CLEANING TURNOVER CHECKLIST
1. General Cleaning
o	Open all windows to air out the property (weather permitting).
o	Dust all surfaces (tables, shelves, countertops, windowsills).
o	Vacuum or sweep and mop all floors, including under furniture.
o	Clean and sanitize all door handles, light switches, and remotes.
o	Empty all trash bins and replace liners.
2. Living Room & Common Areas
o	Arrange furniture neatly (e.g., fluff pillows, straighten rugs).
o	Wipe down coffee tables, shelves, and entertainment centers.
o	Make sure the TV, remote, and any other electronics are working.
o	Check for personal belongings left behind and store any lost items.
o	Test lights and replace burned-out bulbs. 
o	Reset thermostat to default setting.
3. Bedrooms
o	Strip all beds and replace them with fresh linens.
o	Dust headboards, nightstands, and dressers.
o	Vacuum or sweep floors, including under the beds.
o	Make sure closets and drawers are empty and clean.
o	Place extra blankets and pillows neatly in storage areas.
4. Bathrooms
o	Clean and sanitize sinks, toilets, showers, and bathtubs.
o	Wipe down mirrors and glass surfaces.
o	Refill toiletries (soap, shampoo, conditioner, toilet paper).
o	Replace towels with fresh, clean ones.
o	Make sure no hair or debris is left in drains or on surfaces.
5. Kitchen
o	Wash and put away all dishes, cookware, and utensils.
o	Wipe down counters, cabinets, and appliances (including the inside of the microwave and refrigerator).
o	Check and restock essential supplies (coffee, tea, sugar, salt, etc.).
o	Take out all food items left by previous guests unless permitted (e.g., sealed non-perishables). 
o	Test all appliances (stove, oven, dishwasher, coffee maker) to ensure functionality.
6. Outdoor Areas (if applicable
o	Sweep and tidy patios, balconies, or garden areas.
o	Clean and arrange outdoor furniture.
o	Empty outdoor trash bins.
o	Make sure the pool or hot tub is clean and maintained (if applicable).


7. Final Walkthrough
o	Check all rooms for cleanliness and staging consistency.
o	Make sure all amenities (e.g., Wi-Fi, TV, air conditioning) are operational.
o	Adjust the thermostat to a comfortable setting.
o	Lock all windows and doors.
o	Place a welcome note and guest gifts or information packets in the designated spot.
8. Supplies and Maintenance Check
o	Restock cleaning supplies and check for any needed repairs.
o	Note any broken or missing items and report them for maintenance.
o	Confirm that the property is guest-ready before departure.
 
Signature: ______________________________








GUEST WELCOME CHECKLIST
	Task
	Completed
(✔)
	Notes

	Adjust the thermostat to a comfortable temperature.
	
	

	Verify Wi-Fi is functional, and password is displayed.
	
	

	Verify QR code materials are working.
	
	

	Leave a welcome note or gift for guests.
	
	

	Conduct a final walkthrough to ensure everything is in order.
	
	








GUEST ARRIVAL CHECKLIST
1. Arrival Instructions
o	Make sure guests have received detailed directions to the property.
o	Provide clear instructions on accessing the property (e.g., key code, lockbox location, or meeting the host).
o	Outdoor lighting is on automatic timer (for evening arrivals).
2. Welcome Tour
o	Offer a quick property tour highlighting key areas such as bedrooms, 			bathrooms, and shared spaces.
o	Demonstrate how to use appliances, including thermostats, kitchen equipment, and entertainment systems.
o	Show the location of safety equipment, including fire extinguishers, smoke alarms, and first aid kit(s).
3. Wi-Fi Access
o	Display the network password prominently (e.g., on a card, on the router, or in the house manual).
4. House Rules
o	Remind guests of the house rules, including quiet hours, smoking policies, and pet care guidelines.
5. Emergency Information
o	Share emergency contact details, including host phone numbers and local emergency services.
o	Point out the nearest exit routes and emergency gathering points.
6. Local Area Tips
o	Provide recommendations for nearby attractions, dining, and essential services.
o	Hand out a local map or digital guide with QR codes linking to recommendations.
7. Welcome Package (Optional)
o	Include small touches such as snacks, beverages, or handwritten welcome note to make guests feel at home. 













