	ATTACHMENT 3
Site-Visit Inspection Report



	Uniform Monthly Property Management Report




[bookmark: _Toc169587303]AMP #       
<REPORT MONTH> 
1. Property Narrative 









2. Physical Occupancy 
	a
Unit Type
	b
Total Units
	c
Occupied Units
	d
Mod Rehab
	e
Make Ready
	f
Vacant Units
	c/b %
Gross Occupancy
	c/(b-c)%
Adjusted
Occupancy

	1 brm
	
	
	
	
	
	
	

	2 brm
	
	
	
	
	
	
	

	3 brm
	
	
	
	
	
	
	

	4 brm
	
	
	
	
	
	
	

	5 brm
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	



3. Waiting List
	Unit Type
	Number of Applications

	
	Total
	RRO1
	PEO3
	PEO1

	1 brm
	
	
	
	

	2 brm
	
	
	
	

	3 brm
	
	
	
	

	4 brm
	
	
	
	

	5 brm
	
	
	
	


** RRO1 = application approved / ready to be housed / awaiting ready unit **
** PEO3 = passed credit and criminal check: pending other verification **
** PEO1 = application received **

4. Move-Ins, Move-Outs, and Unit Turnaround Time
	
	This Month
	Year-to-Date

	Move-ins
	
	

	Move-outs
	
	

	Evictions (included with move-outs)
	
	

	Make-ready time
	
	

	Lease-up time
	
	

	Total Turnaround 
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5. List All Vacant Units and Their Status
	Address
	Bdrm
	Projected Ready Date (mm/ dd/ yy)
	Anticipated  Lease Date
(mm/ dd /yy)
	Application Approved and Waiting?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Continue on a separate sheet if necessary.

 6. Customer Traffic 
	Walk-ins inquiring about the property 
	

	Telephone inquiry calls
	

	Applications taken
	

	Interest letters with brochures sent
	


 
7. Promotions and Advertising Narrative









8. Recertifications / Annual
	Outstanding at start of month 
	

	Due to be completed this month
	

	Completed for this month 
	

	Ending backlog
	



9. Annual Unit Inspections
	Total units to be inspected for the year 
	

	Number completed: start of month 
	

	Number inspected for the month
	

	Number completed: year to date
	

	Total left to be inspected for the year
	



	Have all building system inspections been completed
	YES or NO

	If yes, please enter date
	/       /     
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10. Lease Enforcements
	Lease warnings issued
	

	Lease violations issued
	

	Abandonment letters
	

	30-day lease terminations
	

	72-hour lease terminations
	



11. Evictions
List all tenants on formal eviction/court summons, then all households for whom a judgment was issued, the date of the judgment and the action (dismissal, eviction, etc.)
	Resident Name
	Reason (30-day/72-hour)
	Summons Date
	Judgment Action

	
	
	
	

	
	
	
	

	
	
	
	


Continue on a separate sheet if necessary.

12. Non-Emergency Work Orders
	Beginning balance
	

	Received
	

	Closed
	

	Ending balance
	



	Total work orders for the month
	

	Total work orders for the year
	



13. Emergency Work Orders
	
	This Month
	Year-to-Date

	Requested
	
	

	Completed within 24 hours
	
	

	Percent completed within 24 hours
	
	



14. Rent Collections
	
	This Month

	Rent charges
	

	Other charges
	

	Total new charges
	

	Arrears, tenants in possession
	

	Total charges
	

	Collections
	

	Amount outstanding
	

	Collection rate
	





	Uniform Monthly Property Management Report
 



[bookmark: _Toc169587306]AMP #       
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15. Delinquencies
	OUTSTANDING ACCOUNTS

	Total number of households
	

	Amount
	

	Number under up-to-date repayment agreements
	

	Amount under up-to-date repayment agreements
	

	Number under legal (other than repayment agreements)
	

	Amount under legal (other than repayment agreements)
	

	Amount not under repayment agreements or legal
	




16. Aged Payable Summary Report
	
	Current
(1-30 Days)
	Over 30 Days
	Over 60 Days
	Over 90 Days

	Totals:
	
	
	
	




17. Security Report
List number of Security Incidents at project by category.  Management Agent should attempt to obtain Police Incident Reports where available.  On a quarterly basis compare total project incidents with crime statistics in the community at large.
	Type
	Vandalism
	B&E
	Assault
	Aggravated
Assault
	Robbery
	Drug Related
	Other
	Total

	Number of
Incidents
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18. Capital Fund Tracking Report
	Capital Item
	Estimated Completion Date
	Next Action Required (Date)
	Current Status
	Budgeted Amount
	Actual Cost

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	

	


	
	
	
	
	


Continue on a separate sheet if necessary.
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19. Utility Consumption Report

Number of Units:
	
	Electricity
	Gas

	Date
	KWH
	Bill Amt.
	THERM
	Bill Amt.

