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Owner Name(s): ___________________________________________________________________

Property Address: _________________________________________________________________

Verify the following items received are complete:
1. Residential Leasing & Property Management Agreement (or current lease if there is one in place 

during property takeover)
2. Owner/Entity Intake Form
3. MLS Opt-In Agreement
4. Property Intake Form (and additional disclosures)
5. Lead-Based Paint Disclosure and/or Lead-Based Paint Hazards (for properties built prior to 1978)
6. Signed and completed W-9 (for whoever will be receiving the 1099)
7. A check made payable to Auben Realty in the amount of $350.00 for your owner’s
8. reserve
9. A copy of the HOA Rules & Regulations 
10. House keys (two for new tenants, one for Auben Property Mgmt). If property is occupied, provide 

VUL�RL`�MVY�VɉJL�\ZL��2L`Z�WYV]PKLK!�FFFF
11. 4HPSIV_�2L`Z��PM�HWWSPJHISL���[^V�RL`Z!�VUL�^PSS�NV�[V�[OL�[LUHU[Z��[OL�V[OLY�[V�IL�YL[HPULK�I`�(\ILU�

0M�WYVWLY[`�PZ�VJJ\WPLK��WSLHZL�WYV]PKL�VUL�RL`�MVY�VɉJL�\ZL��
�2L`Z�WYV]PKLK!�FFFF
12. 7VVS�*S\IOV\ZL�HJJLZZ�RL`��PM�HWWSPJHISL���
�2L`Z�WYV]PKLK!�FFFF
13. ;̂ V�^VYRPUN�NHYHNL�YLTV[LZ��
�9LTV[LZ�WYV]PKLK!�FFFF
14. Leave any operational manuals for appliances, security systems, thermostats, etc. in a kitchen drawer.
15. Warranty/Maintenance Agreements currently in place
16. Copies of recurring bills you would like paid (Ex: lawn service, HOA. We do not pay mortgages).
17. 0UZ\YHUJL�*60��*LY[PÄJH[L�VM�0UZ\YHUJL��ZOV^PUN�(\ILU�9LHS[`�HZ�HKKP[PVUHS�PUZ\YLK�

If your property is located within a jurisdiction that requires rental registration, you will need to 
apply for that directly.

18. Copy of Warranty Deed

If the unit is currently occupied by a tenant, please provide:
1. Tenant’s Application
2. Tenant’s Lease
3. Tenant’s Security Deposit
4. Tenant’s Account Statement
5. Tenant’s Contact Info

New Property On-board Checklist
Property Management
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Property Intake Form
Property Description

Owner(s): ________________________________________________________________________
Property Address: _________________________________________________________________
County: ______________________ Subdivision: _____________________________________
Year Built: ____________________ Approx. Square Footage: ___________________________
Directions to Property: _____________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

Please Check Each Item That Applies to Your Property:

0Z�[OLYL�HU�/6(&�� ��@LZ� ���5V�� 0M�`LZ��WSLHZL�WYV]PKL�JVU[HJ[�PUMV�MVY�[OL�THUHNLTLU[�JVTWHU`!
Company Name: _____________________________________ Manager: ______________________________
Phone: ______________________________ E-mail: ______________________________________________
Website: ____________________________________________________

Property Design & Type

��/V\ZL�� ��;V^U�OVTL��� ��*VUKV��FFFF�-SVVY�� � ���FFFF�7SL_
����:[VY`�� ����ñ�:[VY`� � �����:[VY`� � �����:[VY`�3L]LS�� � ��4\S[P�3L]LS

Parking

��.HYHNL��FFFF�*HY��� ��*HYWVY[��FFFF�*HY��� ��+YP]L^H`�� ��*VTT\UP[`�7HYRPUN�.HYHNL
(\[V�.HYHNL�6WLULY!���@LZ�� ��5V�� 0M�`LZ��^OH[�4HRL�4VKLS!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF

