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 Commercial

                 Property Management Division



                     


Property Checklist

Property Name










Date

	   Item Description
	Initial
	Date

	
	
	

	1.
Tenant Lease File with Correspondence


	
	

	
	
	

	2.
All Contracts
	
	

	
	
	

	3.
Current Vendor List
	
	

	
	
	

	4.
All Utility Account Numbers with 12 Month History
	
	

	
Gas
	
	

	
Electric

	
	

	
Water/Sewer
	
	

	
Trash
	
	

	
	
	

	5.
Plans
	
	

	
	
	

	6.
Operation Manuals
	
	

	
	
	

	7.
Current Year & Prior Year 
	
	

	
A. Budgets
	
	

	
B. Operating Pass Throughs
	
	

	
C. CAM
	
	

	
	
	

	8.
Current Rent Roll
	
	

	
	
	

	9.
Operating Statements
	
	

	
A.
2 Prior Years, December Showing 12-Month Activity
	
	

	
B.
Most Current Months Statement
	
	

	
	
	

	10.
Legal Description
	
	

	
	
	

	General Property Notes
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