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NEW PROPERTY MANAGEMENT

CHECKLIST

Large Office or Retail Building

I ik}
[ J

BUSINESS CLASS TRAINING

J

"This sample checklist is not finite but you could add your local issues to it, and
then it could be used in the take up of a new Property Management
appointment. You can add your extra factors to the list based on the building,
your location, the client, the tenants, the leases, and local property laws.’

— John Highman. http://commercial-realestate-training.com/

Building:

Location:

Owner:

Date:
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NEW PROPERTY MANAGEMENT CHECK LIST

The Property Manager shall be responsible for ensuring that the following is
obtained/completed.

1. PHYSICAL MANAGEMENT

Notify relevant contractors/suppliers of Management Appointment and request
Insurance/Workcare cover details and Quality Assurance status for Register if not

Presently ON FEOISIEN. ...ocviiiee e sae et sre e O

Request statutory authorities to carry out final reading from settlement or hand
over date in the following circumstances:

e where client has recently purchased Property ... O

e where property has recently been BUIlt ...........cccccovviivieeeiieieeeeeseies e O

Notify all statutory authorities of change of billing address (unless owner instructs
otherwise)

© GBS vveoeeeeee et ]
0 EIECHTICHLY ©.vvoveoeveeeeeeeeeeeeeeeeeseeee e eeeee e e eeeee e es e eeeee e ee e s e es e s eee e eseseses e s e ]
0 TRIEPNONE ovoeeeeeeeeeeeeee ettt er et r et ]
0 COUNCHT oot ]
0 LaANG TAX  covooeeeeeeeeeeeeeee s esee et ]
0 WALET oot ]
0 OMNBIS oot ]
Note: Possible exclusions to the above are:

a) single tenanted BUITAINGS .......coveiieiiicee s O
D) INAUSEIIAL PrOPEILIES .....eeveeiecec e sre e sre e O
C) Strata tiled ProPerties.......cvc e e O

In the above instances, the owner or tenant may elect to notify and pay Statutory
Authority charges direct.

Set up relevant files as per Filing SYStEM ...........o.coovuivvieeiieeeieeeeeeseeesesseeseeenenees O

Establish asbestos audit and environmental Guide Lines for property ................. O
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Check all contracts are in place and if necessary re-tender ..........ccccccevvveveeivereenns O
Complete EMergency CONTAC LISt ...........ooveovveereereeeeisesssesssssssssesssessssessseneenees O
Meet with client (where appropriate) ........ccccoveveiiieiie e O
Notify existing BUIIAING STAFF ..........c.c.covveiveireeiesee e O

Detailed Listings including:

a. Tenancy Schedule, INCIUAING VACANCIES .......cccoiiiiiiiieiie e O
b. Tenant/Debtor details including: Contact Name; Telephone No.; Fax No.; and Billing
AGOTESS .ot e e et O
Notify all tenants of management appoiNtMENT ..........ccocoviiiiiiiiieieie e O
Complete Tenancy Contact LISt .......ccccoceiiiiiiiesece e |

Copies of Leases, Licences & Other:

8. EXECULRA ..vvooeeoeeeeee oo en e [l
D, PIOPOSEA ..ottt ee e e e es e e e es e s e es e s eseeesee e es e O
c. Expired leases for holding-0ver teNants ..........c.ccccevveieiieie e O
d. Standard Lease and Car Park Licence agreement (where applicable) ..................... O
e. Deeds of Surrender, Renewal, Variation & GUArantees ............ccccovcererrvienereienennns [l

Copies of Correspondence (where possible) verifying:

8. THE CUITENE RENE .....ovooveoeeeeeeeee e ese s [l
D. EXEICISEA OPHION ...voveeeeeeeeeee e eeeeee s eeeeseesesese e e eseees e es e s es e s es e es e O
c. Past Rent Reviews (inc. Car Parking) and Lease Renewals ..........c.cccccovvviviiiieinnnns O
d. Letters of Offers to Lease or RENEW LEASE .........cccvvverieiiriiiiisiceeceee e ]

€. ANY INCENLIVE AQIEEMENTS .....eiiviiiiieiie ettt e e re e e e e sraeereeas O
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Insurance
Insurance details of property and a Certificate of CUITENCY ........ccccovvevveieiiieie e, O
Insurance premium and details of cover including outstanding claims .............cccc....... O

Set up Diary Listing to ensure property insurance is reviewed on an annual basis, review
date should coincide with insurance renewal date ............cccocviiiiiiiincnnnce e, O