	Jan-07
	
	
	
	

	Feb-07
	
	
	
	

	Mar-07
	
	
	
	

	Apr-07
	
	
	
	

	May-07
	
	
	
	

	Jun-07
	
	
	
	

	Jul-07
	
	
	
	

	Aug-07
	
	
	
	

	Sep-07
	
	
	
	

	Oct-07
	
	
	
	

	Nov-07
	
	
	
	

	Dec-07
	
	
	
	

	Total
	
	
	
	

	Average
	
	
	
	

	

	Jan-08
	
	
	
	

	Feb-08
	
	
	
	

	Mar-08
	
	
	
	

	Apr-08
	
	
	
	

	May-08
	
	
	
	

	Jun-08
	
	
	
	

	Jul-08
	
	
	
	

	Aug-08
	
	
	
	

	Sep-08
	
	
	
	

	Oct-08
	
	
	
	

	Nov-08
	
	
	
	

	Dec-08
	
	
	
	

	Total
	
	
	
	

	Average
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20. Monitoring Project Performance Summary Evaluation
Please comment where monthly performance indicators are below specified levels.  Continue on a separate sheet if necessary.

Physical Occupancy (#2)
Comment if adjusted occupancy is below 95%.  Include discussion of waiting list, move-ins, move-outs, unit turnaround time, customer traffic and marketing efforts.











Recertification (#8)
Comment if completion rate – outstanding at start of the month + due to be completed for the month is less than 98%.











Annual Unit Inspections (#9)
Comment if scheduled unit inspections completed are below 98% of scheduled amount.
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20. Monitoring Project Performance Summary Evaluation (Continued)
Please comment where monthly performance indicators are below specified levels.  Continue on a separate sheet if necessary.

Lease Enforcement (#10)
Comment if lease enforcement actions leading to lease termination are greater than the annualized monthly average.










Non-Emergency Work Orders (#12)
Comment where there are any outstanding work orders not closed out at the end of the month.












Emergency Work Orders (#13)
Comment where percentage of emergency work orders completed within 24 hours is less than 100%.
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20. Monitoring Project Performance Summary Evaluation (Continued)
Please comment where monthly performance indicators are below specified levels.  Continue on a separate sheet if necessary.

Rent Collections (#14)
Comment where collection rate is less than 97%. Include discussion of delinquencies, repayment agreements or other legal agreements.










Accounts Payable Aging Summary Schedule (#16)
Comment on all Accounts Payable that are not in dispute over 30 days.













Security Report (#17)
Comment if number of monthly incidents is increasing or if quarterly total project incidents is higher than crime statistics in the community at large.


	ATTACHMENT 1
Monthly Property Management Report


	Page 1-1

2. A. Statement of Revenue and Expenses 
	Statement of Revenue and Expenses 
AMP #____
For the Month Ending <Date>

	
	Operating Fund
	Capital Fund
	Total

	Operating Income:
	
	
	

	Gross Potential Rent
	
	
	

	  Less:  Vacancy Loss Rent
	
	
	

	Net Tenant Rental Revenue
	
	
	

	
	
	
	

	Gross Potential Subsidy
	
	
	

	  Less:  Subsidy Loss - Vacancy 
	
	
	

	  Less:  Subsidy Loss - Proration 
	
	
	

	Net Operating Subsidy
	
	
	

	
	
	
	

	HUD PHA Operating Grant-CFP
	
	
	

	Other Tenant Charges
	
	
	

	Excess Utilities
	
	
	

	Investment Income
	
	
	

	Fraud Recovery
	
	
	

	Non-Dwelling Rent
	
	
	

	Other Income
	
	
	

	Total Operating Income
	
	
	

	
	
	
	

	Operating Expenditures:
	
	
	

	Administrative  
	
	
	

	Administrative Salaries
	
	
	

	Employee Benefits - Administrative
	
	
	

	Auditing Fees
	
	
	

	Management Fees
	
	
	

	Bookkeeping Fees
	
	
	

	Advertising and Marketing
	
	
	

	Office Expenses
	
	
	

	Legal Expense
	
	
	

	Travel
	
	
	

	Other Administrative Costs
	
	
	

	Total Administrative
	
	
	

	
	
	
	

	Asset Management Fees
	
	
	

	
	
	
	

	Tenant Services
	
	
	

	Tenant Services - Salaries
	
	
	

	Employee Benefits - Tenant Services
	
	
	

	Relocation Costs
	
	
	

	Tenant Services-Other
	
	
	

	Total Tenant Services
	
	
	



2. A. Statement of Revenue and Expenses (continued)
	
	Operating Fund
	Capital Fund
	Total

	Utilities
	
	
	

	Water
	
	
	

	Electricity
	
	
	

	Gas
	
	
	

	Fuel
	
	
	

	Sewer
	
	
	

	Other_________________
	
	
	

	Total Utilities
	
	
	

	
	
	
	

	Maintenance
	
	
	

	Labor
	
	
	

	Employee Benefits - Maintenance
	
	
	

	Maintenance Materials
	
	
	

	Maintenance Contracts:
	
	
	

	Garbage and Trash Removal Contracts
	
	
	

	Heating & Cooling Contracts
	
	
	

	Snow Removal Contracts
	
	
	

	Elevator Maintenance
	
	
	

	Landscape & Grounds Contracts
	
	
	

	Unit Turnaround Contract
	
	
	

	Electrical Contracts
	
	
	

	Plumbing Contracts
	
	
	

	Extermination Contracts
	
	
	

	Janitorial Contracts
	
	
	

	Routine Maintenance Contracts
	
	
	

	Other Misc. Contract Costs
	
	
	

	Total Maintenance
	
	
	

	
	
	
	

	Protective Services
	
	
	

	Protective Services - Labor
	
	
	

	Employee Benefits - Protective Services
	
	
	

	Protective Services Contract Costs
	
	
	

	Protective Service Other
	
	
	

	Total Protective Services
	
	
	

	
	
	
	

	Insurance
	
	
	

	Property
	
	
	

	General Liability
	
	
	

	Worker's Comp.
	
