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SCOPE OF ASSIGNMENT

Norris & Stevens’ Commercial Property Management Division manages over one hundred properties 
in Oregon and Washington consisting of Office, Retail, and Industrial Properties. The majority of those 
properties are in the Portland Metropolitan and Southwest Washington markets. Over the past few years we 
have expanded our property management services beyond our traditional areas and into Central Oregon. 
Our Commercial Property Management Division consists of 10 Property Managers, each experienced and 
trained to provide professional service to our clients.

We believe there is a need for professional management in many areas, and we continue to look at increasing 
our presence in these growth areas of the market. We are able to provide our property management services 
with excellent property managers and an experienced accounting group. By working with the local people 
in each area, we provide a hands-on approach to management.

As in all property management, to be successful, you need to have quality vendors and utilize them wisely. 
We have a strong group of vendors to serve the properties and the needs of our owners.

Norris & Stevens, Inc. views this assignment with importance, thus, we will commit the appropriate individuals 
and corporate resources to assure that the objective of managing the properties to the highest standards is 
accomplished. We are prepared to accept this assignment immediately; we have no conflicting assignments.

Providing Norris & Stevens, Inc. management oversight will be Timothy S. Mitchell, President, and David E. 
Hamilton, Executive Vice President, Commercial Property Management. We bring all aspects of management 
together to provide an overall team approach to manage your asset.
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COMPANY OVERVIEW

EXCEPTIONAL TRACK RECORD - EXCEPTIONAL PEOPLE
Norris & Stevens is a full-service commercial real estate brokerage and property management company. 
Based in Portland, Oregon, we serve Oregon, SW Washington and most other markets nationwide through 
our affiliations. 

Founded in 1966 by Richard Norris and Jack Stevens, the firm’s primary focus began in property management. 
It is now one of the area’s largest locally-owned, full-service commercial real estate companies.

In 1987, Brian H. Bjornson and Robert R. Stutte, CRE, CPM®, became majority principals. In 2014, Bob 
Stutte retired and transferred his ownership to the remaining partners. The partners established an Executive 
Committee to manage the firm. Brian Bjornson became the Chief Executive Officer, Timothy S. Mitchell, was 
named President, David Hamilton was selected as Treasurer, and David Keys was appointed Secretary, 
with Greg Nesting serving as Member-at-Large.

Our current property management portfolio exceeds 260 properties — more than 6.5 million square feet of 
office, retail, and industrial space in over 110 commercial properties and 9,000 multifamily units in over 150 
multi-family residential properties.

Property Management is a core business for Norris & Stevens—and a foundation of our relationship with 
clients. Many other real estate companies consider property management secondary to their brokerage. 
Norris & Stevens believes that excellence in property management is the basis of our clients’ confidence in 
our services in leasing, sales and development. Norris & Stevens places equal emphasis on both, fostering 
unequaled cooperation between disciplines to the benefit of the client’s best interests.

The Multifamily Division specializes in providing services to apartment investors and developers. Site 
acquisition, development planning, project lease-up, property management, and the purchase and sale of 
apartment properties are areas in which our experienced staff excels. The properties in our management 
portfolio range from luxury properties to distressed communities undergoing rehabilitation. Currently eight 
Apartment Asset Managers and six Multifamily Sales Agents comprise our Multi-Family team. 

The Commercial Division’s eight Commercial Property Managers serve office, retail, and industrial property 
in Oregon and Southwest Washington. In addition, we have 25 Commercial Brokers involved in the sale 
and leasing of commercial properties. Our Commercial Brokers specialize both by product type and 
geographic area, in order to provide our clients with the most in-depth market information possible.
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Precision in financial record-keeping is essential to achieve the excellence our management clients have 
come to expect. To this end, we use Skyline Property Management®, a software package capable of 
providing the detailed and accurate reporting clients demand. We update the system on an on-going basis 
to stay abreast of the latest in record-keeping technology. 

