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Purpose.  Inventory becomes uncertain when responsibility disappears between locations. Chain of custody identifies who received, transported, delivered, transferred, or returned material — sufficient to locate variance and protect accountability. Route closeout compares planned to actual movement before the vehicle and staging area reset.

	PART 1 — INVENTORY AUTHORITY RECORD (SET OWNERSHIP FIRST)


Resolve this before the first stained set is discovered, not during a peak weekend. It prevents the classic conflict: owner thinks the operator replaces normal wear; operator thinks the owner funds every new sheet.
	Item category, brand, size, color, grade
	

	Owner of item & replacement responsibility
	

	Approved storage location & minimum qty
	

	Who may transfer / retire / purchase / substitute
	

	Approval required for upgrades / spec changes
	

	Billing for replacement / emergency / abnormal loss
	



	PART 2 — ROUTE MANIFEST


	Stop / property
	Deliver
	Pick up
	Reserve / exception

	
	Property pack
	Soiled set
	

	
	2 bed packs
	Soiled + 1 quarantine
	

	
	Property pack
	Soiled set
	

	
	
	
	


Route closeout: compare planned vs actual movement before reset. A missing bin found at closeout is easier to solve than a missing set found at tomorrow's first property.

	PART 3 — INVENTORY TRANSFER / CHAIN-OF-CUSTODY RECORD


	DO NOT SOLVE SHORTAGES WITH INVISIBLE BORROWING
Moving stock between properties without recording the transfer repairs one location by creating an unknown shortage somewhere else. Every transfer must identify item, quantity, source, destination, reason, authorizer, and expected replacement.



	Date & time
	

	Source → destination
	

	Item & quantity
	

	Condition / status
	

	Reason
	

	Released by / received by
	

	Related job / property
	

	Follow-up required
	


A planning instrument, not a guarantee of business success. Vendor-neutral — usable with any tools, team structure, or software.  ·  The STR Cleaning Blueprint™

	Route Manifest, Chain-of-Custody & Transfer Record — Worked Example
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Worked for Summit Cleaning Solutions — Saturday route manifest run by Carlos Ramirez across Lakeview Retreat, Harbor House, and Pine Ridge Cabin, with one recorded reserve transfer.

	PART 1 — INVENTORY AUTHORITY RECORD (SET OWNERSHIP FIRST)


Resolve this before the first stained set is discovered, not during a peak weekend. It prevents the classic conflict: owner thinks the operator replaces normal wear; operator thinks the owner funds every new sheet.
	Item category, brand, size, color, grade
	Core linen — white, operator standard grade

	Owner of item & replacement responsibility
	Operator-owned core; owner-owned throws & accent covers

	Approved storage location & minimum qty
	Turnover closet; min 1 property pack

	Who may transfer / retire / purchase / substitute
	Emily (purchase/retire); Carlos (route transfer w/ record)

	Approval required for upgrades / spec changes
	Owner + Emily sign-off

	Billing for replacement / emergency / abnormal loss
	Normal wear → operator reserve; guest damage → charge policy



	PART 2 — ROUTE MANIFEST


	Stop / property
	Deliver
	Pick up
	Reserve / exception

	1 · Lakeview Retreat
	Property pack
	Soiled set
	Route reserve sealed

	2 · Harbor House
	2 bed packs
	Soiled + 1 quarantine
	—

	3 · Pine Ridge Cabin
	Property pack
	Soiled set
	Trainee — lead check

	
	
	
	


Route closeout: compare planned vs actual movement before reset. A missing bin found at closeout is easier to solve than a missing set found at tomorrow's first property.

	PART 3 — INVENTORY TRANSFER / CHAIN-OF-CUSTODY RECORD


	DO NOT SOLVE SHORTAGES WITH INVISIBLE BORROWING
Moving stock between properties without recording the transfer repairs one location by creating an unknown shortage somewhere else. Every transfer must identify item, quantity, source, destination, reason, authorizer, and expected replacement.



	Date & time
	07/25 · 11:10a

	Source → destination
	Route reserve → Lakeview Retreat

	Item & quantity
	4 bath towels

	Condition / status
	Clean · route reserve

	Reason
	Real shortage confirmed (2 bundles borrowed & unrecorded prior weekend)

	Released by / received by
	Carlos / on-site crew

	Related job / property
	LVR Sat turnover

	Follow-up required
	Replenish route reserve Monday; flag borrowing pattern
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