Details of Monies & Bonds Paid by Tenants

8. LEASING DEPOSIES ....vo.vveeeeeceeoseeeeeessiesseesseessessssess s s ssesssse s asse s ensesessessenssenees O
D. SECUILY BONGS ..vvovveveeeeeeeeeeeeiee st O
C. FIHOUL DEPOSIES ..vvoovveoveeereeeceeseeeeeessssseesseessess s esss s ssesesss s s ensesnseessanssenees O
0. BANK GUATANTEES ........ovooeeeeeeeeeeeeeeeseeseeseess s anesenees O
€. INSUFANCE BONDS ......ooovveeeeeeeseeeeeeeee e O
. Tenancy Tribunal DEPOSITS .....c..ooveiiiiiiiiiie i O

Lease Arrangements

a. Current agency arrangements/agre€mMent ..........ccccvevererereneneseseeiee e O
b. Marketing COMMITMENTS .......coiiiiiiiee s O
C. Is agent aware of all VACANCIES? .......ccoiiiiiiiiiiiieeee e O

Copies of Correspondence for any other agreements with tenants:

= 1 171 OO O]
D. ReNt Free arrangemeNES ........cccoieiiiiieie e O
C. SEOTAGE ATEAS ....vvoveeveeeeeeseeeseeeeeeese s es e s es s s e s ses s en s sese s an e eneed O
0. NAMING RIGNS ©..vvoeoeeeeeeeeeee s O
€. PAIKING vvooeeeeeeeeeeeee et O
TS 2o 1= OO O

Measurements survey of areas of the tenancies within the building or other
schedule of areas as supplied By CIENT .........cc.cooviveieeeeeeceeeeeee e O

Car Parking

a. Plans, incl. Approved plus total number of SPaces ........cccccevviieiiiere e O
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b. Schedule of Allocated Parking Areas .........ccccooeeiiiieiiieiieie e O

Meet with tenant representative from each Lessee company where possible or as
10 =TT SRS

If the property is a strata title (Body Corporate) then the Property Manager shall
be responsible for ensuring that the following additional information is
completed/obtained:

Q. MINUEES BOOK ..ottt L]
b. Body Corporate Seal & REJISIEN .......ccveiieiiiieiiese e O
c. Copy of Certificate Of TItI(S) ...oveivveiieiiieie e |
0. COPY OF SEALA THIE ovooveeveeeeeeeeee e eee e eee e r e e |
e. List of Unit holders and MOIQagees .........ccceeveiiieiieieiiee s |
f. Previous Financial STatemMents ..o s [l
g. Details of Funds held and Bank ACCOUNLS .........ccccveiieiieiieie e |
h. Rules and Regulations, if Varied ..o |
I. CorrespoNdenCE FIlES .......coiiieiice et |
J. Outstanding Legal Issues/DisputeS/MainteNanCe ...........ccccocveveerveiieiieeseesieseeseenens |

2. FINANCIAL MANAGEMENT

Outgoings

a. What is outgoings reCOVEry PEriOU? ......ccoocoiiiiriiieieieie ettt O
b. Are the tenants percentages quoted in the 18aSE? .......cccevcveveiierienie s O
c. Schedule of percentages With the WOrKINGS? ............cooeoveeieiveieresseeesisseeseeesnenees O
d. What estimates of outgoings have been quoted to the tenants? ..........ccccceecvvvvreenee. O

Rent and other charges, account details, including:
a. Copy of the Owners last monthly statement, where possible ..........cccccooevviieinenen. O

b. Copies of the current Standard ChaIGES ...........ccooeeveerreeiieerieeeesesseeeseesseseeseeseneenees O

c. Details of Tenancy arrears as at the date of hand over and details of what action to
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date has been taken t0 rECOVEN SAME ....ooeveeeeeeeeeeeeeeeeee e ]

d. Details of any unbilled charges e.g. Electricity, Keys etCc ........cccoovveiiniiinininnn O

Details of all Outgoings and their Workings. This should include:

a. Estimates for the CUITENT YA ....oooeeeeeeeeeeeeeeeeeee ]
b. Actual Expenditure fOr Prior YEars ... s O
C. Base Year details Of CUITENT IASES .........ovevveeveeeeeereeeeeeeeeeseseseseseseseseses e s eses s ]

d. Statement of Actual Expenditure plus Workings for the last financial year including
details of all Prepaid and AcCrued ACCOUNES ......c.cceiieeiierieeieseese e see e O

e. Details of invoices paid during the current accounting year (property transaction
report) for the property together with a Consolidated Expenditure Report showing the
allocation between recoverable and non-recoverable COSES .......c.ccoovviveieiienciinienne. O