Our Accounting Department is organized around “Property Portfolios.” Each Portfolio Accountant is 
responsible for a specific group of properties over a long-term assignment. In this manner, we maintain 
focus, accuracy and consistency in our reportage. In addition, a Commercial Lease Administrator assures 
that the terms and conditions of leases are met by both parties. 

Many property management firms spend their time putting out daily “fires.” At Norris & Stevens our 
approach is geared toward the long-term, by working with our clients to plan for expected and unexpected 
contingencies, in addition to dealing with present situations. 

Preserving the property’s physical integrity, maximizing the profitability, reducing the investor’s liability 
and exposure to regulatory requirements, asbestos and mold abatement, Americans with Disabilities Act 
compliance, tenant security, seismic upgrading, and a host of other issues — all can be dealt with effectively 
with the right combination of planning and action.

By combining effective property management with an aggressive marketing program we have often seen 
the property’s value increase. 

We are experienced at remodeling and rehabilitating “B,” “C,” and “Historic” office, industrial, and retail 
properties. Our success has led to remarkable increases in the owner’s equity, and earned us the loyalty of 
our clients.

Most of our property management clients take advantage of the full menu of services available through 
Norris & Stevens— including leasing and sales. We have 25 licensed Real Estate Brokers involved in the sales 
and leasing of office, retail, industrial, land, commercial investment and multifamily properties throughout the 
Portland Metropolitan Area, the Willamette Valley, Eastern Oregon, and Southwest Washington. 

These Brokers are assigned to specific territories and market niches, and as a result rapidly become 
exceptional in their area of expertise. This specialization has proven so effective that most brokerage clients 
stay with Norris & Stevens for many years.

Under the direction of the company’s President, Commercial Investment Sales have become an increasingly 
important aspect of our brokerage. The team’s dedication and imagination have led to the sale of a number 
of very significant investment packages, the largest being a portfolio of Oregon and Washington properties 
valued at $100 million dollars.
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Norris & Stevens supports the on-going education of our professional staff and involvement in industry 
associations. We are active in the Institute of Real Estate Management (IREM), the Certified Commercial 
Investment Membership (CCIM), the International Council of Shopping Centers (ICSC), and the Building 
Owners and Managers Association (BOMA). 

We have achieved the status of Accredited Management Organization® by IREM, and employ several 
Certified Property Managers®. 

We maintain memberships in the Commercial Association of Realtors, Oregon’s Realtor Association, 
various local “corridor” associations, The Chamber of Commerce, Portland Business Alliance, and TCN 
Worldwide® (The Commercial Network). 

TCN Worldwide is an affiliation of like-commercial companies throughout the United States, Europe, Canada, 
and Asia. This is a powerful vehicle for inbound/outbound referrals by which we can serve a client’s needs 
(leasing, buying, selling, property management, etc.) virtually anywhere in the world through our affiliates.

We pride ourselves on our excellent relationships with our competitors. Competition is keen in commercial 
real estate and we are respectful of our competitors. Every property listed with Norris & Stevens is exposed 
to outside brokers as soon as it is placed on the market. This broker cooperation brings our clients the best 
possible market results.

In summary, we value the business our clients have entrusted to us. Our corporate philosophy of building 
long-term relationships with fully integrated services in management, brokerage, rehabilitation, development 
and financing, truly serves the best interests of our clients. 
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PROPERTY MANAGEMENT SUMMARY

Upon being awarded the property management assignment, Norris & Stevens will take over all aspects of 
the management operation of the property including, but not limited to, the following:

•	 Prepare yearly budget of income and expenses with owner input and approval

•	 Monthly E-mail Billing of Tenants Rent

•	 Collection of rents and other charges

•	 Contract and supervise all service contracts

•	 Recommend to the owner on the level of all services

•	 Pay when due all invoices for work and services provided for the property (with owner approval on all 
non-recurring expenses over $500)

•	 Inspect the property on a regular schedule:

•	 Review all services for quality of work

•	 Look for projects & Inspect for deficiencies

•	 Maintain a good relation with all tenants and continually conduct a positive public relations campaign

