

ALL INFORMATION MUST BE AT THE CORPORATE OFFICE BY <Enter deadline date>
	Community Name
	

	Manager’s Name
	

	Regional Manager’s Name:
	
	
	Date:


You should have the most current reports for your property before starting your Budget Package.  To get started, complete this worksheet and submit this along with copies of the following reports:

A. Most recent Monthly Operating Statement

B. Most recent Actual/Budget Statement

C. Community Data Sheet

D. Occupancy & Availability Report

E. Rent Roll

F. Updated Market Survey

G. Vendor list for your property

H. Site map, brochure, most recent Detail Unit Status Report and Lease Expiration Report

I. Weekly Property Status Report

J. PSR Reports (If applicable)

K. Rent and Income Matrix (If applicable)

L. Unit upgrade log

M. Capital Improvement Bids / Wish List Bids

RENTAL INCOME

1) MARKET RENTS – Use above updated Data Sheet and Market Rent Schedule 
a) What are the present average market rents?
	Type
	# of Units
	Market Rent
	Total
	Actual Rent
	Loss to Lease

	Studio
	
	
	
	
	

	1 X 1
	
	
	
	
	

	2 X 1
	
	
	
	
	

	2 X 2
	
	
	
	
	

	3 X 1
	
	
	
	
	

	Other
	
	
	
	
	


b) What month was the most current market rent increase given?   _____________ Average per Unit $___________
c) What month in the year do you expect to increase Market Rents? __________ Amount per Unit $_______
d) Average number of move-ins per month at new rate? _______Increase amount per unit? ____________________
2) LOSS TO LEASE 
a) What is the current month’s Loss to Lease?  _______________________________________________________
b) What months do you expect to give rent increases to your present residents? _____________________________
 How many units will receive increases each time? _______ How much per unit? ________ Total  _____________

	
	Jan
	Feb
	March
	Apr
	May
	June
	July
	Aug
	Sept
	Oct
	Nov
	Dec

	Units Increased
	
	
	
	
	
	
	
	
	
	
	
	

	$
	
	
	
	
	
	
	
	
	
	
	
	

	Total Increase
	
	
	
	
	
	
	
	
	
	
	
	


GROSS POTENTIAL RENT

3) VACANCY
a) What was your vacancy % last year? _____________ What is your YTD vacancy % rate?  ____________
b) Are there any down units or units used as storage? Yes / No (Circle One) How many? _____________________  

When will these be market ready? _______________________________________________________________ 

Explain condition _________________________________________________________________________ ___

Approximate cost to bring to market ready condition _________________________________________________

4) DELINQUENCY

a) What is your YTD delinquency %? ______________ What was delinquency % last year? ____________________
b) What is average monthly delinquency amount? ____________________________________________________
c) Average over next 12 months? _________________________________________________________________
5) RENT CONCESSIONS

a) Are rent concessions currently being offered?  Yes / No (Circle One) If so, how much? _____________________
b) How many residents are currently receiving a monthly discount? __________ Average Discount? _____________
(Include a copy of your Scheduled Concession Summary.)

c) What month are concessions needed? ___________________________________________________________
6) MODEL/OFFICE APARTMENT

a) How many model apartments do you have? __________ What floorplan(s) type? _________________________
b) Total market rent of all floorplan(s) ______________________________________________________________
7) RENT WRITE-OFF TO COLLECTIONS

a) What is the average monthly “write-off” of rent of delinquent rent to collection? (Take the YTD and divide by the total number of months you are looking at.) ________________________________________________________
b) Total YTD ___________________________________                            _________________________________
8) CORPORATE SUITES

a) Do you rent corporate units? Yes / No (Circle One) Total # of Units? ____________ Cost per unit? ____________
Total  ______________________________________________________________________________________

b) Are utilities included? Yes / No  (Circle One) Average monthly cost of included utilities ______________________
c) Average monthly cost of furniture rental? _________________________________________________________
d) Total Market Rent Charge _____________________________________________________________________
OTHER INCOME

9) PHONE/CABLE

a) Who provides phone service to your property? ____________________ Contact Number  ___________________
What is the average monthly bill?  ______________________________________________________
______
b) Who provides Cable service to your property? ____________________ Contact Number ____________________
What is the average monthly bill? ________________How problem free is cable TV system? (i.e. what type of complaints, if any, have you received from residents) ________________________________________________