	
	

	Other Insurance
	
	
	

	Total Insurance Expense
	
	
	



2. A. Statement of Revenue and Expenses (continued)
	
	Operating Fund
	Capital Fund
	Total

	General Expenses
	
	
	

	Other General Expense
	
	
	

	Compensated Absences
	
	
	

	Payments In Lieu of Taxes
	
	
	

	Bad Debt-Tenants
	
	
	

	Severance Expense
	
	
	

	Total General Expenses
	
	
	

	
	
	
	

	Total Operating Expenditures
	
	
	

	
	
	
	

	Net Operating Income
	
	
	

	
	
	
	

	Other Financial Items-Sources & (Uses)
	
	
	

	Operating Transfers In 
	
	
	

	Operating Transfers Out
	
	
	

	Inter AMP Excess Cash Transfer In
	
	
	

	Inter AMP Excess Cash Transfer Out
	
	
	

	Transfers from Program to AMP
	
	
	

	Transfers from AMP to Program
	
	
	

	HUD Grants-Capital Contributions
	
	
	

	Debt Service Payment (Principal & Interest)
	
	
	

	Extraordinary Maintenance
	
	
	

	Capital Expenditures
	
	
	

	Other Items (PYA)_______________
	
	
	

	Total Other Financial Items
	
	
	

	
	
	
	

	Net Income before Depreciation
	
	
	

	
	
	
	

	Depreciation Expense
	
	
	

	
	
	
	

	Net Income
	
	
	





2. B. Balance Sheet
	Balance Sheet 
AMP #____
<Date>

	ASSETS

	Current Assets
	

	Cash-General Fund
	

	Tenant Accounts Receivable
	

	Allowance for Doubtful Accounts
	

	Accrued Interest Receivable
	

	Prepaid Insurance
	

	Maint. Materials Inventory
	

	Investments
	

	Total Current Assets
	

	
	

	Restricted Assets
	

	Reserve for Replacement
	

	Reserve for Taxes & Insurance
	

	Total Restricted Assets
	

	
	

	Fixed Assets
	

	Land
	

	Dwelling Structures
	

	Nondwelling Structures
	

	Equipment
	

	Accumulated Depreciation
	

	Total Fixed Assets
	

	
	

	Total Assets
	

	
	

	LIABILITIES & EQUITY

	Current Liabilities
	

	Accounts Payable Vendor
	

	Tenant Security Deposits
	

	Wages Payable/ Payroll Liabilities
	

	Payment in Lieu of Taxes
	

	Accrued Employee Leave 
	

	Deferred Credit-Other
	

	Total Current Liabilities
	

	
	

	Long Term Liabilities
	

	Notes Payable
	

	Total Long Term Liabilities
	

	
	

	Total Liabilities
	

	
	

	Equity
	

	Investment in Net Fixed Assets
	

	Unrestricted Net Assets
	

	Restricted Net Assets
	

	Net Income (Loss)
	

	Total Equity
	

	
	

	Total Liabilities & Equity
	


 
2. C. Budget to Actual Comparative
	[bookmark: RANGE!B1:I120]Statement of Revenue and Expenses
AMP #____

	For the Month Ending <Date>

	
	Current Month 
	Current Month Budget
	Variance      
	Year to Date 
	Year to Date Budget
	Variance
	Percent of Budget

	OPERATING INCOME:
	
	
	
	
	
	
	

	Gross Potential Rent
	
	
	
	
	
	
	

	  Less:  Vacancy Loss Rent
	
	
	
	
	
	
	

	Net Tenant Rental Revenue
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Gross Potential Subsidy
	
	
	
	
	
	
	

	  Less:  Subsidy Loss - Vacancy 
	
	
	
	
	
	
	

	  Less:  Subsidy Loss - Proration 
	
	
	
	
	
	
	

	Net Operating Subsidy
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	HUD PHA Operating Grant-CFP
	
	
	
	
	
	
	

	Other Tenant Charges
	
	
	
	
	
	
	

	Excess Utilities
	
	
	
	
	
	
	

	Investment Income
	
	
	
	
	
	
	

	Fraud Recovery
	
	
	
	
	
	
	

	Non-Dwelling Rent
	
	
	
	
	
	
	

	Other Income
	
	
	
	
	
	
	

	  Total Operating Income
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	OPERATING EXPENDITURES:
	
	
	
	
	
	
	

	Administrative  
	
	
	
	
	
