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04 / CHOOSE THE FIRST MODULE

Start with one document.

Choose the document creating the most friction, risk or rework today.

RESIDENT + LEASING

01

02

03

04

05

06

APPROVAL BOUNDARY

Resident / Tenant Guidelines

Application + Qualification
Criteria

Lease Agreement

Lease Riders + Addenda

Renewal / Nonrenewal
Package

Move-in + Move-out
Procedures

START CHATTING

07

08

09

10

11

12

RENT + ENFORCEMENT

Rent Collection Policy

Late Rent + Late-Fee Policy

Rent Demand

Entry, Cure + Violation
Notices

Payment Plan Agreement

Eviction File + Evidence
Checklist

Choose one. Let Al ask what it still needs.

One completed module is more valuable than eighteen unfinished ones.
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OPERATIONS + AGREEMENTS

13

14

15

16

17

18

Property Management
Agreement

Maintenance + Emergency
Policy

Property Inspection
Checklist

Short-Term Rental
Agreement + Rules

Security Deposit Accounting

Vendor Work Authorization

Use current jurisdiction-specific sources. Leases, notices, demands and eviction materials require appropriate human or
legal review before use.

I want to start with [DOCUMENT]. Interview me one question at a time about my jurisdiction, property, current process, objective, sources
and approval boundaries. Then define success and tell me which authoritative documents we need before drafting.
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05 / EARN THE RIGHT TO MOVE FORWARD

Answer. Approve. Then build.

Each stage earns the right to move to the next.

01 02 03
ANSWER APPROVE OPERATIONALIZE

Do not skip the gate: confidence is not verification, and verification is not approval.

01 / ANSWER

The first answer is always a draft.

Push it until the assumptions, edge cases, missing sources and consequences are visible.
1 Ask it to expose assumptions, uncertainty and source gaps.
2 Push back with edge cases and the strongest counterargument.
3 Use another LLM as an independent critic — not as authority.
4 Verify consequential claims against primary or official sources.

5 Revise until the result meets the stated success criteria.

02 / APPROVE

The right human keeps the right decision.

OPERATOR Business intent, practicality, resident experience and exceptions.

FINANCIAL Bookkeeper, accountant or tax professional for financial treatment.

TECHNICAL Licensed contractor or specialist for safety and technical conclusions.

LEGAL Jurisdiction-qualified counsel for leases, notices, demands, eviction and legal rights.

Al can carry the analysis. The appropriate human retains approval and accountability.
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06 / OPERATIONALIZE

A verified answer becomes a working system.

Make the approved decision reusable, executable and explainable.

ONE APPROVED ANSWER - FOUR OPERATING ASSETS

01 Resident-Facing Asset A clear guide, letter, form or FAQ explaining what applies and what happens
FOR THE RESIDENT next.

02 Internal SOP Roles, required inputs, ordered steps, approvals, handoffs, exceptions and
FOR THE TEAM evidence to retain.

03 Execution Checklist A short sequence that prevents skipped steps and records completion.

FOR THE MOMENT OF WORK

o Design Rationale Why the policy exists, which sources support it, what tradeoffs were

FOR THE OWNER, AUDIT OR DISPUTE accepted and who approvediit

The fourth one matters most: that is your audit trail, where your judgment goes on the record instead of in your
head.

SYSTEM CONTROLS

OWNER VERSION APPROVED DATE SOURCE LINKS REVIEW DATE EXCEPTION PATH EVIDENCE

Four files in Downloads are not an operating system.

NEXT: connect the approved assets to the smart library and specialized assistant.
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07 / CONNECT THE KNOWLEDGE

Your smart library.  Your specialized assistant.

Ground the work first. Then give it a repeatable role.

SMART LIBRARY

Gemini Notebook

notebooklm.google.com

USE IT TO

1 Build a policy library
Lease rules, house standards and approved operating
policies.

2 Compare guidance
State, local and association resources — with source
citations.

3 Turn files into SOPs
Summaries, checklists, FAQs and staff-ready procedures.

4 PBResearch maintenance
Manuals, warranties, vendor docs and troubleshooting
sources.

5 Synthesize media
PDFs, Drive files, websites and YouTube in one notebook.

SPECIALIZED ASSISTANT
Gemini Gems

gemini.google.com/gems/create

USE IT TO

Draft resident messages
Apply the approved voice, policy and escalation rules.

Support leasing
Answer inquiries, follow up and prepare human handoffs.

Triage maintenance
Collect facts, classify urgency and route the next action.

Coach the workflow

Guide staff through a checklist without skipping approvals.

Protect the boundary
Flag uncertainty, cite the library and stop for judgment.

Check account type, sharing settings and current ter ms. Remove resident Pll, banking, health, accommodation and dispute

DATA BOUNDARY

records unless the workspace is approved for them.

GOOGLE WORKSPACE FOR YOUR BUSINESS

1. Enterprise data protection for covered Workspace Al services.
2. Gemini in Gmail and the Gemini app. Features and limits vary by plan.

3. Custom business email, shared storage and collaboration.
Starting at $7/mo/user

Create your Workspace account - my referral link

Annual commitment; USD, before tax. Gemini API billing is separate. See Google terms.

THE FIRST INFRASTRUCTURE MOVE

Chain approved sources to a grounded library — then connect the library to a specialist.

DRIVE FILES LOCAL FILES YOUTUBE WEBSITES

approved evidence

SOURCES - UNDERSTANDING - CONSISTENT ACTION
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https://referworkspace.app.goo.gl/dsye
https://workspace.google.com/pricing.html