___________________________________________________________________________________________

Is cable free, or is there a charge?  Free / Charge (Circle One) If there is a charge, what is amount? ________

Is there a contract? Yes / No (Circle One) If yes, when does it expire? __________________________________

10) APPLICATION/CREDIT CHECK FEE

a) What is your application fee? ___________________________________________________________________
Do competitive apartments charge an application fee?  Yes / No (Circle One) 

If yes, what is the average fee? _________________________________________________________________

b) What are your average bills for credit checks? ______________________________________________________
c) Do you run criminal background checks? Yes / No (Circle One)
d) What is the cost per Credit/Background check? _____________________________________________________
e) Do you run Unlawful Detainer checks? Yes / No (Circle One) Cost per check? ___________________________
11) RECOVERY FROM RESIDENTS

a) What is the average number of move-outs per month? _______________________________________________
b) What is the average you charge residents for cleaning / damages? _____________________________________
12) NSF/LATE FEES

a) How much is the late fee for your community? ______________________________________________________
On what day is the late fee assessed? ____________________________________________________________
On average, how many late fees are collected per month? _______Total $ amount ________________________
b) How much is the NSF fee for your community? _____________________________________________________
On average, how many NSF checks are received per month? _________________________________________
c) What is your NSF policy? ______________________________________________________________________
___________________________________________________________________________________________
13) LAUNDRY INCOME

a) What is the average monthly laundry income? _____________________________________________________
b) Who services the laundry room? ________________________________________________________________
Is there a contract?  Yes / No If yes, when does it expire? ____________________ Auto Renewal? __________

c) How many laundry rooms are on the property? _____________________________________________________
In total, how many washers? ________________ What is the cost per load? _____________________________

In total, how many dryers? __________________ What is the cost per load? _____________________________

Do any apartments have Washers / Dryers or Hookups?  If yes, circle which one.  How many? ________

14) VENDING INCOME

a) Do you have a vending company? Yes / No (Circle One) If yes, what is name of the company and their phone number? ___________________________________________________________________________________
b) What is your average monthly vending machine income? _____________________________________________
15) CHILD CARE:  
_______________________________________________________________________________
         __
16) CLUB HOUSE RENTAL:
 _


            ________________________________________________________________________
17) CORPORATE/FURNITURE INCOME: 
_____________________________________________________________




           _
18) MISCELLANEOUS INCOME:

 _____________________________________________________________________




19) RECOVERY FROM COLLECTIONS: 
_______________________________________________________________





a) What firm handles collection or recovery of bad debts? _______________________________________________
b) On average, how much do they recover monthly? ___________________________________________________
20) GARAGE INCOME

a) What is your cost per single space garage charged to your residents?__ _________________________________
b) How many garages are Single? ______________ Double? _______________ Total Number? ____ ____ _______
c) What is your average monthly garage rent/parking income, if any? __  ___________________________________
21) APPLIANCE INCOME 
a) If any owned by the property:
i) Number of Refrigerators ___________________________ Cost per Refrigerator? _____________  ________
ii) Number of Washers/Dryers ________________________  Cost per Washer/Dryer? ___ ________________
iii) Number of Other _________________________________ Cost per Other? ___________ ___ ___________
EXPENSES

22) PROFESSIONAL MANAGEMENT FEES

a) What is the management fee %? ________________  The average monthly charge? _______________________
b) Is there an Asset Management Fee? Yes / No (Circle One) If yes, what is the monthly fee? _________________
c) Any additional management fees?  Yes / No (Circle One) If yes, what is the monthly fee?  ________ __________
23) EMPLOYEES

a) How many office staff? _______________________________________________________ _________________
b) How many others? (Include Maintenance/ Housekeeping, etc.) _________________________________________
ADVERTISING & PROMOTION

