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Property Off of the Market Checklist					________

***Must give Management a copy of Owner’s contract***

[bookmark: Text1][bookmark: Text2][bookmark: Text3]Customer Service Rep: __________________ Date____/____/_______               
[bookmark: Text4]Owner’s Name: _________________________________________________

[bookmark: Text5][bookmark: _GoBack]Property Address: _______________________________________________

Contract Expire: ____/____/_______	Date no longer manage: ____/____/_______
[bookmark: Text6]Mgt to approve process: ___________ 	Date C/O to be completed: ____/____/_______
Date Notice Rcvd: ____/____/_______   Date Resident to Vacate: ____/____/_______

Reason:   
1. [bookmark: Text7]Changing Mgmt company: __________________________________________
2. Selling Home: 		__________________________________________
3. Other: 			__________________________________________
[bookmark: Text8][bookmark: Text9]Buy out cost:  _________________ Owner Advised: ________________________________

[bookmark: Text10][bookmark: Text11]Sign/Lockbox down: _____________ All Advertising Cancelled: _______________________    

ACCOUNT CLOSING COSTS

[bookmark: Text23]Cancel Int/Ext Inspection:  					   _______________________________
[bookmark: Text12]Cancel Lawn Service: _________________		$ _______________________________
[bookmark: Text13]Advertising: _________________________		$ _______________________________
[bookmark: Text14]Sign:  ______________________________		$ _______________________________
[bookmark: Text15]Keys: ______________________________		$ _______________________________
[bookmark: Text16]Repairs: ____________________________		$ _______________________________
[bookmark: Text17]Administrative: _______________________		$ _______________________________
[bookmark: Text18]Utilities:_____________________________		$ _______________________________
Ck late fees & deduct our share from resident’s
security deposit						$ _______________________________
[bookmark: Text19]Owner buyout of Mgmt Contract: _________		$ _______________________________
[bookmark: Text20]Transfer funds/sec. dep to:  _____________		$ _______________________________
[bookmark: Text21]Retain funds of $5,000 _________________		$ _______________________________
[bookmark: Text22]Misc: _______________________________		$ _______________________________
					
[bookmark: Text24]						   Sub Total:   $ _______________________________
[bookmark: Text25]						Account Bal:  $ _______________________________
					Total Amt. Owed:     $ _______________________________