•	 Provide monthly financial reporting for the property

•	 Provide monthly narrative of activities of the Property by the 7th of the month following the activity with 
the financial report

ADDITIONAL SERVICES:

•	 Leasing - See attached fee schedule

•	 Sales

•	 Construction management as agreed by the parties

•	 Norris & Stevens can provide a building Superintendent on an on-call basis or with fixed hours

•	 The Superintendents are charged out at approximately $30/hour or less.
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PROPERTY MANAGEMENT SUMMARY

The following pages contain information to familiarize you with our Property Management Program.

Norris & Stevens, Inc. is proud of its fine heritage in property management. The firm began when Jack Stevens 
and Dick Norris wanted to improve property management reporting. The changes that followed have been 
dynamic and are always driven by “serving the interests of the client.”

THE STRATEGY

When Norris & Stevens begins its management duties, the strategy to serve the Owner’s interests follows 
this typical sequence:

“SERVING THE INTERESTS OF THE CLIENT”

•	 Visit with Owner’s representatives to ascertain  
their goals and objectives. Is the owner a long-
term holder, for instance? Or does an immediate 
or near-term sale serve their interests?

•	 Inspect the property from top-to-bottom with 
our entire management group. These group 
inspections are conducted annually. Prepare 
written reports.

•	 Interview tenants to determine what is right and 
wrong from their perspective. Prepare written 
reports.

•	 Review contracts and lease agreements presently 
in place.

•	 Make preliminary cost estimates of cures that may 
be required.

•	 Formulate a marketing plan with lease agents and 
sales manager to be recommended to Owner’s 
representatives.

•	 Meet with Owner’s representatives to present 
findings, cost estimates and marketing plans with 
a strategy recommended by Norris & Stevens. 
Establish the Owner’s plan and budget.

•	 Begin implementing the plan with priorities 
and costs to cure approved by the Owner’s 
representatives.

•	 Report progress at intervals as agreed upon 
between Norris & Stevens and Owner’s 
representatives.
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PROPERTY MANAGEMENT SUMMARY

THE SYSTEMS

The accounting software we use is Skyline, a 
nationally recognized accounting system, run on a 
Novell based network system. Skyline is likely the 
most widely used property management software 
in the nation. It features a great deal of flexibility in 
reporting, allowing us to customize for each client’s 
particular needs. Each property manager has Skyline 
“on-line” at their desks. Every employee (including 
sales and lease agents) has a company furnished 
computer with sophisticated information such as 
the entire metropolitan tax roll (Metro Scan) and 
Directories USA.

MANAGEMENT THAT WORKS

Each property has its own dedicated client trust 
banking account. There is no commingling of 
account revenues or payables. The reconciliations 
of each account are included at month end with 
the accounting report, originals of all bills that have 
been paid and a written summary of operations and 
leasing relative to the property. Owners’ Statements 
are usually in the mail to the Owners by the fifth of the 
following month. Timing, accuracy, and confidentiality 
are critical to the success of the entire team and are 
guarded diligently.

We encourage our Property Managers to work to 
control costs while monitoring the highest standard for 
the property. Our procedure is to identify the issues 
regarding the property, research the options and 
recommend the course of action we believe is the 

best for the property.

Our goal is to enhance the value of the asset, through 
strong management and leasing. We believe the 
owners deserve a return on their investment, and 
that the value of the asset appreciates with effective 
management.

RESULTS COUNT!

The physical property management, in and of itself, 
is not enough to allow the owner to be successful. 
We believe there needs to be a “team” involving the 
owner’s representative, Apartment Asset Managers, 
on-site staff, sales agents, and, when appropriate, 
specialists such as architects, attorneys, and 
accountants. The firm has the “depth” that allows 
specialists in leasing and sales to be available when 
the need arises. One person should not be doing it 
all; our business has become far too sophisticated 
and sometimes it is dangerous to rely on an individual 
judgement.