Income and Expenditure Budgets and Cash Flow Projections, including the
ASSUMPTIONS MAAE  ....eiieieiiieeee ettt e re e b e et e seesreeneeereenreeneeas

......................................................................................................................................... [
Details of all works in progress outstanding invoices and purchase orders from
Contractors and confirmation that they are correct to pay .........cccoceveverenincninnne O
Owners Financial Set Up

a. Which bank is the Trust AcCOUNt 10CAtEA ..........oc.ovvevveieeeeeseeeeeseeese e O]
b. Trust ACCOUNt FUNG(S) SEEUP .vo.veeeeeeeeveeeeeeeeeeeeseeesee s O
C. RemMittance AITaNQEIMENT .......cooiiiiiiiieiee e O
0. OWNEIS FINANCIAI YEAI ..o O
e. Is there an existing SINKING FUNO? ..o O
Paid to Date/Instalments paid in respect of:

. COUNCIT RBLES ..ottt ee e e e s ee e O
D, WALET RALES ..o eeee e ee e ee e ee e ee e s ee e es e ee e e eeesee e es e e O
C. LANA TAX oottt ee e eeeee e e et ee e s e O

d. Other Statutory Levies (e.g. Carpark, state defiCit etC) ........cccccvvivriiiviieiiiieieee, O
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3. BUILDING MANAGEMENT
Details of Tenancy Fit-out and/or subsequent alterations including:

a. As built drawings including Services & Specifications (if applicable) ................... O
b. Letter of Consent (plus conditions, if applicable) ..........ccooovveeeeieienvineisrisrienees O
C. SEAtULONY APPIOVAIS ...vveeveeeeeeeeseeesee s O
0. PIANNING PEMMILS ....vo.vveeeeeeeeeeeeeesee s enasenens O
e. Fixtures & Fittings owned by LesSor, if any .......ccccooereieiiniiiiireieeese e O
f. Schedules of condition of Tenancy at commencement of lease ..o O]

Floor Plans of Owners Partitions to be provided including depreciation schedules

Contractors & Consultants Contact List, including but not limited to the following:

8. ATCRITECES ..o ee e eneed O]
D. StUCKUFAL ENGINEETS ......veooveeeeeeieeieeseeeseeeseese st sse s O
C. HYAraUlics ENGINEETS .......veeceeeeeeeeeeeeseesiees s ese s O
0. E1CHICAI ENGINEEIS ....o.veoveoeeeeeeeeeeeeseeseees s ese s O
€. BUIlding COMPIANCE SUIVEY .......ovveeeeeeeeeeeeeeeeeee e O
£, LANG SUIVEYOT oo O
0. QUANTILY SUIVEYOT ..o.vveeeeeeeeeeeeeee e ssse e O
h. Security Licences (including registration detailS) ..........ccccooviniiiiiiniee O
L PIUMDET oo O]
FT = L1411 PP O
K. Fire and ESSENtIal SEIVICES .....ceoiiiiiiiieiesieeee e s O]
I. Fire Evacuation Training CONSUIANT .........cccoiiriiiiienreseses e O
M. AN CONAIIONING +.vooveoeeeeeeee s O
N. Water TreatmMENtTESHING ......oveuvveeeeieeeeeeeeeeeseese e eseesees s s essesss s O
0. Lifts AN ESCAIALOTS ........vooveeeeeeeeeeeeeeeseeeseees s es s O

ST IOTe 111111 PPN O
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L] v = OO O
F. AULOMALIC DOOIS ....ooveeeeeeeieeeeieesees s ese et es s es s enesenees O]
S. Directory Board/SIgNAgE .......ccceoeeieiiriiiiirie et O
t. SWING SCAffOIA/BMU  ...cooooveoveeeceeeeeeeeeeeee s O
VIO 4=, PPN O
Vo SUMP PUMPS oot O
W. SAtEllite TV SYSIEMS ...vvoveeveoeeeeeeeieeeeesiess s essse s s O
X. COMMUNICALIONS .vooveoveoeeoeesseeeeessesse e eess s ss s en e O]
Y. ClEaniNg COMMIACION .......cvv.iveoeeeeeoieieeeeeeseeesieseeesseess s ssss s O
Z. Others (INC. ASDESIOS) .......eerveeieeeieeeieeeeseeeseessseesssese s ssesessessss s sesssesanseenees O
L. RUDDISN REMOVAL .....oovooeeeececeeeee s O]
b1. Building Management SYSTEMS ........cccooiriiiiiiieieie s O
T 0107111 [P OON O]
d1. Landscaping/GardeNing .......ccoceeeeieierieresie ettt O

