Production Planning
Conference 2023
Facilitators: Donnie Wagner, Larry Williams, John Lynch, and Derek Podgornik

· Introduction to Class/Mission Statement:
· This class is to talk about the importance of Production Planning. We will talk about everything that goes into your properties’ workload and how to get everything done. You will be AMAZED at how much your time management will improve after completing an accurate production plan for your property.

· Icebreaker (10 Minutes): We would like the class to introduce themselves and tell us a something at work you cannot live without? Answers could range from a tool to the phone, to a favorite report in YARDI, ETC


· Southwest Video + Discussion (5-10 Minutes) – show video and discuss poor reaction to an already outdated and badly designed process to lead into Production Plan discussion - https://youtu.be/cN9ECvpIXkA 


· Ask The Class (15 Minutes):  How many in here actually do a full production schedule on a weekly or monthly basis? “What is the importance of the production schedule? How do you use in your daily/weekly/monthly schedules?” (Will use a flip chart to write down ideas and discuss)

· To keep the Team and Community on track!
· Having work assigned to each employee and how long will each task take?
· Knowing how much time you have to complete special projects
· Knowing ahead of time if there needs to be overtime scheduled
· Knowing what materials you will need for the month
· To inform all vendors of the production schedule and determine if you will need an “overflow vendor”
· Finding time to schedule training for employees as well as safety meetings

· Discussion (15-20 Minutes): “What will you need to complete a production schedule and how do you use it?” (Will use a flip chart to write down ideas and discuss)
· Inventory of current materials (perpetual inventory)
· Status of make readies, projects, and current tasks
· Move-in and move-out schedules
· Schedule of daily and monthly employee tasks, some may be recurring (ex: grounds keeper may blow breezeways every Tuesday and Thursday)
· Copy of the major projects list
· Copy of current property inspection
· Preventative maintenance schedule
· Employee training schedule
· Walk next month’s move-outs so you know what materials you will need
· Safety meeting schedule
· How do you let your vendor know the schedule?
· How do you utilize each employee’s strengths and how does that affect your planning?
· Who does your training at your property? Is it always the supervisor or do you take advantage of a person’s strength and give them the responsibility?
· How far out does your make-ready/production plan go?
· What is the importance of your production plan to the office staff?

· Have Class Fill Out A Production Plan (35-40 Minutes): We will give them some info to schedule out
· Each property will have their own sample availability, major projects list, recent property inspection, etc. so everyone is creating a production plan based off the same info.  Then, provide guidelines for estimated time to complete each item/how many can be done in one day.
· [bookmark: _GoBack](After the production plans are filled out we can choose a few and throw real problems at it and ask how they would handle the problem)
· Has it ever happened to them and how have they responded?
· (2) members of your staff get covid
· Snowfall (weather restrictions) 
· Someone from maintenance quits
· New move-in wants to move in a day early
· A vendor can’t handle the work load
· What if you are over budget in a certain area materials, plumbing, flooring etc.
· You have a new team member
· Class Statement: Realizing how much goes into the production plan, and the importance it has to the entire staff, not just the maintenance staff
· Things Needed:
· Copy of a production plan for class to fill out
· Info for the class to schedule their production plan
· A list of real problems that happen (so that we can see how they adjust to them)
· Flip chart & markers
*****Question****
Can we have each supervisor bring in a copy of the following from their property:
· Availability
· Property Inspection
· Training Schedule
· Safety Meeting Schedules
· Major Project List