The firm encourages its representatives, support 
staff, Apartment Asset Managers, and on-site staff 
to periodically ask the question, “Has my involvement 
in this property made a positive difference?” If the 
answer to this question is yes, we should be proud 
and revel in our accomplishments. If our answer is no, 
then we must strategize among ourselves and with 
the owners to determine what we must do.



900 SW 5th Avenue • 17th Floor • Portland, OR 97204
503.223.3171 • www.norris-stevens.com

INVESTMENT REAL ESTATE SERVICES

PROPERTY MANAGEMENT SUMMARY

ACTION PLAN

On Managed Properties, we review all of the 
following steps.

REVIEW AND UPDATE:

1.	 Information is in place for the accounting system.
2.	 Files are set up.
3.	 Lease profiles are in place.
4.	 Contracts are in place.
5.	 Emergency procedures information with the 

after hours answering service is in place and 
operating.

6.	 Maintenance staff is familiar with the Building.
7.	 Norris & Stevens, Inc. has the keys, plans and 

other pertinent data for the Building.

BUILDING INSPECTION:

1.	 Building inspection, grounds, exterior, roof - 
have the day person accompany in attendance, 
together with several representatives of Norris 
and Stevens.

2.	 Review the current year budget.

PROPERTY MANAGEMENT 
PROGRAM

SEQUENCE OF EVENTS

TWO WEEKS PRIOR TO START DATE:

1.	 Communicate and visit with the existing property 
manager. We believe it is very important to have 
a professional and respectful changeover.

2.	 Receive, as near to the 20th of prior month as 
possible, a schedule of rents, charges and past 
due balances to enable delivery of our billing in 
a timely manner. If possible, try to procure copies 
of all leases and contracts.

3.	 Send a letter to the tenants and vendors. This 
letter would be approved by the owner; a copy 
would be sent to the previous property manager. 
The letter to the tenants includes names and 
telephone numbers of our  personnel for daily 
matters and emergencies.

ONE WEEK PRIOR TO START DATE:

1.	 Set up the accounting system at Norris & Stevens.
2.	 Set up files.
3.	 Review all leases — prepare a brief on each 

lease, profiling pertinent terms such as exclusives, 
rental adjustments, cancellation provisions, pro 
rata share, emergency contacts, or any other 
clause exclusive to the tenant.

4.	 Review contracts with vendors - brief each.
5.	 Set up emergency procedures information with 

the after hours answering service.
6.	 Introduce day personnel to the building.
7.	 Receive keys, plans and other pertinent data 

from the prior property manager.
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PROPERTY MANAGEMENT SUMMARY

PROPERTY MANAGEMENT COMMENCEMENT

FIRST WEEK OF PROPERTY MANAGEMENT:

•	 Telephone tenants to set up meeting dates for the following week.
•	 Telephone contractors and write notice of billing change.
•	 Billing changes to utility companies. Confirm account numbers.

SECOND WEEK:

•	 David Hamilton and the Asset Manager meet with the tenants to discuss tenant concerns, positives and 
negatives.

•	 Building inspection, grounds, exterior, and roof; with several representatives of Norris & Stevens, Inc.

THIRD WEEK:

•	 Write report for owner of inspection, tenant visits and lease/contract briefs. Recommend action items to 
be considered. Advise owner of estimated costs and priorities.

FOURTH WEEK:

•	 Prepare preliminary yearly operating budget.

FIFTH WEEK:

•	 Yearly budget approved by owner ready for input.

SIXTH - EIGHTH WEEKS:

•	 Review operating costs.
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ACCOUNTING SYSTEM

FINANCIAL REPORTS

The Norris & Stevens’ property management accounting system utilizes Skyline, a nationally recognized 
software developed by The Softa Group exclusively for use in real estate property management. 

One of the unique advantages of the Norris & Stevens’ Skyline system is the ability to customize the financial 
reports to meet the needs of the client. Normally, your Owner’s Statement package would consist of the 
following:

MONTHLY RECAP 

A narrative report, written by the Property Manager, which is a general overview of significant activity within the property.

