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Commercial Property Management Division
	Managed Property New Lease Checklist



Landlord

Tenant

Property Name










Date

Prior to lease execution we should have received, reviewed and/or approved of the following items:

	Item Description
	Broker
	Office

Mgr
	Lease

Admin
	Filing

	1.
Signed agreement outlining the terms and conditions under which 
the 
lease document shall be drawn
	
	
	
	

	
	
	

	2.
If applicable, documentation outlining the scope of work that Landlord has agreed to perform prior to Tenant’s occupying of space
	
	
	
	

	
	
	

	3.
A copy of Tenant’s financials for review and approval by Landlord
	
	
	
	

	
	
	

	4.
A copy of the Homeland Security background check (when required)


	
	
	
	

	Once this information is received, reviewed and/or approved, a copy of the above listed items, together with the following information, should be compiled for the “client file”:



	1.
A fully Executed Lease Document


	
	
	
	

	
	
	

	2.
E-Mailing Billing Authorization


	
	
	
	

	
	
	

	3.
ACH Payment Authorization (future request)


	
	
	
	

	
	
	

	4.
Lease Abstract


	
	
	
	

	
	
	

	5.
Commission Sheet


	
	
	
	