These details should include a Contact Name, the Address and Business hours and
after hours telephone/fax number(s)

Details of utilities, account number that the owner is liable for and confirmation of
the areas served by same:

Electricity - House Power

@ TENANCIES ..veoveeeeeeeeeeee e ]
Telephone/Faxes
o BUIAING MANAGET .veveoeeeeeeeeee et es e ]
0 PUDIC PRONES ...ooveooveoceeeeeee e ]
0 BIMS SYSIEIM .o eeeees e ee e esee e sse e ]
© BMU PRONE ...ooooveiiieeieesese s [
0 LIft PRONES ..o [l
@ SECUMLY SYSEEIMS ...vvoveveeeeeeeeeeeeeeeeeeees s eeeeeseees e eseseee e |
Gas o Al CONAIIONING ....veoveeeeeeeeee e ]
L 0 - OO [l
oil e Quantity reading and location of tank .........c..cccceevieiiiiiiieinnn, ]

Water
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Meter REAING ......eoveeeeeeereeeeeeeeee e es s ]
Keys
a. Details of Restricted Master Key System, if installed .............cooeiiiiiniiiineen ]
D. KEY REGISIET .....voeveecveeeeeeese st sss s enesanees ]
C. DEtails OF KEYS ISSUBH .......vveveeceeeeeceeseeeseeese e ]

d. An authority addressed to the appropriate party advising First National will
now be responsible for ordering KeYS ........ccoeieiiiiini e ]

e. Obtain all spare keys from CHent/agent ..........covveieieie i ]

Details of the Access Control/Security System including:

a. Manuals and ACCESS COUESIKEYS ..........vvrreireimreereesesseeessessseesssssssssessseesssasseenees ]
b. Allocation of Cards & PIAStIC KEYS ..........cc.oeveeeveereeireeiseeissessessisssessessssessssnseenees ]
c. Location of Control Panel/Programmer ..........ccocoeeienenene e ]
d. List of Current Card/Key HOIUETS ..........c.covveiveieeeeeesesseeseeeseeessessiessesseeesssssseenees ]
e. OBtain all SPAre CANASIKEYS ........vveveeeeereeeseesseeeeeese s s sse s aneeenees ]
f. Remote Control Handsets (if @NY) .......cc.ccooeivveieeieeesissessieseeesseesss e ]

All Maintenance Manuals and Plans for the building and Contract Specification as
prepared by Consultants/Contracts including but not limited to the following:

8. SEIUCKUPAL ovoooveoeeeeeceeee e en e [l
D HYAFAUIC oot ee e es s s e es e s ee e s e e O
=1 1o 1o OO [l
. SBOUMLY  ovvrveeeeeee ettt e e e e s e s e e es e s e e s ee s e e s s es e s e O
€. FITE SEIVICES ...vvovveeeeeceeeeeeee e e ss e s en s [l
f. FIFE EVACURLION ..ooveooeeeeeeeeeceeeeeeeeeeeeeee e ]
0. MEChaNICal SEIVICES ....ccviiiiiciie et e e re e O
Do LIFES  evtvnoeeeeessss s l
I ESCAIALONS ...vo.veeoveoceeeee e ]
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K. GAIAGE DIOOIS ..cveeeeeeeeeeee et eeee e ee e es st en s O
L BMU oo [
M. COMMUNICALIONS <...v.veeveeeeeeeeeeesee st es e enesanees O
N TV SYSIEIMS oot sss s en s O
0. OHNEIS oo sttt O
ST O 4T PPN O
0. ASDESIOS REGISIET .....vveeveeeeoeeeeeeeseee s an s s sessessenasenees O
r. Facade Maintenance ArrangemeNntS .........cccoioiriieiererenesiesese e O

Copies of all Contracts, including letters of offer and acceptance for the supply of
goods and services, to or in respect of the building for services listed above.

Cleaning: The following information is required:

8. COPY OF CONMTACE .....voovveeeeeeeseeseeese s seess s ses s eneeanees O
D. COPY OF SPECHICALION ....vveoeeeeeceeee et ]
C. Tenant charging detailS ..o ]
d. Original teNder EtailS ..........co.iveieeeeeeeeeeeseee e ]
e. Special cleaning requirements
© FOTECOUN ...vooveeoeeeeeeeeeeeseees et ]
0 FOVET oottt s ettt ettt ettt et ]
L ] OO ]
L o OO ]

Details of Emergency Procedures Manual together with a list of floor wardens etc

and nominated training COMPANY ........ccccoiviiieiieiie e ]

