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Onboarding Property 

to Asset Manager: 

PM, CPA, Weekly 

Meetings, Site Visits, 

PM Software, Bank 

Accounts, Trackers & 

Technology

Weekly Reporting:

MMR, Occupancy, 

Leases, Marketing, 

Collections, Evictions, 

& Service CallsCapex Tracker:

Exterior / Interior 

Renovations, Budgets, 

Charts and Timelines

What We Are Going to Cover Today

Best Practices for Asset Management



Monthly Reporting:

Budget v Actuals, Financial 

Meetings, Rent Survey, 

Market Research & 

NOI Tracker

Investor Reporting:

Monthly, Quarterly, 

Yearly and As Needed

Yearly Reporting:

Year-End Financials, 

K1’s and Site Visits



It All Starts with a Business Plan

Your Final Underwriting for the Property

FROM THE UNDERWRITING, GET:

Budget for Income 
(including other income and timeline for 

implementation)

Budget for Expenses

Projected NOI

Expected Unit Turn Rate per Month

Expected Rent Bump per Turn

Budget for Interior and Exterior Capex



Onboarding Property to Asset Manager: PM

Who are All the Players on PM Side?

Local PM

Regional PM

Person 

Above That

Maintenance 

Manager

Construction 

Manager

Accounting 

Manager



Onboarding Property to Asset Manager: CPA

Who is Your CPA?

MAKE SURE: Chart of accounts and Accounting Method is approved by your CPA.



Onboarding Property to Asset Manager: Weekly Meetings

Set Up Weekly Meetings

Review all the trackers

Get on the same page

PARTNER MEETING

Review the trackers with 

focus set in partner meeting

PARTNER + PM MEETING



Onboarding Property to Asset Manager: Site Visits

Setup Site Visits

HOW OFTEN & WHO?



Onboarding Property to Asset Manager: PM Software

Need to Have Login to the PM Software

NEED LOGIN DETAILS



Onboarding Property to Asset Manager: Bank Account

Owners Own the Bank Account

IF THERE IS A BANK ACCOUNT PM HAS…

Owners need to be added to it



Onboarding Property to Asset Manager: Trackers

Prepare Trackers for Them To Add Data

PREPARE TRACKERS

Provide Expectations and Training 

for the trackers they will fill in 

weekly and monthly



Onboarding Property to Asset Manager: Technology

Prepare Trackers for Them To Add Data

PROJECT MANAGEMENT SOFTWARE COMMUNICATION SOFTWARE

Hold your PM accountable Easily search communications 

and cut down on emails



KEY PIECES OF ASSET MANAGEMENT
FOR MULTIFAMILY



Weekly MMR

Monday Morning Report



Weekly: Occupancy

Physical and Economic



Weekly: Move Outs / Notice to Vacates



Weekly: Occupancy

Physical and Economic



Weekly: Net Exposure

How Many Left to Lease



Weekly: Leases / Upcoming Move Ins



Weekly: Marketing

Incoming Leases and the LASAL Behind Those Leases



Weekly: Marketing

Incoming Leases and the LASAL Behind Those Leases



Weekly: Current Collections for the Month



Weekly: Current Evictions / Skips



Weekly: Service Calls & Ready Units

How Many Coming In and How Many Solved



Capex Tracker: Exterior Renovations



Capex Tracker: Interior Renovations



Capex Tracker: Budget from PM for Various Types



Capex Tracker: Number / types of Units Under Renovation



Capex Tracker: Timeline from Lease End to New Lease

What Are We Measuring?