GUEST RESERVATION TEMPLATE
Guest Name(s):
(Full name of the primary guest and any additional guests)
Contact Information:
· Email:
· Phone:
Type of Accommodation:
(Specify room type, such as Standard Room, Superior Double, Suite, etc.)
Size of Party:
(Number of adults, children, and any infants or pets included in the booking)
Arrival Date and Time:
· Check-In Date:
· Estimated Time of Arrival:
Departure Date and Time:
· Check-Out Date:
· Estimated Time of Departure:
Length of Stay:
(Total nights)
Special Requests:
(Include dietary preferences, accessibility requirements, baby crib, extra bedding, etc.)
Discounts or Promotions Applied:
Indicate if any applicable discounts are being offered, such as early booking or long-term stay discounts.
Payment Information:
Deposit Amount:
Payment Method: (Credit card, bank, or wire transfer, etc.)
Final Payment Due Date:
Cancellation Policy:
(Provide details of cancellation terms and any associated fees)
Confirmation Details
Reservation Number:
Host Contact Information:
· Name:
· Phone:
· Email:






MESSAGE CADENCE SET
	Timing
	Message Purpose
	Tone and What to Include

	1. Immediately After Booking
	Welcome and Confirm
	Warm, confident, concise. Confirm dates, number of guests, and any known needs.

	2. 5–7 Days Before Arrival
	Prepare and Inform
	Provide check-in instructions, parking info, access codes, and house manual link. Reduce guest uncertainty.

	3. Morning of Arrival
	Gentle assurance
	“We’re ready when you are.” Clarify check-in window and how to contact you.

	4. 1–2 Hours After Check-In
	Quality check
	Brief message to ensure ease of arrival. Not intrusive.

	5. Mid-Stay (for stays >3 nights)
	Light touchpoint
	Ask if they need anything. Reinforces care without hovering.

	6. Night Before Departure
	Clear close-out guidance
	Check-out time, key return, optional reminder to leave a review later. Friendly and straightforward.

	7. Morning of Departure
	Gratitude
	Thank them. Ask if they’d like to return. Capture sentiment while it’s warm.

	8. 24–48 Hours After Departure
	Review request
	Polite, short, and personalized. Avoid sounding automated.



GUEST GUIDE – MOBILE EDITION
	For QR Access or WhatsApp Link

	Welcome Message 

	Check-In Instructions
	

	Wi-Fi Network and Password
	

	House Rules (Simple and Clear)
	

	Appliance Quick Guides (Video Links Recommended)
	

	Local Recommendations (Dining, Walks, Markets, Essentials)
	

	Emergency Contacts (Medical / Police / Host Number)
	



QR MINI INSTRUCTION CARD
📌 Purpose / Label:
Scan for:
☐ Appliance Operation Guide
☐ Local Map and Dining					(Place generated QR Code here)
☐ Check-out Instructions















QUICK ENERGY-SAVING TIPS CARD
Small habits that make your stay comfortable — and help us care for the home and the environment.
🌡️ Climate and Comfort
· Keep the temperature within a comfortable range (68–72°F / 20–22°C).
· Close windows when heating or cooling is on — it helps keep the home cozy faster.
💡 Lights
· Switch off lights when heading out or moving between rooms.
· Use lamps in the evenings — they’re softer and more energy-efficient.
🔌 Appliances
· Run the dishwasher only when full.
· Unplug chargers when not in use (they draw power even when idle).
· Use the washer/dryer during off-peak hours when possible.
🪟 Curtains and Shades
· Open curtains during the day for natural warmth and light.
· Close them in the evening to keep the heat in.
🌬️ Fans and Ventilation
· Use ceiling or portable fans with AC/heat — they help distribute the temperature evenly.
· Turn off bathroom fans after 10–15 minutes.
♻️ A Note of Thanks
Your small steps help us keep the home running efficiently and sustainably — and we’re grateful!