	
	

	Administrative Salaries
	
	
	
	
	
	
	

	Employee Benefits – Administrative
	
	
	
	
	
	
	

	Auditing Fees
	
	
	
	
	
	
	

	Management Fees
	
	
	
	
	
	
	

	Bookkeeping Fees
	
	
	
	
	
	
	

	Advertising and Marketing
	
	
	
	
	
	
	

	Office Expenses
	
	
	
	
	
	
	

	Legal Expense
	
	
	
	
	
	
	

	Travel
	
	
	
	
	
	
	

	Other Administrative Costs
	
	
	
	
	
	
	

	  Total Administrative
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	  Asset Management Fees
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Tenant Services
	
	
	
	
	
	
	

	Tenant Services - Salaries
	
	
	
	
	
	
	

	Employee Benefits - Tenant Services
	
	
	
	
	
	
	

	Relocation Costs
	
	
	
	
	
	
	

	Tenant Services-Other
	
	
	
	
	
	
	

	  Total Tenant Services
	
	
	
	
	
	
	



2. C. Budget to Actual Comparative (continued)
	
	Current Month 
	Current Month Budget
	Variance      
	Year to Date 
	Year to Date Budget
	Variance
	Percent of Budget

	Utilities
	
	
	
	
	
	
	

	Water
	
	
	
	
	
	
	

	Electricity
	
	
	
	
	
	
	

	Gas
	
	
	
	
	
	
	

	Fuel
	
	
	
	
	
	
	

	Sewer
	
	
	
	
	
	
	

	Other________________
	
	
	
	
	
	
	

	  Total Utilities
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Maintenance
	
	
	
	
	
	
	

	Labor
	
	
	
	
	
	
	

	Employee Benefits - Maintenance
	
	
	
	
	
	
	

	Maintenance Materials
	
	
	
	
	
	
	

	Maintenance Contracts:
	
	
	
	
	
	
	

	Garbage and Trash Removal Contracts
	
	
	
	
	
	
	

	Heating & Cooling Contracts
	
	
	
	
	
	
	

	Snow Removal Contracts
	
	
	
	
	
	
	

	Elevator Maintenance
	
	
	
	
	
	
	

	Landscape & Grounds Contracts
	
	
	
	
	
	
	

	Unit Turnaround Contract
	
	
	
	
	
	
	

	Electrical Contracts
	
	
	
	
	
	
	

	Plumbing Contracts
	
	
	
	
	
	
	

	Extermination Contracts
	
	
	
	
	
	
	

	Janitorial Contracts
	
	
	
	
	
	
	

	Routine Maintenance Contracts
	
	
	
	
	
	
	

	Other Misc. Contract Costs
	
	
	
	
	
	
	

	  Total Maintenance
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Protective Services
	
	
	
	
	
	
	

	Protective Services - Labor
	
	
	
	
	
	
	

	Employee Benefits - Protective Services
	
	
	
	
	
	
	

	Protective Services Contract Costs
	
	
	
	
	
	
	

	Protective Service Other
	
	
	
	
	
	
	

	  Total Protective Services
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Insurance
	
	
	
	
	
	
	

	Property
	
	
	
	
	
	
	

	General Liability
	
	
	
	
	
	
	

	Worker's Comp.
	
	
	
	
	
	
	

	Other Insurance
	
	
	
	
	
	
	

	  Total Insurance Expense
	
	
	
	
	
	
	



2. C. Budget to Actual Comparative (continued)
	
	Current Month 
	Current Month Budget
	Variance      
	Year to Date 
	Year to Date Budget
	Variance
	Percent of Budget

	General Expenses
	
	
	
	
	
	
	

	Other General Expense
	
	
	
	
	
	
	

	Compensated Absences
	
	
	
	
	
	
	

	Payments In Lieu of Taxes
	
	
	
	
	
	
	

	Bad Debt-Tenants
	
	
	
	
	
	
	

	Severance Expense
	
	
	
	
	
	
	

	 Total General Expenses
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	 Total Operating Expenditures
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	 Net Operating Income
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Other Financial Items-Sources & (Uses)
	
	
	
	
	
	
	

	Operating Transfers In 
	
	
	
	
	
	
	

	Operating Transfers Out
	
	
	
	
	
	
	

	Inter AMP Excess Cash Transfer In
	
	
	
	
	
	
	

	Inter AMP Excess Cash Transfer Out
	
	
	
	
	
	
	

	Transfers from Program to AMP
	
	
	
	
	
	
	

	Transfers from AMP to Program
	
	
	
	
	
	
	

	HUD Grants-Capital Contributions
	
	
	
	
	
	
	

	Debt Service Payment (Principal & Interest)
	
	
	
	
	
	
	

	Extraordinary Maintenance
	
	
	
	
	
	
	

	Capital Expenditures
	
	
	
	
	
	
	

	Other Items (PYA)________________
	
	
	
	
	
	
	

	  Total Other Financial Items
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	  Net Income before Depreciation
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Depreciation Expense
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	  Net Income
	
	
	
	
	
	
	





2. D. Comparative Balance Sheet
	Comparative Balance Sheet – FY 2008
AMP #____

	
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep

	ASSETS
	
	
	
