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PROCEDURES

NEW MANAGED PROPERTY

The following checklist needs to be completed once a new property is under management with Property One, Inc.


The executed management agreement file should be set up in contract file system and scanned to the F: drive and sent to 1) CFO 2) Accounting Manager 3) Director of Property Management 4) Director of Maintenance 5) Property Manager 

Add contract contact info (owners and board) to constant contact and Outlook.

Accounting personnel will add the property into Yardi.


The Director of Maintenance to set up maintenance schedule in Yardi.


Once all tenant leases (commercial only) are received from the owner, the tenant information needs to be entered into Yardi by the Property Administrator.


All tenant leases (commercial only) need to be filed in lease files.


Property Administrator to compile a listing of owners, tenants, addresses, phone numbers and contacts (if possible) enter into Yardi.

Administrative Assistant will add new property to managed properties spreadsheet and update copy list and phone list.