HOUSE RULES POSTER
WELCOME TO YOUR STAY
We aim to make your visit comfortable, relaxed, and enjoyable. These simple guidelines help us maintain a harmonious space for everyone.
RESPECT THE SPACE
· Please treat the home and furnishings with care.
· Report any damage or maintenance issues as soon as possible — we appreciate early notice.
QUIET HOURS
· 10:00 p.m. – 7:00 a.m.
· Please be mindful of neighbors and fellow guests.
CLEANLINESS
· Please leave the kitchen tidy after use.
· Dispose of trash in the bins provided; recycling instructions are in the House Manual.
VISITORS AND GUESTS
· Registered guests only unless pre-approved.
· No parties or large gatherings.
SAFETY
· Keep doors locked when leaving the property.
· Familiarize yourself with emergency exits and contact details (posted nearby).
NO SMOKING INSIDE
Outdoor smoking areas are available where permitted. Please dispose of cigarette waste thoughtfully.
CHECK-OUT
Check-out time: [Insert Time]
Please follow the short departure checklist before leaving (included in your Welcome Guide).
THANK YOU FOR BEING HERE.
If you need anything during your stay, please message us — we’re here to make your experience easy and enjoyable.














EMERGENCY CONTACT SHEET
	Contact Type
	Name/Company
	Phone
	Notes

	Host
	[Your Name]
	[Phone Number]
	Primary contact.

	Emergency Services
	Local Authorities
	[911 or Local #]
	Police, fire, ambulance.

	Local Police Non-Emergency
	[Local Police Name]
	[Phone Number]
	Local Police.

	Nearest Hospital/ER
	[Hospital Name]
	[Phone Number]
	Available 24/7.

	Pharmacy
	[Pharmacy Name]
	[Phone Number]
	Available 24/7.

	Plumber
	[Plumber Name]
	[Phone Number]
	Available 24/7.

	Electrician
	[Electrician Name]
	[Phone Number]
	Emergency power issues.

	Locksmith
	[Locksmith Name]
	[Phone Number]
	For lockouts.

	Veterinarian
	[Vet Name]
	[Phone Number]
	For pet emergencies.

	Wi-Fi network
	
	Password
	



















RISK ASSESSMENT CHECKLIST
1. Property Safety Assessment
Fire Safety Equipment
o	Fire extinguishers are present and functional (e.g., in the kitchen and near fireplaces).
o	Smoke detectors are installed and regularly tested.
o	Carbon monoxide detectors are installed, especially near fuel-burning appliances.
o	Fire exits are accessible and clearly marked.
First Aid Kit
o	The first aid kit is fully stocked and easy to access.
o	Emergency contact numbers (e.g., ambulance, local clinic) are displayed.
Electrical Safety
o	No exposed or damaged wiring.
o	The circuit breaker is clearly labeled and accessible. 
o	Appliances and outlets are in good condition with no signs of malfunction.
Plumbing Safety
o	Water heater temperature is set at a safe level (to prevent scalding).
o	No leaks or potential for water damage.
o	Plumbing fixtures function correctly (toilets, faucets, showers).