	
	
	
	
	
	
	
	
	

	Current Assets
	
	
	
	
	
	
	
	
	
	
	
	

	Cash-General Fund
	
	
	
	
	
	
	
	
	
	
	
	

	Tenant Accounts Receivable
	
	
	
	
	
	
	
	
	
	
	
	

	Allowance for Doubtful Accounts
	
	
	
	
	
	
	
	
	
	
	
	

	Accrued Interest Receivable
	
	
	
	
	
	
	
	
	
	
	
	

	Prepaid Insurance
	
	
	
	
	
	
	
	
	
	
	
	

	Maintenance Materials Inventory
	
	
	
	
	
	
	
	
	
	
	
	

	Investments
	
	
	
	
	
	
	
	
	
	
	
	

	Total Current Assets
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Restricted Assets
	
	
	
	
	
	
	
	
	
	
	
	

	Reserve for Replacement
	
	
	
	
	
	
	
	
	
	
	
	

	Reserve for Taxes & Insurance
	
	
	
	
	
	
	
	
	
	
	
	

	Total Restricted Assets
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Fixed Assets
	
	
	
	
	
	
	
	
	
	
	
	

	Land
	
	
	
	
	
	
	
	
	
	
	
	

	Dwelling Structures
	
	
	
	
	
	
	
	
	
	
	
	

	Non-dwelling Structures
	
	
	
	
	
	
	
	
	
	
	
	

	Equipment
	
	
	
	
	
	
	
	
	
	
	
	

	Accumulated Depreciation
	
	
	
	
	
	
	
	
	
	
	
	

	Total Fixed Assets
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL ASSETS
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	LIABILITIES & EQUITY
	
	
	
	
	
	
	
	
	
	
	
	

	Current Liabilities
	
	
	
	
	
	
	
	
	
	
	
	

	Accounts Payable Vendor
	
	
	
	
	
	
	
	
	
	
	
	

	Tenant Security Deposits
	
	
	
	
	
	
	
	
	
	
	
	

	Wages Payable/ Payroll Liabilities
	
	
	
	
	
	
	
	
	
	
	
	

	Payment in Lieu of Taxes
	
	
	
	
	
	
	
	
	
	
	
	

	Accrued Employee Leave 
	
	
	
	
	
	
	
	
	
	
	
	

	Deferred Credit-Other
	
	
	
	
	
	
	
	
	
	
	
	

	Total Current Liabilities
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Long Term Liabilities
	
	
	
	
	
	
	
	
	
	
	
	

	Notes Payable
	
	
	
	
	
	
	
	
	
	
	
	

	Total Long Term Liabilities
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL LIABILITIES
	
	
	
	
	
	
	
	
	
	
	
	



2. D. Comparative Balance Sheet (continued)
	
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep

	Equity
	
	
	
	
	
	
	
	
	
	
	
	

	Investment in Net Fixed Assets
	
	
	
	
	
	
	
	
	
	
	
	

	Unrestricted Net Assets
	
	
	
	
	
	
	
	
	
	
	
	

	Restricted Net Assets
	
	
	
	
	
	
	
	
	
	
	
	

	Net Income (Loss)
	
	
	
	
	
	
	
	
	
	
	
	

	Total Equity
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL LIABILITIES & EQUITY
	
	
	
	
	
	
	
	
	
	
	
	




2. E. Comparative Statement of Revenue and Expenses
	Comparative Statement of Revenue and Expenses
AMP #____
FY 2008

	
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	Operating Income:
	
	
	
	
	
	
	
	
	
	
	
	
	

	Gross Potential Rent
	
	
	
	
	
	
	
	
	
	
	
	
	

	Less:  Vacancy Loss Rent
	
	
	
	
	
	
	
	
	
	
	
	
	

	Net Tenant Rental Revenue
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Gross Potential Subsidy
	
	
	
	
	
	
	
	
	
	
	
	
	

	Less:  Subsidy Loss - Vacancy 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Less:  Subsidy Loss - Proration 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Net Operating Subsidy
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	HUD PHA Operating Grant-CFP
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other Tenant Charges
	
	
	
	
	
	
	
	
	
	
	
	
	

	Excess Utilities
	
	
	
	
	
	
	
	
	
	
	
	
	

	Investment Income
	
	
	
	
	
	
	
	
	
	
	
	
	

	Fraud Recovery
	
	
	
	
	
	
	
	
	
	
	
	
	

	Non-Dwelling Rent
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other Income
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Operating Income
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Operating Expenditures:
	
	
	
	
	
	
	
	
	
	
	
	
	

	Administrative  
	
	
	
	
	
	
	
	
	
	
	
	
	

	Administrative Salaries
	
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Benefits - Administrative
	
	
	
	
	
	
	
	
	
	
	
	
	

	Auditing Fees
	
	
	
	
	
	
	
	
	
	
	
	
	

	Management Fees
	
	
	
	
	
	
	
	
	
	
	
	
	

	Bookkeeping Fees
	
	
	
	
	
	
	
	
	
	
	
	
	