Capex Chart of Results: New Lease Rate (Rent Bump)



Capex Chart of Results: ROI of Renovation



Capex: Measure Actual Costs, Time & Rent Bumps



Project Tasks: Keep on Top of Tasks
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Leads / Marketing

BRING IN YOUR OWN LEADS SLACK FOR COMMUNICATIONS

The more the merrier: 

EFFICIENCY CENTER

Slack to communicate between 

CSRs and PMs



Grocapitus Efficiency Center

Ultra-Powerful Secret Sauce

FILL UP THE PROPERTY KEEP THE PROPERTY FILLED

MEGA 

MARKETING

Current run 

rate of nearly 

20,000 tenant 

leads a year

MEGA 

LEASING

Current run rate 

of 3500 tenant 

appointments 

a year

DELINQUENCY 

MANAGEMENT

Calls, texts, 

voice-shots 

to reduce 

delinquency 

and accelerate 

evictions

RENEWAL 

MANAGEMENT

Ensure that 

best practices of 

tenant renewal 

are being 

followed

REPUTATION 

MANAGEMENT

After 

maintenance 

calls, tenants are 

called to request 

reviews

COMMUNITY 

BUILDING

Newsletters, 

Taco Tuesdays, 

Pizza Fridays, 

tenant highlights, 

birthday 

greetings & more



Monthly: Financials - Budget Vs. Actual Tracker

REVIEW ALL MONTHLY LINE ITEMS

AND HAVE PM WRITE DOWN REASONS

FOR VARIANCE (GOOD OR BAD):

NOI

Income: Rent and Other Income

Expenses

No. of Units Turned



Monthly: Financial Meeting

Review all financials and trackers 

(Lauretta loves the MMR)

Ask for additional reports to substantiate 

certain areas like delinquency or payroll

Keeps you on track to prepare for taxes 

at year end

MEETING WITH PM, PARTNERS & 

INDEPENDENT AUDITOR / CONTROLLER



Monthly: Rent Survey

SECRET SHOP COMPETITION OTHER INCOME

To update pricing (classic & renovated) as well 

as amenities

How do their renovations compare to yours in 

terms of finish?

Keep on top of this in case it changes and they 

up their game on finishes

Other income is a special category to keep track of

Are they charging pet rent, RUBS, etc - what is the 

pricing for these and are there any new items they 

are charging for like Valet Trash, In unit Washer

and Dryer, Pest Control?



JOBS

For Asset Manager To Do: Market Research

Stay on top of the market for:

POPULATION NEW BUSINESSES

BUSINESS CLOSURES CHANGES IN LAW LOCAL POLITICS

INCOMING SUPPLY



For Asset Manager To Do: NOI Tracker

What you said you were going to do

What you did

Are you ON or OFF track?

COMPLETE MONTHLY



Yearly: Year End Financials & K1’s

YEAR END FINANCIALS

Need to be vetted throughout the year

Easy to roll up when it comes time

Have to get them to the CPA in time

K1’s

No more certain way to piss off 

investors than delivering K1’s late



Site Visits

WHAT ELSE? ALWAYS BE AUDITING

Besides taking photos and videos 

to send monthly to your investors, 

what else should you be doing?

Never Trust, Always Validate

This is your number one job  - to 

validate the financial and physical 

information PM providing to you

SPOT AUDIT

Every time you go, spot audit 

different things

Payroll 

Appliances (by serial number)

Repairs & Maintenance 

Receipts…



Investor Reporting: Monthly

INVESTOR UPDATE VIA EMAIL

Occupancy & Delinquency

Unit Turns / Capex Projects

Special Projects

Market Report

Guidance on Financials

SAMPLE1, SAMPLE2



Investor Reporting: Quarterly

FINANCIALS WEBINAR

Financials included in Investor Update

T12 and Rent Roll at a minimum, full owners 

package ideally

Webinar to present Budget vs Actual of 

Financials to Investors and answer questions



Investor Reporting: Yearly

K1’s

K1’s - easiest way to piss off an 

investor is to be late with K1’s

Due by March 31st



Investor Reporting: As Needed

If you are off track or sense you will be off track : Increase communication to investors

CHATTY CATHY EMAILS OR WEBINAR

Full Transparency Live if best if significant news



ASSET MANAGEMENT:

How To Protect Your Communities 

& Your Investor’s Profits



FOR EACH PROJECT:

