
MANAGEMENT PLANNING Form 2-3

FORM 2-3 Management Services Detail

[ company logo, name, and address ]

Property (name and address)

Distance From OfficeNo. of Units No. of On-site Employees

Brief Resident Profile and Condition of Property

l Foonotes are on page 2-31. ]

Approx.~, Employee Approx.Required
Rate /3} Cost allYes /', Services In Hours/Mo.No

GENERAL

ADMINISTRATION

(continued)

Owner

Telephone No.

Preparation of management plan

Administrative

Managing the physical asset

Marketing and leasing

Resident management

Financial management

Communication

Takeover procedures

Personnel

Establish job descriptions

Determine personnel needs

Advertise, interview, check references

Recommend, hire, and terminate

Train, supervise, discipline

Administer employee benefit program

Maintain employee files

Taxes, licenses, and permits

Review, negotiate real estate taxes



MANAGING RESIDENTIAL REAL ESTATEForm 2-3

Approx.~2, Employee Approx.Required
Cost ~,Rate 9,Hours/Mo.Services {5)Yes I', No

MANAGING THE PHYSICAL ASSET (5)

Cooperate with tax appeal specialist

Review and advise about tax bills

Administer sales taxes

Administer payroll taxes

Obtain licenses and permits

Insurance advice and administration

Multi-peril (general liability)

Rent loss

Glass
Flood '

Employee health

Workmen's compensation

Fidelity bond

Errors and omissions

Directors and officers

Obtain policies from contractors

Process claims

Professional services

Legal

Accounting

Consulting

Engineering

Inventory control

Furniture and equipment

Materials and supplies

Major equipment

Appliances

Maintain key control

Maintain security program

Manage forms/file systems

Develop custodial maintenance program

Administer custodial maintenance program

Develop corrective maintenance procedures

Administer corrective maintenance program

Develop preventive maintenance program



Form 2-3MANAGEMENT PLANNING

Approx.~2) Employee Approx.Required
Services ts, Rate `~, Coat ~,Yea `', Hours/Mo.No

MARKETING AND LEASING

RENT MANAGEMENT

(continued)

Administer preventive maintenance program

Inspect property

Develop emergency maintenance procedures

Revise and update emergency procedures

Develop capital improvements program

Administer capital improvements

Obtain service contract bids

Recommend and select service contractors

Administer/Manage service contractors

Perform market studies/surveys

Profile current/desired residents

Develop marketing program

Administer marketing program

Determine rental rates

Develop apartment lease

Develop leasing program

Administer leasing program

Recommend opportunities for other income

Implement program for other income

Develop move-in/move-out program

Make-ready apartments

Administer turnover program

Prepare rent rolls

Post rent receipts

Prepare delinquency list

Collect past due rents

Evict residents

Record and collect other income

Enforce rules and regulations



MANAGING RESIDENTIAL REAL ESTATEForm 2-3

Approx.~23 Employee Approx.Required
Rate ~' Cost {4)Services (5) Hours/Mo.Yes n, No

FINANCIAL MANAGEMENT

Record security deposits

Administer (and refund) security deposits

Detail apartment units

Communicate with residents

Record/Collect accounts receivable

Record,cash receipts

Deposit all cash receipts

Manage cash balances

Review/Approve employee expenses

Approve bills for payment

Check invoices to P.O.s/receiving department

Record/Pay accounts payable

Record cash disbursements

Record/Process payroll

Complete payroll forms

Issue payroll checks

Document/Pay mortgages

Verify/Pay utilities

Account for transactions

Reconcile bank statements

Prepare/modify budgets

Prepare monthly statements

Prepare comparative statements

Monitor capital expenditures

Monitor maintenance expenditures

Establish credit with vendors/suppliers

Prepare approved vendor list

Check invoiced prices to vendor list

Take inventory

Review petty cash expenses

Work with auditors

Work with tax preparers

Cooperate with governmental agencies

Prepare and file all tax returns

Record management expenses



MANAGEMENT PLANNING Form 2-3

Approx./2) Employee Approx.Required
Services ~, Rate PI Cost (4)Hours/Mo.Yes ~, No

COMMUNICATION

Notes:

(1) Section should be completed with owner.

(2) Can calculate as hours/week and multiply by 52/12 for hours/month.

(3) Codes for employee positions can be used (e.g., B—bookkeeper, AB—assistant bookkeeper), with actual
hourly rates inserted by accounting department.

(4) Result of hours/mot multiplied by employee rate (i.e., payroll cost)

(5) A more detailed listing of items can be added or incorporated by reference (e.g., Forms 2-5, 3-9, 3-10, 3-11,
3-1 2).

DateBy

Prepared

Reviewed

Approved

Invoice owner for management

Resident notices

Administer rules and regulations

Resident relations

Maintain Manhour on-call system

, Regular employee meetings

Training and supervision

Employee miscellaneous

Vendors

Lawyers/accountants/other professionals

Regular meetings with owner

Miscellaneous owner communication

Satisfy reporting requirements

Prepare special reports
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