	Advertising and Marketing
	
	
	
	
	
	
	
	
	
	
	
	
	

	Office Expenses
	
	
	
	
	
	
	
	
	
	
	
	
	

	Legal Expense
	
	
	
	
	
	
	
	
	
	
	
	
	

	Travel
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other Administrative Costs
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Administrative
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Asset Management Fees
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tenant Services
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tenant Services - Salaries
	
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Benefits - Tenant Services
	
	
	
	
	
	
	
	
	
	
	
	
	

	Relocation Costs
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tenant Services-Other
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Tenant Services
	
	
	
	
	
	
	
	
	
	
	
	
	



3. E. Comparative Statement of Revenue and Expenses (Continued)
	
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	Utilities
	
	
	
	
	
	
	
	
	
	
	
	
	

	Water
	
	
	
	
	
	
	
	
	
	
	
	
	

	Electricity
	
	
	
	
	
	
	
	
	
	
	
	
	

	Gas
	
	
	
	
	
	
	
	
	
	
	
	
	

	Fuel
	
	
	
	
	
	
	
	
	
	
	
	
	

	Sewer
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other_____________
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Utilities
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Maintenance
	
	
	
	
	
	
	
	
	
	
	
	
	

	Labor
	
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Benefits - Maintenance
	
	
	
	
	
	
	
	
	
	
	
	
	

	Maintenance Materials
	
	
	
	
	
	
	
	
	
	
	
	
	

	Maintenance Contracts:
	
	
	
	
	
	
	
	
	
	
	
	
	

	Garbage and Trash    Removal Contracts
	
	
	
	
	
	
	
	
	
	
	
	
	

	Heating & Cooling Contracts
	
	
	
	
	
	
	
	
	
	
	
	
	

	Snow Removal Contracts
	
	
	
	
	
	
	
	
	
	
	
	
	

	Elevator Maintenance
	
	
	
	
	
	
	
	
	
	
	
	
	

	Landscape & Grounds Contracts
	
	
	
	
	
	
	
	
	
	
	
	
	

	Unit Turnaround Contract
	
	
	
	
	
	
	
	
	
	
	
	
	

	Electrical Contracts
	
	
	
	
	
	
	
	
	
	
	
	
	

	Plumbing Contracts
	
	
	
	
	
	
	
	
	
	
	
	
	

	Extermination Contracts
	
	
	
	
	
	
	
	
	
	
	
	
	

	Janitorial Contracts
	
	
	
	
	
	
	
	
	
	
	
	
	

	Routine Maintenance Contracts
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other Misc. Contract Costs
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Maintenance
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Protective Services
	
	
	
	
	
	
	
	
	
	
	
	
	

	Protective Services - Labor
	
	
	
	
	
	
	
	
	
	
	
	
	

	Employee Benefits - Protective Services
	
	
	
	
	
	
	
	
	
	
	
	
	

	Protective Services Contract Costs
	
	
	
	
	
	
	
	
	
	
	
	
	

	Protective Service Other
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Protective Services
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Insurance
	
	
	
	
	
	
	
	
	
	
	
	
	

	Property
	
	
	
	
	
	
	
	
	
	
	
	
	

	General Liability
	
	
	
	
	
	
	
	
	
	
	
	
	

	Worker's Comp.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other Insurance
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Insurance Expense
	
	
	
	
	
	
	
	
	
	
	
	
	



2. E. Comparative Statement of Revenue and Expenses (Continued)
	
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Total

	General Expenses
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other General Expense
	
	
	
	
	
	
	
	
	
	
	
	
	

	Compensated Absences
	
	
	
	
	
	
	
	
	
	
	
	
	

	Payments In Lieu of Taxes
	
	
	
	
	
	
	
	
	
	
	
	
	

	Bad Debt-Tenants
	
	
	
	
	
	
	
	
	
	
	
	
	

	Severance Expense
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total General Expenses
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Operating Expenditures
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Net Operating Income
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other Financial Items-Sources & (Uses)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Operating Transfers In 
	
	
	
	
	
	
	
	
	
	
	
	
	

	Operating Transfers Out
	
	
	
	
	
	
	
	
	
	
	
	
	

	Inter AMP Excess Cash Transfer In
	
	
	
	
	
	
	
	
	
	
	
	
	

	Inter AMP Excess Cash Transfer Out
	
	
	
	
	
	
	
	
	
	
	
	
	

	Transfers from Program to AMP
	
	
	
	
	
	
	
	
	
	
	
	
	

	Transfers from AMP to Program
	
	
	
	
	
	
	
	
	
	
	
	
	

	HUD Grants-Capital Contributions
	
	
	
	
	
	
	
	
	
	
	
	
	

	Debt Service Payment (Principal & Interest)
	
	
	
	
	
	
	
	
	
	
	
	
	

	Extraordinary Maintenance
	
	
	
	
	
	
	
	
	
	
	
	
	

	Capital Expenditures
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other Items (PYA)____________
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Other Financial Items
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Net Income before Depreciation
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Depreciation Expense
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Net Income
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DATE:  						
NAME OF PROPERTY  				    
Number of Apts. 		 _____________________