Daily monitoring of COVID-19 cases on 

properties and general community status 

- via phone, slack or text

Research resident options within the 

community in case they contract 

COVID-19 (local services)

Assess whether certain buildings are more 

at-risk for spread than other units

ASSESS COMMUNITY HEALTH 

REGULARLY



FOR EACH PROJECT:

Provide tenants with a comprehensive list 

of services that may assist during 

pandemic at federal, county and state 

levels for individuals and small businesses

Reach out to residents to update them 

with list of services

Understand tenant risk profiles

Suggest remedies to tenants

PROVIDE RESIDENTIAL

SERVICES



FOR EACH PROJECT:

Study the employment composition of 

residents, targeting those employed in

“at-risk” industries such as: 

• Airlines

• Restaurants

• Hospitality

• Travel

• Entertainment

Determine level of exposure to “as-risk” 

residents per property 

EVALUATE 

“AT-RISK” TENANTS



FOR EACH PROJECT:

Create video tours and post online to 

Facebook and website (our team will 

customize with video splicing, project logos, 

lower thirds)

Implement online leasing protocols: 

applications and online interactions

Provide more payment options including a 

“dropbox” for checks at leasing center, 

online

Increase online marketing as physical 

leasing traffic will be reduced

LEASING: 

ONLINE INITIATIVES



FOR EACH PROJECT:

Maximize Spring/Summer Leasing 

Velocities: Focus on lead follow-up, social 

media posts and sending out renewals:

• Offer concessions to keep occ. high

• Offer resident referral fee

Maintain Occupancy with Solid Tenants: 

Lease renewals should be sensitive to 

current situations who pay on time.

Re-evaluate Prior Notices to Vacate as some 

tenants may now wish to stay put

Maintain Occupancy: Provide care packages 

to residents: deck of cards, coloring book, 

etc

LEASING: 

INCREASE/MAINTAIN

OCCUPANCY



FOR EACH PROJECT:

Implement Lease Modification Program: 

1. Offer a late payment fee waiver;

2. Offer one-month payment skip and 

lease modification that amortizes the 

missed rent payment over the balance 

of the lease term: Restricted to 

residents who have previously paid on 

time; or

3. Offer ‘two-chunk’ installment payment 

option: Restricted to residents who 

have previously paid on time.

PREVENT & ASSIST 

WITH DELINQUENCIES



FOR EACH PROJECT:

Immediate cancellation of resident events

Close all amenities: fitness & playgrounds

No consumable goods in offices

Cancel cleaning checks & quarterly 

inspections

Add signage to offices requesting that any 

resident service items be handled by phone 

(posters with QR codes posted to doors of 

projects with leasing office closures

SOCIAL DISTANCING:

LIMIT INTERACTIONS &

LEASING OFFICE CLOSURES



FOR EACH PROJECT:

Leave DIY-fixable items at resident doors 

(smoke alarm batteries, furnace filters, etc)

Non-urgent work orders to be postponed

Urgent work orders: Maintenance technicians 

to wear protective suit and sanitize self and 

tools upon entry and completion

EVALUATE WORK 

ORDERS FOR URGENCY



FOR EACH PROJECT:

Consider stopping renovations after 

immediate materials used and only turning 

classics (depending on capex source)

Renovations of vacant units to proceed 

normally, except for limited number of non-

renovated units being released for occupancy 

at lower rates in an effort to preserve 

occupancy levels

UNIT TURNS



FOR EACH PROJECT:

Withhold distributions to investors for 

immediate use

Withhold payment of Asset Management 

Fees

Reduce / remove all non-essential expenses

CAPITAL PRESERVATION



FOR EACH PROJECT:

Increase frequency of delinquency and 

financials monitoring, and take more care

If delinquencies reach high amounts, partner 

with lenders to work out “creative” solutions

DELINQUENCIES & 

FINANCIALS



GAME TIME! 

➢ GAME TIME

Go to Link 24 in Bootcamp Portal sheet


