Room Condition Report
How-To

· Determine a pattern you will use for inspecting the room.  Some people find it easier to check each item as listed on the RCR from top to bottom, others prefer to start at the door and work clockwise around the room.

· Make sure that you inspect every item listed on the RCR and in the room carefully.  Do not skip any items.  If an item is listed on the RCR, but is not in the room, write “N/A” on that line.  

· No lines are to be left blank on the RCR.  Either write a description, or “N/A” if it does not apply to your room.

· Be very specific and detailed in your descriptions of each item.  You should not use ambiguous words such as “good” or “bad” to describe the condition of an item.  Instead, use specific descriptions such as “new,” “slightly worn,” “faded,” etc.

· Use guidelines at the top of the RCRs for abbreviations, words to use, etc.

· Carefully inspecting every item does not mean that you have to count every single nail hole in a wall, or door.  You can use words such as “many,” and “few.”  “Few” would refer to anything less than 10 items (nail holes, etc.) and “many” would refer to anything more than 10.

· Whenever possible, use measurements as descriptors, for example, use “one inch hole,” instead of “small hole.”

· Use the following guidelines for assessing the condition of items and furniture:

NEW = new or nearly new condition, no signs of wear, no rips, no tears, no marks, no scratches, etc.

GOOD (further description is necessary)= majority of items fall into this category- slightly worn, some marks, chips, some scrapes, slightly faded, etc.

FAIR (further description is necessary)= obvious wear and damage, but still very useable and serviceable

POOR (further description is necessary)= probably needs replacement, broken, badly soiled, torn, worn out, etc.

NORMAL WEAR and TEAR= minor worn spots on the floor or carpet, a limited number of push pin holes from posters, sagging mattresses, sun-bleached walls, IT IS NOT holes, tears, rips, chips, burns, cracks, carved graffiti, etc.

Use this list to assist you in completing your RCR:

ITEM



LOOK FOR
Bed Frames:
broken welds, bent sections, cracked legs, burn marks, missing bolts, mismatched pieces, scratches, gouges, paint, stickers

Mattress:



tears, burns, stains

Furniture:
writing or ink marks, burns, gouges, broken drawers, missing shelves or shelf pins, damaged wood or veneer

Walls, Ceiling:


stickers, holes, dents, spots, spackle, mismatched paint

Blinds:



burns, paint or ink, cracks, missing slats

Doors/door frames:
Stickers, holes, cuts, burns, carving, cracks, broken strike plate, broken/ missing room # plate

Floor/carpet:


cuts, missing tiles, stains, burns, scrape marks

Light fixtures:


cracked, missing lens, painted

Mirror:



Stickers, gouges, cracks

Smoke alarm:


missing battery, broken cover, not on the ceiling

Switches/plugs/jacks:

broken or missing cover plates

Towel Racks:


loose, bent, 

Wastebasket:


dents, burns, rust, missing

Windows:
cracked or chipped glass, broken latches, missing or damaged screens