Curb Appeal & Signage

Signage visible & in good condition?				Yes           	No         	
Signage guides visitors to the office easily?				Yes           	No         	
Driveway & parking areas free of debris, leaves, moss, etc.?		Yes           	No         	
Dumpster areas neat & clean, with no items outside dumpsters?	Yes           	No         	
Landscaping looks neat, trim & green?				Yes           	No         	
Bright flowers at signs & in planter areas?				Yes           	No         	
Trees trimmed away from buildings?				Yes           	No         	
Dirt away from building foundations?				Yes           	No         	


Comments:  												
													
													

Office & Common Areas

Is the office & cabana area clean, neat and well organized?		Yes           	No         	        
Office Hours:
Monday – Friday:  				
	Saturday:	  				
	Sunday:		  				
Office hours clearly identified & followed?				Yes           	No         	
Are all applicable employment signs posted?				Yes           	No         	
If so, is this signage attractive and well maintained?			Yes           	No         	
Are all programmatic (public housing, Section 8) manuals, transmittals
	and circulars available?					Yes           	No         	
Is a copy of the Company’s Operating Manual available and current?	Yes           	No         	
Is the Fair Housing Poster prominently displayed?			Yes           	No         	
Does it appear that staff members have adequate tools to 
conduct day-to-day management of the site?				Yes           	No         	


Comments:  																																									
Operations Review

Does the site have a copy of the approved budget?			Yes           	No         	
Is there a written rental collection policy?				Yes           	No         	
Does the rent policy in effect reflect that stated in the approved
	management plan?					Yes           	No         	
Does the rent collection policy appear to be uniformly applied?	Yes           	No         	
Is an aged tenant delinquency report prepared monthly?		Yes           	No         	
Is there an adequate system in place for management to collect
	delinquent rents in a timely manner?			Yes           	No         	
Does it appear that site personnel are adequately supervised?		Yes           	No         	
Are the duties of site personnel described in job descriptions?		Yes           	No         	
Does management have an adequate system for communicating
	with residents?						Yes           	No         	
If applicable, are waiting lists used properly to manage the
	applicant pool and in accordance with any applicable
	regulations?						Yes           	No         	
Are legal notices and management conferences used to document
	lease violations?						Yes           	No         	
If applicable, do applicant files contain notification of an applicant’s
	right to a conference?					Yes           	No         	
Does management make an effort to provide services and activities
	which match the needs of the resident population?		Yes           	No         	
Are new residents given an orientation before moving in?		Yes           	No         	
Is there a mechanism in place to monitor budget performance? 	Yes           	No         	
Is the site currently operating at a positive cash flow?			Yes           	No         	
Does it appear that payables are running at or less than 30 days?	Yes           	No         	
Are any steps being taken to monitor energy consumption?		Yes           	No         	
Are unit types & scheduled  rents correct in the accounting program?	Yes           	No         	
Are general files (correspondence, reference files,
	etc.) being properly maintained?				Yes           	No         	
Are files organized in such a way as to make information readily
	available?						Yes           	No         	
Does management have an adequate system in place to provide
	reasonable notice to assure annual recertification and
	lease renewals?						Yes           	No         	
Is the lease consistent with all program rules?			Yes           	No         	
Are proper vendor files being kept?					Yes           	No         	
Does the site have an Emergency Procedures Manual that is current?	Yes           	No         	
Are all service contracts (laundry, extermination, 
	landscape, etc.) on file?					Yes           	No         	
Are all third party inspection reports and responses being kept
	on file, and referred to?					Yes           	No         	
Are Resident handbooks being provided at move-in (including 
emergency evacuation routes)?				Yes           	No         	
Is the marketing plan for the property current & being 	
followed?						Yes           	No         	
Is it working?							Yes           	No         	
Is there a mechanism for recording leasing traffic and is it being 
used properly?						Yes           	No         	
Are newsletters being posted on resident doors?		Yes           	No         	
Is any applicable rent increase & lease renewal plan being followed? 	Yes           	No         	

List below:  any current concessions, lease renewal plan & rent increase plan details

Current Concession:____________________________________________________________________________

Lease Renewal Plan:____________________________________________________________________________

Rent Increase Plan:_____________________________________________________________________________

Comments:  												

Affirmative Action

Is the Fair Housing Poster prominently displayed?			Yes           	No         	
Are all employees practicing the Company’s Fair
	Housing Policy?						Yes           	No         	
Have all employees been trained on Fair Housing?			Yes           	No         	

Comments:  												
													
													
													
													
														

Maintenance-Personnel

Is the maintenance department adequately staffed?			Yes           	No         	
Do any maintenance staff personnel live at the property?		Yes           	No         	
Are maintenance personnel on a 24-hour on-call system
	for emergencies?						Yes           	No         	
Is the maintenance staff neat in appearance?				Yes           	No         	
Does the maintenance staff work well together?			Yes           	No         	
Does the lead maintenance man perform his duties
	effectively?						Yes           	No         	
Is the staff adequately trained to handle maintenance at
	the project?						Yes           	No         	
Are the maintenance personnel wearing uniforms?			Yes           	No         	
Are any of the maintenance personnel trained in specialized trades?	Yes           	No         	