2. Guest Safety Measures
Security Features
o	Exterior doors have sturdy locks and deadbolts.
o	Windows can be locked securely.
o	Security cameras (if applicable) are positioned for exterior monitoring only and respect guest privacy.
o	The alarm system (if available) is operational, with instructions for guest use.
o	Make sure no hair or debris is left in drains or on surfaces.
Hazard Prevention
o	Areas prone to slipping (e.g., bathrooms, patio) have anti-slip mats or surfaces.
o	Stairways are well-lit and equipped with handrails.
o	No loose floorboards, rugs, or tripping hazards.
o	Pool and hot tub areas have safety instructions and child-proof barriers (if applicable).
Health and Accessibility
o	The property is free of mold, pests, or allergens (e.g., dust, pet dander).
o	Accessibility features (e.g., ramps, grab bars, step-free entry) are available if advertised.
3. Legal and Compliance
Insurance Coverage 
o	The property has adequate liability insurance covering guests' stays.
o	An insurance policy includes coverage for property damage and guest injuries. 
Rental Regulations
o	Property complies with local zoning and rental permit regulations.
o	Tax obligations (e.g., short-term rental tax, GST) are understood and documented.
Guest Screening and Documentation
o	Procedures for guest ID verification are in place (if required).
o	Guest Agreements and house rules are provided before check-in.
o	Security deposit policies are clearly outlined.
4. Emergency Preparedness
Evacuation Plan
o	Guests are provided with a property layout including fire exits.
o	Emergency assembly points are designated (e.g., the driveway or the garden).
o	Backup Power and Resources.
o	Flashlights and spare batteries are available.
o	Backup power solutions (e.g., generator) are tested and functional.
Communication
o	Host information is readily available.
o	Local emergency service contact numbers (police, fire, ambulance) are displayed prominently.

5. Maintenance and Upkeep
Routine Inspections
o	Regular property inspections are scheduled (e.g., monthly, quarterly).
o	Maintenance logs are kept for repairs, upgrades, and inspections
Appliance Maintenance
o	Appliances (stove, HVAC, refrigerator) are serviced according to the manufacturer's recommendations.
o	Filters (e.g., HVAC, water) are replaced regularly.
Waste Management
o	Waste disposal and recycling systems are clearly labeled and maintained.
o	Compost bins (if applicable) are hygienic and odor-free.
6. Guest Communication and Training
House Rules
o	Guests are informed of house rules, including safety protocols and emergency procedures.
o	Instructions for appliance use are provided in a house manual or via a QR code.
Guest Safety Orientation
o	Guests receive a brief safety walkthrough upon check–in.
o	Hosts provide contact information for urgent questions or concerns during their stay.

7. Financial and Liability Risks
Booking and Payment Policies
o	Clear policies on deposits, payments, and cancellations are communicated to guests.
o	Refund conditions and security deposit terms are outlined in the reservation agreement.
Data Protection
o	Guest personal information is stored securely and handled in compliance with privacy laws.
o	Digital systems (e.g., smart locks, security cameras) are protected against unauthorized access.











