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New Property Checklist




	Property:
	
	Owner:

	Address:
	
	Address:

	City/ST/Zip:
	
	City ST/Zip:

	Tax ID:
	
	Phone/Fax:


	   Item Description
	
	

	Initial
	Date

	1.
Tenant Lease File
	
	

	Initial
	Date

	2.
Contracts

	
	

	
	Initial
	Date

	3.
Vendor List

	
	

	
	Initial
	Date

	4.
Utility Account Numbers


	
	

	Initial
	Date

	5.
Plans
	
	

	
	Initial
	Date

	6.
Keys
	
	

	
	Initial
	Date

	7.
Operation Manuals (Includes Estoppel Certificate)


	
	

	
	Initial
	Date

	8.
BUDGET: Operating & CAM


	
	

	
	Initial
	Date

	9.
Current Rent Roll


	
	

	
	Initial
	Date

	10.
Operating Statements – Past 12 Months

	
	

	
	Initial
	Date

	11.
Legal Description


	
	


	General Property Notes: 
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