Comment below regarding weaknesses, training needed, etc:
											
											
											
											
												


Maintenance – General

Are grounds, common areas, office and maintenance work areas
	in acceptable condition?					Yes           	No         	
Have repairs or corrections required in the last inspection been
	acceptably completed, or are underway and processing
	on schedule?						Yes           	No         	
Are work orders required for all work?				Yes           	No         	
Are work order forms filled out completely and correctly?		Yes           	No         	 
Does management have a system for receiving, assigning,
	completing and billing work orders and establishing
	work priorities?						Yes           	No         	
Is there a schedule for preventative maintenance?			Yes           	No         	
Is there a system for budgeting and tracking capital repairs?		Yes           	No         	
Are there frequent emergency repairs or unusual recurrence
	of certain types of repairs?					Yes           	No         	
Are units inspected on a regular basis?				Yes           	No         	
Are work orders completed as a result of inspections?			Yes           	No         	
Is there a system for billing tenants for damages?			Yes           	No         	
Are move-in/move-out forms used for vacant units?			Yes           	No         	
Does management have a system to monitor timely preparation
	of vacancies for rental?					Yes           	No         	
Are there any types of delays in preparing vacant units unrelated
	to the maintenance effort (lack of funding, use of 
	contractors vs. site personnel, etc.)?				Yes           	No         	
Are supplies and services procured at the site?			Yes           	No         	
Is there an adequate system in place to procure those items
	on the most favorable terms available?			Yes           	No         	
Are adequate, but not excessive, supplies kept at the site?		Yes           	No         	
Does management have an adequate system for identifying and
	tracking security incidents?				Yes           	No         	
Has the property been free of recurring security problems?		Yes           	No         	
Has the property been free of incidences of drug or gang/
crime activity?						Yes           	No         	
Are capital projects progressing as scheduled?
 (see tracking sheet attached)				Yes           	No         	
Is there an adequate system in place for obtaining scopes of
	work for capital projects, monitoring contracted work,
	inspecting, and authorizing payment on such work?		Yes           	No         	
Has a capital needs study been prepared?				Yes           	No         	
Are there adequate balances in replacement or general operating
	reserves to address future capital needs?			Yes           	No         	

Comments:  												
													
													
													
													
													


Maintenance Shop, Equipment, Tools and Supplies		

Is there a maintenance shop at the property?				Yes           	No         	
Is the maintenance shop neat, clean and well organized?		Yes           	No         	
Are all equipment and tools owned by the property
	properly inventoried?					Yes           	No         	
Is this inventory listing filed properly in the management 
	office?							Yes           	No         	
Does the maintenance staff properly service all equipment 
	and tools regularly?					Yes           	No         	
Are there any parts that are overstocked?				Yes           	No         	
Are serial number records of the locations of appliances 
	on hand and current?					Yes           	No         	
Are there adequate supplies for common maintenance
	problems?						Yes           	No         	
Is the MSDS manual current?
Hazardous materials on site…asbestos, lead-based paint?		Yes           	No         	
	List: _________________________________
Hazardous materials O & M Manuals on site?			Yes           	No         	
Are proper procedures being followed for removal and/or 
containment?						Yes           	No         	

Comments:  												
													
													
													
													
														


PHYSICAL INSPECTION REPORT – EXTERIOR


Item				Finding		 	Correction Needed	Note Any Prior Finding

Landscaping and Planting
Signage
Walkways & Courtyards
Drives & Parking Lots
Lighting
Dumpster Areas
Recreation Areas
Fences & Walls
Screens & Windows
Doors & Entrances
Building Facade
Steps & Fire Escapes
Roofs
Gutters & Downspouts
Debris & Graffiti
Other
Other
Other




General Comments:  											
													
													
													
													
													



PHYSICAL INSPECTION REPORT – INTERIOR


Item				Finding		 	Correction Needed	Note Any Prior Finding

Entrance Areas
Security Equipment
Hallways
Elevator & Stairs
Laundry Rooms
Trash Areas
Mechanical Rooms
Office
Community Room
Other
Other
Other



General Comments:  											
													
													
													
													
													



PHYSICAL INSPECTION REPORT – UNITS
(Complete Every 6 Months)


Unit # 	__________________



Item				Finding		 	Correction Needed	Note Any Prior Finding

Vacant Prep
Carpet, Tile, Floors
Walls and Ceilings
Windows and Screens
Appliances and Disposals
Cabinets and countertops
Caulking and Grout Work
Faucets and Plumbing
Lighting & Fixtures
Doors and Locks
Smoke Detectors
Emergency Equipment
Patios and Balconies
Infestation
Housekeeping
Other
Other 
Other


General Comments:  											
													
													
													
													
													






Comments on the overall site inspection:

													
													
													
													
													
													
													
													
													
													
													
													
													
													
													
													
													
													
													
													





Information Update

Resident Manager’s Name						

Contact Telephone						

Maintenance Supervisor’s Name					

Contact Telephone						

Beeper Number							

Answering Service Number					


Report prepared by:						

	Page 3-1
