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Aviam Services® is a corporate housing firm focusing on the needs of project teams, groups of persons, their managers and support personnel.  Our approach is unique to the industry and provides our clients with flexibility and customized services.  Name the city, the town or area and Aviam Services will find a housing solution.

Scope of Services

· Furnished guest suites, any size (one or two bedrooms), no matter how large the team, how remote the project location or how “scarce” housing availability might be in the particular market.

Aviam’s expertise is in relocating teams of people; therefore, procedures are in place to relocate any number of individuals, nationwide.  

Aviam Services® creates corporate suites where you need them, when you need them.  There are no limits to the locations we can provide guest suites including Hawaii, Alaska and Canada.

· Guest suites that are near your desired location for significantly less than the cost of a hotel.  

Our nationwide relationships, combined with our quality vendors and our procedures, allow your team to have a comfortable guest suite and save you money.  The daily rate for an Aviam Services® guest suite is significantly lower than the daily rates offered by most hotels.

· An exceptional level of customer service focused on the needs of our guests. 

An Aviam Services® Account Executive is assigned to each project.  This person, with his or her team of professionals, is responsible for every question or request.  A helpful Aviam professional is available 24/7 via our toll-free number.

Aviam Services® maximizes the use of technology to provide efficient, timely and accurate information during all phases of relocating a guest.  We provide concise, helpful information, staying in communication with our guest throughout their entire stay with us.

· Specialized billing to your accounting systems.

Aviam Services® provides customized invoices documenting the necessary information to streamline the military’s accounting process.  We can also provide one monthly invoice per team member or invoice as a group as well as provide statements to our guests so they can be reimbursed quickly.   For the convenience of our guests, we accept all major credit cards.  

How It Works

· Aviam Services® makes it extremely easy for you to house your team.  You simply make one phone call and relay the following information to us:

· Where will the team need housing, i.e., city, state, and location of project site?

· How many people will be on the team, i.e., how many suites will you need?

· What type of guest suite will the team need, i.e., one bedroom, two bedroom?

· When will the team move in and how long will they stay?

· You will then receive a quick response from Aviam Services® on how your request will be met. Our response to you will include the following information:

· Apartment/Address/Photo

· Community Amenities

· Check-in/Check-out Dates

· Monthly Rate

· When you return the proposal, our team will go to work!  We will handle every aspect of setting up the guest suites.  In most locations, Aviam Services® will have your team checked into their guest suites within 48 hours.  We will contact each guest prior to check-in with instructions to assure that it is easy, simple and convenient.  Each guest suite will have the following:

· Furniture/Housewares 

· Telephone Service

· Cable Service

· Utilities (Electric/Water/Gas/Etc.)

· Internet Service (Optional)

· Cleaning Service (Optional)

· Aviam Services® welcomes feedback from our guests to monitor that our systems, the vendors we utilize and our team is performing at the highest level of service.  Each guest receives a phone call 24 hours after they check-in and specific measurable responses are recorded and any issues that may arise are promptly handled.  Every three months we contact our guest for a progress survey and we conduct a checkout survey, just prior to their departure.  

Guest Check-In

· Prior to the move-in date, Aviam Services® contacts every guest with a Confirmation/Check-in e-mail (or phone call) with all essential information needed for their corporate suite as follows:

· Check-in instructions

· Key arrangements

· Directions to their guest suite

· Their new address






· Their phone number

 




· Property information (access codes/ etc.)


· Parking space

· After-hour emergency numbers

· Cleaning service schedule

· Furniture/houswares (list of what is in their suite)

· Special instructions (for voice mail/cable) 



· Number to reach their Account Executive 24/7 



· Checkout instructions (we will provide a quick form for the guest to return 30-60 days prior to vacating.  They simply turn in keys/remotes/etc. and leave their suite when it is time to return home.)
· Forms to return to Aviam Services® when applicable (credit card authorization, long distance authorization, occupancy statement, and notice to vacate)

· Guests are also pleased to find a welcome basket with the necessities to add comfort to their first day or so in their new home.

The Comforts of Home

These are the items that are placed in a standard Aviam Services® unit.  Additionally, special requests are welcome and must be pre-approved by the project lead.  This inventory list is used on a set-up inspection checklist for each guest suite, prior to check-in, to ensure all items are present.  

(KITCHEN

	· Baking Dish
	· Can Opener
	· Juice Pitcher

	· Plastic Containers
	· Coffee Maker
	· Kitchen Towels 

	· Colander
	· Kitchen Utensil Set
	· Pot Holders 

	· Large Wastebasket
	· Cookware
	· Cutting Board

	· Salt/Pepper Shakers
	· Measuring Spoons/Cups
	· (Silverware (4 Settings) 

	· Microwave
	· Silverware Tray
	· (Glasses (8)

	· Mixing Bowls
	· (Cutlery Set
	· (Dishes (4 Settings)


(DINING ROOM
	· Dining Table
	· Dining Chairs 4
	· Welcome Basket

	· Framed Art Work
	
	


(EACH BATHROOM 
	· Bath Rug
	· Shower Curtain/Rings
	· Bath Towels (4 Sets)

	· Wash Cloths (4 Sets)
	· Hand Towels (4 Sets)
	· Small Wastebasket


(EACH BEDROOM 
	· Clock Radio
	· Comforter/Bedspread
	· Sheet Sets (2)

	· Pillows (2)
	· Queen Mattress
	· Night Stand w/Lamp

	· Master Dresser w/ Mirror
	· Queen Headboard
	· Mattress Pad

	· Blanket
	· Clothes Hangers
	· Telephone

	· Framed Art
	
	


(LIVING ROOM 




	· Coffee Table
	· Sofa
	· VCR w/Remote

	· Table Lamp
	· Color TV w/ Remote 
	· Oversized Chair/Loveseat

	· Framed Art
	· End Table
	· Telephone

	· TV Stand
	
	


(MISCELLANEOUS
	· Broom/Dust Pan
	· Iron/Ironing Board
	· Mop

	· Voice Mail
	
	


	Note: All items listed are standard for a 1 bedroom (( are increased for a 2 bedroom)
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