE TO

Pll/data-breach obligation

ACTION
immediately suspend all disposal
activity, secure the affected records

and access logs, and notify the
Branch/Facility Manager (and compliance
counsel) the same day

Timing: resolve in the moment; work proceeds

[Operations Supervisor named in Se ]

ESCALATE TO

Supervisor

Timing: resolve before the work proceeds Timing: immediate — halts the activity

READING THIS TREE

B No finding B Minor
Activity stands. Complete the checklist and continue.
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Handled in place at task level; no escalation.

v

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

H Major M critical

Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

e« Sample covers every operational record category and both physical and electronic stores.
o Retention periods verified against the current approved schedule for each category.
¢ All disposals traced to a documented authorization and secure-destruction method.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Retention schedule current and covers all record categories
Sampled rental/lease agreements complete, signed, and dated
Intake/turnover condition & chain-of-custody logs present and legible
Deposit/payment records reconcile to system of record
Consumer/PIl records access-controlled per Safeguards Rule
Records past retention staged with authorized disposal record

Findings logged and disposition recorded in audit register

11. KPIs

e Record completeness rate across audited sample = 98%.
¢ Retention-schedule compliance (records stored/disposed correctly) 100%.

¢ Audit cycles completed on schedule = 95% per year.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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OD-030 — End-of-Shift / End-of-Day Operations Closeout

Estimated completion time: 30-60 minutes

Provided for general informational and operational purposes as part of the Real Estate Rental Leasing archetype library. Does not constitute a certified safety program. Verify all
regulatory references and equipment-specific tolerances with a qualified engineer or safety professional before implementation.

1. Purpose

To close the operating period in an orderly, auditable way — securing the premises and rental assets, reconciling cash and payment activity,
documenting the day's contracts and returns, and handing forward open items — so the next period starts clean and no revenue, asset, or liability
event goes unrecorded.

2. Scope

Covers end-of-shift and end-of-day closeout at a rental/leasing branch or facility: drawer and payment reconciliation, contract and return
documentation, asset and unit securing, premises lockdown, and preparation of the closeout package. Excludes opening procedures (see OD-001)
and the person-to-person shift handover briefing (see OD-002).

3. Responsibilities

¢ Closing Operations Associate — performs drawer reconciliation, documents returns/contracts, secures assets and premises, assembles the
closeout package.

e Branch/Facility Supervisor — verifies the reconciliation, authorizes deposit and overage/shortage entries, signs off closeout.

¢ Property/Assets Custodian — confirms rental units, keys, access credentials, and high-value inventory are accounted for and secured.

4. Required PPE & Lockout/Tagout
e Standard facility PPE; hi-visibility vest and closed-toe footwear where the service line moves vehicles, trailers, or heavy rental units through a lot
or yard at close.

¢ Not applicable — no hazardous energy involved. Where powered rental units (vehicles, appliances, equipment) are staged, confirm ignition off,
plugs disconnected, and units immobilized; this is asset securing, not LOTO.

5. Regulatory References

¢ Internal cash-handling and records-retention policy is the governing frame; no single sector-specific safety standard governs every member of
this archetype.

e OSHA 29 CFR 1910.36-.37 (exit routes — securing premises without blocking egress).

¢ |RS recordkeeping obligations for business transactions (26 CFR 1.6001-1) and, where cash payments over threshold are received, Form 8300
reporting (26 CFR 1.6050I-1).
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¢ PCI DSS contractual requirements where card payments are processed (industry standard, not a statute); FTC Safeguards Rule (16 CFR Part 314)
for protection of customer financial data.

o Applicability clauses: e.qg., state security-deposit accounting rules for residential/nonresidential lessors; DOT/state vehicle custody records where
the service line operates vehicles or trailers.

« Note: confirm applicability of sector-specific standards and any state-plan equivalents for this facility before customer-facing release.

6. Process Flow

OD-030 PROCESS FLOW

° Freeze o Reconcile e Document Qecure assets, QSsemble & log

transactions & |— payments to — contracts, — E —
count system returns & open keys & premises closeout package

7. Step-by-Step Procedure

1. Stop accepting new transactions for the period; confirm all in-progress rental agreements and returns are entered in the management
system before counting.

2. Count the cash drawer(s) and reconcile against the system's expected balance; record any over/short and note payment-type totals (cash,
card, deposit/hold).