24) ADVERTISING 

a) Where are you currently advertising? _____________________________________________________________
b) What does it cost per month? ___________________________________________________________________
c) Where does most of your traffic come from? _______________________________________________________
d) What paper ad brings in traffic? ______________________ How much of your traffic is from your ads? _____ ___
e) Any other? __________________________________________________________________________________
25) SIGNS 

a) Will any banners/signs/flags need refurbishing next year? Yes / No (Circle One)
b) If yes, approximate cost _______________________________________________________________________
c) Is your gate sign posted and clean? Yes / No (Circle One)
d) Is your Property sign posted and clean? Yes / No (Circle One)
e) Is your gym facility posted and clean? Yes / No (Circle One)
f) Are your parking signs posted and clean? Yes / No (Circle One)
g) Are your pool signs posted and clean? Yes / No (Circle One)
26) PROMOTION

a) What was the average monthly promotion cost in last year? YTD? ______________________________________
b) Does the property have resident activities? Yes / No Explain __________________________________________
___________________________________________________________________________________________

___________________________________________________________________________________________
What is the monthly cost? _______________________________________________________ ______________
c) Are residents paid a referral fee?  Yes / No (Circle One) If yes, how much? _______________ ______________

On average, how many new residents are referred monthly? _____ _____________________________________

d) Is there a monthly newsletter? Yes / No (Circle One) If yes, printing cost? _______________________________

27) ADMINISTRATIVE – OFFICE SUPPLIES

a) Office Supplies – average per month _____________________________________________________________
b) Copier – Lease / Own.  If lease, what is amount per month? _ ________________________________________
i) Copier (Cost/supplies/maint) – average per month _______________________________________________
ii) Computers (Cost/supplies/maint) – average per month ____________________________________________
c) Fax (Cost/supplies/maint) – average per month _____________________________________________________
28) POSTAGE

a) Average cost per month (from most recent financials) ________________________________________________
29) LEGAL/EVICTIONS

a) What is the average number of evictions per month? ________________________________ ________________ 
b) What is the average cost per eviction? ____________________________________________________________
c) What was the average TOTAL monthly so far this year?  _________________ ____________________________
30) ANSWERING/PAGER SERVICE

a) How many employees are required to carry pagers? _________________________________________________
b) What company provides the pagers? _________________________ Cost per pager _______________________
31) SECURITY SERVICE

a) Does the property have a courtesy patrol?  Yes / No (Circle One)
b) Name of company ____________________________________________________________________________
c) Days worked ________________________________________________________________________________
d) Patrol Hours ____________________________ Monthly cost _________________________________________
e) Are you satisfied with the service they provide?  Yes / No (Circle One) If no, explain _______________________

___________________________________________________________________________________________

32) EMPLOYEE TRAINING/SEMINARS

a) Average monthly cost? ________________________________________________________________________
33) UNIFORMS

a) Does the maintenance staff wear uniforms?  Yes / No (Circle One) If yes, # of Maint. Employees? ___________ Number of office employees? _______________ Cost per shirt? _______________________________________
b) Average quarterly cost YTD? _____________________________________________________________
34) CORPORATE/FURNITURE/MODEL EXPENSES

a) Does the property rent furniture (office, model, furnished apts., etc.)?  Yes / No (Circle One)
b) If yes, what company? _________________________ Monthly cost? ___________________________________
c) Is there an exclusive agreement? Yes / No (Circle One) Is any furniture provided at no cost? ________________
d) Can we rent to buy? Yes / No (Circle One)
e) Do you use a plant service for the office or models?  Yes / No (Circle One) Monthly cost ___________________
35) BROCHURES/PRINTING

a) How many are ordered per month? ____________________ Cost per month? ____________________________
36) OTHER ADMIN. EXPENSES  ______________________________________________________________________
UTILITIES

37) TELEPHONE

a) How many telephones are in the rental office? ____________ Are they in good condition?  Yes / No (Circle One)
i) Do they meet the needs of the office? _________________________________________________________
ii) How many phone lines are in the rental office and what are the numbers?
Line 1 ______________________________________________