INCIDENT REPORT FORM
Incident Number:______
Date & Time:______________________
People Involved: ____________________________________________________________________________________________________________________________________________________
Description of Incident:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Photos Taken: Yes / No
Follow-Up Required: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________
Costs:_______________________________________________________________________________________________________________________________________________
Prevention:_________________________________________________________________
__________________________________________________________________________
GUEST DEPARTURE CHECKLIST
1. Personal Belongings:
o	Double-check that all personal items, including chargers, toiletries, and clothing, are collected. 
2. Tidying Up:
o	Strip used beds and place linens and towels in the laundry basket or designated area.
o	Wash dishes or load the dishwasher and run it before leaving.
o	Remove all food from the refrigerator and pantry.
o	Leave all remotes, keys, and manuals in visible locations. 
3. Trash Disposal:
o	Provide clear instructions for taking out garbage and recycling (e.g., bins located outside the back door).
4. Property Checks:
o	Make sure that all windows and doors are securely locked.
o	Turn off lights, appliances, and heating/cooling systems.
5. Keys and Access:
o	Return keys to the lockbox or designated location.
o	Leave garage door openers or other access tools as directed.
6. Feedback and Review:
o	Encourage guests to leave feedback or reviews about their stay.
o	Provide a QR code or link to your review page for convenience.
FEEDBACK SURVEY
Dear [Guest Name],
Thank you for staying at [Property Name]! Your feedback is invaluable to us and helps us improve the guest experience. Please take a moment to complete this quick survey.
1. Overall Stay
	How would you rate your overall experience?  
	(5 – Excellent, 1 – Poor) _____
	What stood out to you the most about your stay?
	_____________________________________________________________________
2. Property Condition
	Was the property clean and well-maintained? Y/N
	Additional Comments:
	_____________________________________________________________________
	Were all amenities and facilities in good working order? Y/N
	Additional Comments:
	_____________________________________________________________________
3. Communication
	How would you rate the communication with your host? 
	(5 – Excellent, 1 – Poor) _____
	Additional Comments:
	_____________________________________________________________________
	Did you find the check-in and check-out process smooth and convenient? 
	Y/N
4. Comfort and Amenities
	Did you find the sleeping arrangements comfortable? Y/N
	Additional Comments:
	_____________________________________________________________________
	Which amenities did you use the most during your stay? (Circle)
· Wi-Fi
· Kitchen Facilities
· Entertainment (TV/Streaming)
· Laundry
· Outdoor Spaces
· Other:
	_____________________________________________________________________
5. Local Recommendations
	Were the local recommendations helpful? Y/N
	Suggestions for additions:
	_____________________________________________________________________
6. Areas for improvement
	What could we do better to enhance your experience?
	_____________________________________________________________________
7. Would you recommend us?
On a scale of 1 to 10, how likely are you to recommend [Property Name] to a friend or family member?
(1 – Not likely, 10 – Very Likely) _____
	Will you stay with us again? Y/N
	Additional Comments:  
_____________________________________________________________________
8. Testimonial (Optional)
If you had a great experience, we’d love for you to share a testimonial so that we can feature it on our website or listing:
	_____________________________________________________________________
	_____________________________________________________________________
	_____________________________________________________________________
	_____________________________________________________________________
	_____________________________________________________________________
	_____________________________________________________________________
	_____________________________________________________________________
Thank you for taking the time to share your thoughts. We value your input and look forward to hosting you again!
Warm regards,
[Your Name]
[Contact Information]
EXPENSE TRACKER
	Date
	Expense Category
	Descript
	Amt
	Vendor/ Service Provider
	Notes

	1/15/25
	Utilities
	Electricity
	$120
	Local Energy Provider
	Paid for January

	1/20/25
	Maintenance
	Plumbing Repair
	$85
	QuickFix Plumbing
	Fixed leaky kitchen faucet

	1/25/25
	Cleaning
	Deep Cleaning Service
	$150
	Spark Clean
	Prepped for new guest arrival

	1/28/25
	Supplies
	Bathroom Essentials
	$30
	Local Market
	Restocked toiletries

	2/5/25
	Insurance
	STR Insurance
	$75
	ABC Insurance
	Monthly premium

	2/10/25
	Landscaping
	Lawn Care
	$60
	Green Space Services
	Bi-weekly lawn mowing



MAINTENANCE LOG
	Task
	Frequency
	Last Completed
	Next Scheduled
	Notes

	Replace HVAC filters
	Every 3 months
	[Date]
	[Date]
	

	Test Smoke and CO detectors
	Monthly
	[Date]
	[Date]
	

	Inspect plumbing fixtures
	Monthly
	[Date]
	[Date]
	

	Check roof for leaks
	Monthly
	[Date}
	[Date]
	

	Clean gutters
	Twice a year
	[Date]
	[Date}
	

	Service water heater
	Annually
	{Date]
	[Date}
	



MONTHLY PROFIT TRACKER
	Month
	
	
	
	

	Revenue
	
	
	
	

	Occupancy %
	
	
	
	

	Average Daily Rate (ADR)
	
	
	
	

	Expenses
	
	
	
	

	Net Margin
	
	
	
	

	Notes and Insights
	
	
	
	








CAPITAL UPGRADE PLANNER
	Project / Upgrade
	

	Name
	

	Estimated Cost
	

	Priority Level: High / Medium / Low
	

	Expected Guest Experience Impact
	

	Required Contractors / Support
	

	Target Completion Date
	