Copies of any reports prepared by Consultants (Pre Purchase/Due Diligence,

Asbestos Survey, StruCtural tC) ........cooiveiiiie e ]

Details of the type, supplier and location and no's of spaces:

o Floor Coverings (inc Carpet/Tiles/StoneWOrk) ........cccocevvevirieniniinieieie e ]
0 COIING THIES oo e s e e O

10
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@ LGNE FIEENGS cooveoeeeeeeeeee ettt ]
0 EXEEIION GIASS ..ot ee e ee e ]
0 OhBIS oot e et ee et ]
Copies of Warranties - any warranties still current ............ccooccovivviiiiiiinniinns O
Floor loading details including heavy load area plans ... O

Hours of Operation

a. MeChaniCal PIANT .........coiiiiii e O
D. PUDIIC ACCESS  .eeeieieie ettt bbbttt bbb O
c. What holidays have been programmed? ...........cccoveiiiieiiieie s O
d. Location of time clocks and services they Operate ..........cccccevvevverecieseesesie s |
Lift Phones: Direct to contractor or anSWering SErVICe ..........cccevveveeiieervesieeseesnesnenns |

After hours operation of Air Conditioning

a. How is after hours air conditioning OPerated? ........cccceeerenirineninieiesese e O
D. LOCALION OF MELES ....voeveeeeeeeecieeieeseeesseese st O
C. AQreed COSE PEI NOUN ...t bbb O
0. Charges QUL T0 0ALE .......c.eecveeeeeeeeeeeeeeeseeesees s O
I T I £=0 1o 13T OO O
Gardening: Has a watering system been installed, if so, how is it operated? ............. ]
Outstanding BUIAING WOTKS .........ovuuveieeeeeeeeeeeeeee s ]
Defects List under Building Contract or from SUrVEeY? ........cccoeieiinincnenenenens ]

Are performance monitors to be completed for the building? If yes then,
1. Distribution list for information ... ]

2. Frequency for information to be iSSUEd .......ccccceeiieieiieceee e ]

Are Tenancy Request Analysis documents to be produced for this building? If yes
then,

1. Isitto include all or some of the teNANCIES? ...ooeeiieeeeeeeee e L]
2. What analysis headings are to be used:

e Air conditioning

- Electrical = GONEIAL oo ]
- Lamp ReplacemMeNt .........cc.covveevvereeieseeesrssieneenn, ]
0 PIUMDING oot ]

11
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e Fire Protection - GENEral ..o ]

= SPHNKIEE oo ]

L 1Yo = OO ]

© PAINIING oot ]

e Cleaning = BUIING oo ]

= TENANCY oo ]

® MEChANICAl SEIVICES .....o.vooeeeieeeeseeeeeesees e ]

@ SECUMLY .oveoeeoeecieseeesees e s s s ]

© LIS oooeoieeeesneeeess st [

o General MaintenanCe - DOOK ......ccooieiiieiieice s ]

= FUMNITUTE oo ]

= WINAOWS oo ]

01111 ¢ ]

L 011111 £ OO ]
Planned works for the property

. PAINING  cvvvveeeeee ettt e et e s e e es s ee e s eee s ee e s s ee s en e ]

B. MEChANICAI PIANE ......oovvoeeeeeeeeeeeee s ]

C. E1CHACAI WOTKS €I ....vveoveoeeeeeeeeeeeeee e esnees e ]

4. MERCHANTS ASSOCIATION ARRANGEMENTS FOR
RETAIL ELEMENT

Is there a promotions fUNA? ......c.ooiiiiii s ]
EXIStING COMMITMENTS ..o eee s eeeeesee s eseeese e es e ese e eseseneeeses ]
What contributions are collected from the tenant? ... ]
WHETe are FUNOS NEIOA? ... ]

12
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SUMMARY CHECKLIST:

Income

e Rental income

EXxpenses
e Statutories

13
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O
e Legals
I:I ...........................................................................................................................
Sundry
o Leases
o Copies
I:I ...............................................................................................................

e Licences

o Originals

14
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e As built drawings
o Electrical

e Management fee and agreements

15
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e Rent profiles
o Face

e Budgets and historic financials (all types)

This list can be expanded as the property type requires. Be aware of the
property needs, and modify the list accordingly.

Note: All the information contained herein is for general information and education purposes

only. While we endeavor to keep the information up to date and correct, we make no
representations or warranties of any kind, express or implied, about the completeness,
accuracy, reliability, suitability or availability with respect to the information, products,

services, or related graphics contained in this resource and or on http://commercial-realestate-
training.com for any purpose. Any reliance you place on such information is therefore strictly

at your own risk in all respects.

17
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