Line 2 ______________________________________________

Line 3 ______________________________________________

Line 4 ______________________________________________

Fax    ______________________________________________

Modem ____________________________ ________________

Other ______________________________________________

iii) What is the long distance cost per minute? __________________ (If more than $0.20, get better calling plan.)
b) If the community is gated, is there a phone line to the gate?  Yes / No (Circle One)
If yes, what is the number? _____________________________________________________________________
c) Are there any other phone lines (maintenance shop, learning center, etc.)?  Yes / No (Circle One)
d) What was your average monthly telephone cost for all of the above last year? ___________ / YTD__________
38) CABLE TV

a) Who provides cable TV service to the property? ____________________________________________________
b) How problem-free is the cable TV system or master antenna? (i.e. What kind of complaints, if any, have you received from residents.) ______________________________________________________________________
__________________________________________________________________________________________
c) Is cable free or is there a charge?  Free / Charge (Circle One) If charge, how much (basic)? ________  _____
d) Is there a contract?  Yes / No (Circle One) If yes, when does it expire? _________________________________
39) INTERNET SERVICE

a) Who provides Internet service to the property? ____________________________________________________
b) Is there a contract? Yes / No What is the average monthly cost? _____________________________________
ELECTRICITY

40) Are the exterior lights on TIMERS or PHOTOCELLS? (Circle one)


Is the exterior lighting adequate for the property? Yes / No If no, explain _________________________________

___________________________________________________________________________________________

How many electric house meters are on the property? _________________________________ ______________


Is there a continuity of service agreement for your interior units? Yes / No (Circle One)
What is the average monthly electric bill? __________________________________________________________
What is the anticipated increase from the Electric Company? __________________________________________

41) ELECTRICITY/VACANTS:

 _____________________


________________________________________________               ___                          
42) ELECTRICITY/CORPORATE UNITS:

____________________



                ____________________________________________
43) ELECTRICITY/HOUSE METERS:
___________________________________________________________



          ________
GAS

44) Does the community have a central hot water system or individual hot water heaters? __________________________


If individual, are they GAS / ELECTRIC (Circle One)

Is the pool heated? Yes / No (Circle One)

Is there a continuity of service agreement? Yes / No (Circle One)

What is the average monthly gas bill? ____________________________________________________________

45) GAS/VACANTS 
a) Average per month? __________________________________________________________________________
46) GAS/CORPORATE UNITS:

_________________________________________________________________


            _______
47) GAS/HOUSE METERS:

 _________________________________________________

            __________________________
a) How many are on the property? _________________________________________________________________
48) WATER

a) How many water meters are on the property? ______________________________________________________
i) Account #________________________________________________________________________________
ii) Meter # _________________________________________________________________________________
b) When was the last rate increase? ________________________________________________________________
c) Is there an approved rate increase for next year?  Yes / No (Circle One) If yes, what month? ________________
d) What is the average monthly water bill? ___________________________________________________________
49) SEWER

a) Account #___________________________________________________________________________________ 
b) When was the last rate increase? ________________________________________________________________
c) Is there an approved rate increase for next year? Yes / No (Circle One) If yes, what month? ________________
d) What is the per unit sewer rate or average monthly bill? ______________________________________________
e) How is the sewer charge calculated? _____________________________________________________________
50) TRASH

a) What company/city services the trash/dumpsters? __________________________________________________
What is the monthly cost? _____________________________________________________________________

When was the last rate increase? _______________________________________________________________

Is there an approved rate increase for next year? Yes / No (Circle One)
How many dumpster enclosures are on the property? _______________________________________________

Total number of dumpsters ____________________________________________________________________

How many times per week are they serviced? _____________________________________________________

Is the current service adequate for the property? Yes / No (Circle One)
REPAIRS & MAINTENANCE
51) LANDSCAPING

a) What is your monthly maintenance cost? _________________________________________________________
b) What is the quarterly cost of changing flowers? ____________________________________________________
c) What is the average monthly cost of sprinkler repair? _______________________________________________
d) What is the yearly cost for tree trimming? ________________________________________________________
What month will the trees be trimmed and how much? ______________________________________________

e) Are there any additional landscaping needs? Yes / No (Circle One)
If yes, what are they? ________________________________________________________________________

What is the estimated cost? ___________________________________________________________________

52) POOL SERVICE/SUPPLIES

a) How many pools do you have? __________ How many spas? ________________________________________
b) Who maintains them? CONTRACTOR / IN-HOUSE If contractor, what is monthly cost? ____________________
Are chemicals included in cost? Yes / No (Circle One)
c) If in-house, what is the monthly cost to operate? ___________________________________________________
d) Are there any pending repairs needed for the pool? (motors, pumps, grids, etc.)? Yes / No (Circle One)
Repairs are scheduled for what month? __________________________________________________________

