Norris & Stevens, Inc.


                    Due Diligence


	Project:
	
	Date:
	

	Address:
	
	
	

	Client:
	
	
	

	
	
	
	

	Gathering of Documents
	Notes
	Date Received
	Sent to Buyer

	
	Level One Environmental
	
	
	

	
	Two Years Property Tax Statements
	
	
	

	
	Copies of Leases
	
	
	

	
	Contracts
	
	
	

	
	
Elevator
	
	
	

	
	
Landscaping
	
	
	

	
	
HVAC
	
	
	

	
	
Janitorial
	
	
	

	
	
Refuse
	
	
	

	
	
Window Cleaning
	
	
	

	
	
Roof Maintenance
	
	
	

	
	Building Plans & Specifications
	
	
	

	
	Recent Appraisals
	
	
	

	
	Two Years Income / Expense
	
	
	

	Inspections
	
	
	

	
	Elevator
	
	
	

	
	Roof
	
	
	

	
	HVAC
	
	
	

	
	Structural / Seismic
	
	
	

	
	Electrical
	
	
	

	
	Plumbing
	
	
	

	
	ADA
	
	
	

	
	Fire / Life / Safety
	
	
	

	
	Environmental
	
	
	

	Investigate Status
	
	
	

	
	City of:
	
	
	

	
	
Proof of Zoning
	
	
	

	
	
Zoning Code
	
	
	

	
	
Building Permits
	
	
	

	
	
Fire Dept. Reports
	
	
	

	
	
Notices of Non-compliance
	
	
	

	
	
Future Projects Planned
	
	
	

	New Bids
	
	
	

	
	Insurance
	
	
	

	
	Elevator
	
	
	

	
	Landscaping
	
	
	

	
	HVAC
	
	
	

	
	Janitorial
	
	
	

	
	Refuse
	
	
	

	
	Window Cleaning
	
	
	

	
	Roof Maintenance
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