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Purpose.  The most dangerous sentence in a technology-enabled partnership is "the system should handle it." Communication channels are not automatically systems of record, and automation is not automatically verification. Name a single source of truth per information category, add layered schedule control, and classify issues so the right person acts at the right speed.

	PART 1 — SOURCE OF TRUTH BY CATEGORY


	Information category
	Named source of truth
	Your system

	Reservations & cancellations
	The authoritative reservation source
	

	Property instructions
	The Property Profile
	

	Task status
	The operating schedule
	

	Approvals
	The approval record
	

	Issues
	The issue log
	

	Billing
	The invoice system
	


When records conflict: identify the authoritative source, resolve the discrepancy, document the decision, and correct the upstream record — do not rely on memory or seniority.

	PART 2 — LAYERED SCHEDULE CONTROL


1.  Import or synchronize reservation events into the operating schedule.
2.  Detect exceptions: missing, duplicate, canceled, disconnected, or unusual events.
3.  Reconcile near-term jobs against the authoritative reservation source.
4.  Confirm the highest-risk same-day turns, owner stays, and manual changes.
5.  Verify completion and unresolved readiness risks before arrival.
6.  Monitor scheduled → completed → guest-ready so jobs don't disappear between states.

	PART 3 — ISSUE CLASSIFICATION & ESCALATION


	Class
	Example
	Response speed
	Route / owner

	Critical
	Safety hazard, security breach, missed same-day clean, property offline
	Immediate
	Named managers both sides

	Major
	Access failure, blocking defect, reservation mismatch pre-arrival
	Same day
	Coordinator → portfolio mgr

	Minor
	Detail defect, small shortage, non-blocking presentation
	Next cycle
	Field lead / coordinator

	Observation
	Trend to monitor; profile update needed
	Logged
	Owner of property record
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Worked for Summit Cleaning Solutions & North Shore — the design that prevents a repeat of the holiday weekend, when a PMS cancellation never reached the iCal feed before crews departed.

	PART 1 — SOURCE OF TRUTH BY CATEGORY


	Information category
	Named source of truth
	North Shore

	Reservations & cancellations
	The authoritative reservation source
	North Shore PMS (iCal is a signal, not record)

	Property instructions
	The Property Profile
	Summit Property Profile™

	Task status
	The operating schedule
	Summit ops platform

	Approvals
	The approval record
	Logged in shared thread + platform

	Issues
	The issue log
	Summit issue record

	Billing
	The invoice system
	Summit invoice + North Shore AP


When records conflict: identify the authoritative source, resolve the discrepancy, document the decision, and correct the upstream record — do not rely on memory or seniority.

	PART 2 — LAYERED SCHEDULE CONTROL


1.  Import or synchronize reservation events into the operating schedule.
2.  Detect exceptions: missing, duplicate, canceled, disconnected, or unusual events.
3.  Reconcile near-term jobs against the authoritative reservation source.
4.  Confirm the highest-risk same-day turns, owner stays, and manual changes.
5.  Verify completion and unresolved readiness risks before arrival.
6.  Monitor scheduled → completed → guest-ready so jobs don't disappear between states.

	PART 3 — ISSUE CLASSIFICATION & ESCALATION


	Class
	Example
	Response speed
	Route / owner

	Critical
	Safety hazard, security breach, missed same-day clean, property offline
	Immediate
	Named managers both sides

	Major
	Access failure, blocking defect, reservation mismatch pre-arrival
	Same day
	Coordinator → portfolio mgr

	Minor
	Detail defect, small shortage, non-blocking presentation
	Next cycle
	Field lead / coordinator

	Observation
	Trend to monitor; profile update needed
	Logged
	Owner of property record
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