Approximate cost? __________________________________________________________________________
53) A/C HEATING REPAIRS

a) Average monthly cost? _______________________________________________________________________
b) How many A/C problems have you had this year? __________________________________________________
c) How many have been replaced / repaired?  _______________________________________________________
54) BOILERS:

_____________________________________________________________________________                 _____  ___
55) CLEANING SUPPLIES:
______________________________________________________________________


     ____
56) ELECTRICAL COSTS

a) Has the property had any major electrical problems? Yes / No (Circle One)
b) If yes, explain _______________________________________________________________________________
c) Average monthly cost _________________________________________________________________________
57) APPLIANCE REPAIRS

a) What is the average monthly expense for Appliance Supplies and Repairs? ______________________________
58) EXTERIOR REPAIRS

a) Are there any recurring exterior problems?  Yes / No (Circle One)
If yes, explain _______________________________________________________________________________

b) What is the average monthly expense for exterior painting? ___________________________________________

59) INTERIOR REPAIRS
a) Blinds

i) What is the average monthly expense for blind replacement (i.e. slats)? ______________________________
b) Interior Painting
i) Are turnover units painted by a CONTRACTOR or IN HOUSE STAFF? (circle one)
If by a contractor, what is the cost per unit? ___________________________________________  _________

ii) Are the apartments painted with FLAT or SEMI-GLOSS paint? (circle one)
iii) Are the kitchens and baths painted with OIL or SEMI-GLOSS paint (circle one)
iv) Average monthly cost this year ________________________________________________   ____________
60) FIRE EXTINGUISHER:

 _______________________

________________________________________________               ___

61) GATE REPAIRS:

 ________________________________

          _______________________________________________
a) How many times have the entry/exit gates need repair in the past 12 months? ____________  ________________
b) Are they in good working order now? Yes / No (Circle One)
If no, explain __________________________________________________________________________  _____

c) Average monthly cost this year__________________ Average monthly cost last year ________________  ______
62) TOOL PURCHASE (FOR INVENTORY):

 _____________________________________________________




        ___  _____
63) LOCK & KEYS 
a) Average cost per month? _______________________________________________________ _______________
64) PAINTING SUPPLIES:

 ______________________________________________________________________


   _____
65) PARKING LOT SERVICE:

__________________________________



_______________________________________
a) What is the average monthly expense for parking lot/paving sidewalk maintenance? _________________  ______
66) PEST CONTROL

a) What exterminating company services for your property? ___________________________________ __________
b) What is the monthly cost? ______________________________________________________________________
c) How often do they service the property? ___________________________________________________________
d) How many interiors are included in the monthly cost? ____________________________________ ____________
e) What is the cost of additional interiors? ___________________________________________________________
f) Doe the building have any special bug problems? Yes / No (Circle One)
If yes, explain _______________________________________________________________________________
67) PLUMBING SERVICE/SUPPLIES

a) Are there any current plumbing problems that have not been repaired? Yes / No (Circle One)
If yes, explain _______________________________________________________________________________

b) Have there ever been slab leaks at the property? Yes / No (Circle One)
If yes, explain _______________________________________________________________________________

c) In a normal month, what types of plumbing problems occur? __________________________________________
__________________________________________________________________________________________
d) What is the cost for quarterly jetting of the lines? ___________________________________________________
68) GAS/PROJECT VEHICLE:

______________________________________________________________________


       __
69) REMOTES

a) If the property is gated, are remotes provided to the residents? Yes / No (Circle One)
b) If yes, what company do you purchase them from and what is the cost per remote? ________________________
70) WINDOW/SCREEN REPAIRS

a) What is the average monthly expense for windows, screens and mirror repair? ____________________________
71) OTHER EXPENSES

a) What is the average monthly expense for other parts and replacements? ________________________________
b) Is there any other maintenance expense unique to your property? ______________________________________
c) What are the most common complaints you receive from your residents? ________________________________
___________________________________________________________________________________________
d) How many fire extinguishers are on the property? ___________________________________________________

e) Are they in good condition? Yes / No (Circle One) Are any missing? Yes / No (Circle One) 
If yes, how many? ____________________________________________________________________________