EXECUTIVE SUMMARY 

This is a quick overview of the financial activity for the month.  It shows the totals of Income & Expense, Cash Flow, and NOI.

BUDGET COMPARISON REPORT 

This is the Income Statement for the property that includes both a Month and Year-To-Date column for actuals and the corresponding 
budgets and variances. This report also provides cash flow information.

ANNUAL OPERATING REPORT 

This report shows all the activity on the Budget Comparison Report over a 12 month period.

INCOME & EXPENSE JOURNAL 

This report provides supporting detail by account number and descriptions of transactions occurring within the current month. 
Numbers reflected herein are directly traceable to the Budget Comparison Report by category. This affords our clients the ability 
to review and reconcile quickly and efficiently.

ACTIVITY RECONCILIATION REPORT 

This is, in effect, a detailed listing of activity as summarized on the rent roll. Charges and corresponding payments are shown 
by category & date.

COMMERCIAL RENT ROLL

This is a listing of all tenants at the property showing their Lease Terms, monthly rental, Rent per square foot and any additional 
charges.
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ACCOUNTING SYSTEM

BANK STATEMENT & RECONCILIATION REPORT 

We enclose the monthly bank statement with each Financial Report.  In addition, we also enclose the Bank Statement Reconciliation 
Report.

BUDGET COMPARISON REPORT 

This report shows the cash-in, expense paid, Owner’s Remittance (transfer money market) and the balance of the account.

MANAGEMENT OF DETAIL 

In managing property for others, one of the key elements to our success is clear, concise, timely expense billbacks, which on 
our system are fully computerized. Tenants are traditionally billed on the first of each month for recapture items. The billings are 
followed up with late notices on the 10th and 20th of the month.  The billback task is assigned to a specific person within our 
office with definitive responsibilities within this area.

We find that the diligent management of these billback items such as CAMS, taxes, insurance, and related items. Billback 
expenses represent outstanding revenues and should be precisely managed and accounted for. Attached is an example of the 
billing for a sample tenant.

Our method of handling CAMs for triple net properties is to have Tenants pay monthly estimates as they are displayed on their 
monthly rent invoice. At the end of each year, actual CAM costs are reconciled and the tenant is either billed or credited as 
the case may be. 

Along with this billing is their new monthly estimate for next year. We believe that this process should be completed for each 
property no later than mid-February to have this reconciliation and adjustment shown on their March invoice.

In addition, we are including examples of form letters to tenants relative to late payment, insurance certificates, and CPI or rental 
adjustments.
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SAMPLE ACCOUNTING REPORT
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COMPENSATION FOR SERVICES

PROPERTY MANAGEMENT FEES

We charge a monthly management fee of _____ based on the gross revenues collected for the property 
with a minimum fee of _____.

ADDITIONAL SERVICES

CONSTRUCTION MANAGEMENT FEES

We charge a construction management fee equal to ______ of the total cost of construction costs 
relative to capital expenditures or tenant improvements,  when supervised and overseen by management 
and applicable to costs in excess of ____  per project. Any additional fees will be negotiated with the 
owner prior to the billing of any charges.  

LEASING FEES

Full Service Leases (Office)

Our fee for office leasing is ______ of the total gross aggregate rental over the first 5 years of the lease 
term and ______ thereafter. All lease fees are paid 50% on execution and 50% upon occupancy by tenant 
after full execution of the lease agreement by both parties.

Net Leases (Retail)

Retail leasing shall be net leases and shall be compensated at _____ of the total gross aggregate rental 
over the first five years of the lease and _____ thereafter. All lease fees are paid 50% on execution and 
50% upon occupancy by tenant after full execution of the lease agreement by both parties.

Leases renewals (Office and Retail)

Upon completion of the renewal of an existing lease, our fee will be one half of the  normal fee, _____ for 
Office lease renewals and ______ for Retail/Industrial lease renewals.