3. Reconcile card and electronic payments to the batch/settlement report; confirm the day's batch is closed and totals match the system.

4. Document rental returns processed at close — condition notes, mileage/meter or item counts, damage or late flags — and confirm
deposits/holds are released or retained per contract.

5. Prepare the deposit: separate deposit funds from opening float, complete the deposit slip/log, and place funds in the safe or drop per the
cash-handling policy.

6. Secure rental assets and access: confirm units, keys, remotes, and access credentials are returned to the board/lockbox; verify staged
vehicles, trailers, and equipment are immobilized and lot/yard is secured.

7. Secure the premises: lock storage, offices, and gates; verify alarm/access system is armed and no egress route is blocked; log any facility
issue for maintenance follow-up.

8. Assemble the closeout package — reconciliation sheet, deposit log, over/short note, open-item list, and exceptions — file it, and record
completion with time and initials in the closeout log.

8. Decision Tree
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0OD-030 -

OPERATIONS - REAL ESTATE RENTAL LEASING

Decision Tree — End-of-Shift / End-of-Day Operations Closeout

START — TO CLOSE THE OPERATING PERIOD IN AN ORDERLY, AUDITABLE WAY — SECURING THE PREMISES AND RENTAL ASSETS,
RECONCILING CASH AND PAYMENT ACTIVITY, DOCUMENTING THE DAY'S CONTRACTS AND RETURNS, AND HANDING ...

Complete the checklist and close out the

procedure

END — NO FINDING, ACTIVITY CONTINUES

Issue identified
during this
procedure?

Classify severity

Assign the highest severity that applies — not the first that matches.

!

DEFINITION
no safety, compliance, or service impact

ACTION
log it on the closeout exception sheet,
note it for next period, and continue

ESCALATE TO

[ No escalation — handled at task level

Timing: resolve in the moment; work proceeds

’

DEFINITION

material risk to safety, compliance,
output, or service — not an immediate
hazard

ACTION
hold the affected item (e.g.,

unreconciled drawer, unresolved return,

unsecured non-critical asset) out of the
closeout package, escalate to the
Branch/Facility Supervisor, and resolve
before the closeout is signed

ESCALATE TO

[ Branch/Facility Supervisor ]

Timing: resolve before the work proceeds

I

DEFINITION
cash/payment variance beyond policy
threshold, a missing rental asset or key
set, evidence of theft or unauthorized
access, or premises left unsecured/alarm
inoperable

ACTION
do not leave the site unsecured; notify
the Branch/Facility Supervisor
immediately, preserve records and access
logs, and contact law enforcement or
corporate loss-prevention where the
policy requires before departure

ESCALATE TO

Timing: immediate — halts the activity

v

Record the finding, the action taken, and the verification
Close the item only once the corrective action is verified and the
record is complete.

'

ACTIVITY RELEASED / CLOSED

READING THIS TREE

B No finding B Minor B Major B critical

Activity stands. Complete the checklist and continue. Handled in place at task level; no escalation. Supervisory decision required before the next stage. Activity halts on the spot; escalation is immediate.
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9. Quality Checkpoints

o Drawer and electronic payments reconcile to system totals; any variance is documented and authorized.
¢ All contracts and returns for the period are entered and documented; open items are listed for handoff.
¢ All rental assets, keys, and access credentials accounted for; premises secured and alarm armed.

e Zero unresolved Critical findings.

10. Inspection Checklist
ITEM PASS / FAIL NOTES
Cash drawer counted and reconciled; over/short recorded
Card/electronic batch closed and matched to system
All rental agreements and returns entered and documented
Deposits/holds released or retained per contract
Rental units, keys, and access credentials accounted for
Premises locked, egress clear, alarm/access system armed

Closeout package assembled and logged with time/initials

11. KPIs

e Cash variance per closeout: within £$5.00 (or policy threshold) on 98%+ of closeouts.
e Closeout completed and logged within 60 minutes of period end: 95%+.

¢ Unaccounted assets/keys at close: zero.

12. Supervisor Verification

Printed Name: Signature: Date:

13. Revision History
VERSION DATE DESCRIPTION AUTHOR

1.0 2026-07-27 Generated to the locked 3-page Free/$99 Standard standard for REAL_ESTATE_RENTAL_LEASING. Archetype Content Team
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