When is the annual inspection due? ______________________________________________________________

f) Is there a sprinkler system? Yes / No (Circle One) If yes, when is the annual inspection due? _______________

g) Is there a building fire alarm system? Yes / No If yes, when is the annual inspection due? ___________________

h) Does the property use a street sweeping service? Yes / No (Circle One)
If yes, who provides the service? _______________________________________________________________

i) What is the monthly cost? ______________________ Is there a contract? Yes / No (Circle One)
If yes, when does it expire _____________________________________________________________________

OVERALL
Was the total repairs/maintenance budget adequate last year? Yes / No (Circle One) If no, explain __________________
_________________________________________________________________________________________________

TURNOVER COSTS
72) APARTMENT CLEANING

a) Are turnover apartments cleaned IN-HOUSE or BY COTNRACTOR (Circle One)? _________________________
If contractor, what is the cost per unit? ___________________________________________________________

b) Average monthly cost? _______________________________________________________________________
73) CARPET CLEANING

a) What is the average number of carpets cleaned per month (include turnovers and occupied units): _________
b) What is the average cost per unit for cleaning (including repairs and patches)? _________________________
c) What is the average number of carpets dyed per month? __________________________________________
d) Total average monthly cost? ________________________________________________________________
74) PAINTING – OUTSIDE VENDORS 
a) Average cost per month? ___________________________________________________________________
b) Cost of Paint? ____________________________________________________________________________
75) MISC. APT. TURNOVER COSTS

a) Average monthly cost? _____________________________________________________________________
FIXED EXPENSES
76) PERMITS – LICENSES AND FEES

a) When does the pool permit expire? ___________________________________________________________
What was the cost of the last renewal? ________________________________________________________

b) When does the business license expire? _______________________________________________________
What was the cost of the last renewal? ________________________________________________________
c) Is the property a member of any local organizations to which you pay dues? Yes / No (Circle One)
If yes, what organizations/cost? ______________________________________________________________ 
d) Are there any other licenses, permits or fees that you are aware of?  Yes / No (Circle One)
If yes, explain ____________________________________________________________________________

e) Does the property rent washers/dryers?  Yes / No (Circle One)
If yes, explain ____________________________________________________________________________
CAPITAL EXPENSES

Reminders – Roofs, asphalt/slurry. Tree removal, concrete work, carport/garage work, gutters, building repair, electrical, plumbing, playground equipment, major landscape renovations, pool furniture, etc.  This section should be discussed with your Regional Manager.

77) BUILDING (Example:  Roofs/Painting):

 _________________________________________________________



             ______
______________________________________________________________________________________________

78) COMPUTER EQUIPMENT:

 _______________________________________________________


     _________________

_______________________________________________________


     _________             ________ 
79) FURNITURE – FIXTURE:

 _________________________________________________________________________




_______________________________________________________


     ________________             _ 
80) LAND/SITE:

 _________________________________________________________________________________                    ___ 
_______________________________________________________


     ________________             _
81) APPLIANCE REPLACEMENT:

 __________________________________________________   

___________________


          
a) Using your Turnover Upgrade log, how many appliances were replaced this last year?  

 YTD?

  
Stoves __________ Dishwashers __________ Refrigerators __________ Other ______________________________

b) How many new stoves do you expect to purchase per month?_________ Average cost per month ____________
c) How many new dishwashers do you expect to purchase per month? ____________________________________
Average cost per month _______________________________________________________________________
d) How many new refrigerators (if any) do you expect to purchase per month?_______________________________ 
Average cost per month _______________________________________________________________________
82) COUNTER TOPS/TUBS:

 _______________________________________________________________________


       ___
83) FLOOR COVERING REPLACEMENT: ___________________________________________________________________



   _____
a) How many new carpets/vinyls do you expect to replace per month? ________ Average cost per month _________
84) WINDOW COVERINGS

a) What is the cost of your average monthly blind purchase last year? ____________ YTD? __________________
85) OTHER NON-ROUTINE

a) How many new A/C units do you expect to purchase per month? _______Average cost per month ____________
b) How many were replaced last year? __________________________ / YTD?______________________________
c) Any other items you expect to replace? Yes / No (Circle One)
If yes, explain _______________________________________________________________________________

MUST DO LIST

	Item
	Cost
	Bids Included

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


WISH LIST

	Item
	Cost
	Bids Included
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