Pets

��*H[Z�HSSV^LK�� ��+VNZ�(SSV^LK��\UKLY����SIZ��� ��+VNZ�(SSV^LK��V]LY����SIZ�� � ���5V�7L[Z
0M�KVNZ�HYL�VRH �̀�HUK�ZWLJPÄJ�IYLLKZ�[V�IL�L_JS\KLK&�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF

Interior


�VM�)LKYVVTZ!�FFFFFFF�� 
�VM�-\SS�)H[OZ!�FFFFFFF�� 
�VM�ñ�)H[OZ!�FFFFFFF
4HZ[LY�)LKYVVT��VU�^OPJO�ÅVVY&�FFFFFFF

)HZLTLU[!� ��@LZ� ���5V�� � 0M�`LZ�� ���-PUPZOLK���<UÄUPZOLK

-PYLWSHJL!�� ��@LZ� ���5V�� 8\HU[P[`!�FFFFFFF�3VJH[PVU�Z�!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF
� ��;̀ WL!���.HZ�� ���.HZ�3VNZ� ���>VVK�)\YUPUN�� ��7YVWHUL

0Z�[OLYL�HU�HSHYT�Z`Z[LT&���@LZ���5V� 0M�`LZ��PZ�P[�J\YYLU[S`�TVUP[VYLK&���@LZ���5V
If yes, please provide access info: ______________________________________________________________

Carbon Monoxide Detector Location(s): _________________________________________________________

Smoke Detector Location(s): ___________________________________________________________________
___________________________________________________________________________________________
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(WWSPHUJLZ�
�<[PSP[PLZ

9HUNL!�� ��,SLJ[YPJ�� ��.HZ
6]LU!� � ��,SLJ[YPJ� ��.HZ�� � ��*VU]LJ[PVU� � ���+V\ISL

*OLJR�PM�WYLZLU[!� ��9LMYPNLYH[VY� � ��+PZO^HZOLY� � ��4PJYV^H]L�
��.HYIHNL�+PZWVZHS� ��>HZOPUN�4HJOPUL�� ��+Y`LY��,SLJ[YPJ��� ��+Y`LY��.HZ�� � ���:[HJRHISL�>�+

��>HZOLY�+Y`LY�*VUULJ[PVUZ�6US`�� 3VJH[PVU!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF

>H[LY�/LH[LY!� � ��.HZ� ���,SLJ[YPJ� ��;HUR�SLZZ
� :PaL��.HSSVUZ�!�FFFFFFFFFFFF��3VJH[PVU�Z�!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF

(�*!� � ��*LU[YHS�� ��+\HS�AVUL� ���;YP�AVUL�� ��>PUKV^�<UP[
Air Filter Size(s) and Location(s): __________________________________________________________
_______________________________________________________________________________________

/LH[!� ��/V[�>H[LY� ��)HZLIVHYK� ���+\HS�AVUL� ���;YP�AVUL� ��-VYJLK�(PY� ��/LH[�7\TW
-\LS�/LH[!� ��,SLJ[YPJ� ��5H[\YHS�.HZ� � ��7YVWHUL� ��6PS
:L^LY!�� ��*P[`� � ��:LW[PJ�;HUR���+H[L�3HZ[�*SLHULK!�FFFFFFFFFFFFFFFFFFFFFFFFF�
>H[LY!� � ��*P[`�>H[LY� ��*VTT\UP[`�>LSS� ��0UKP]PK\HS�>LSS
3VJH[PVU�VM�>H[LY�:O\[�6Ɉ�[V�/V\ZL!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF

Location of Electrical Breakers: __________________________________________________________________

<[PSP[`�*VTWHUPLZ

Name Phone           Paid By Tenant
,SLJ[YPJ!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�FFFFFFFFFFFFFFFFFFFFFFF��� � �
.HZ!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�FFFFFFFFFFFFFFFFFFFFFFF�� � � �
7YVWHUL!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�FFFFFFFFFFFFFFFFFFFFFFF�� � �
7OVUL!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�FFFFFFFFFFFFFFFFFFFFFFF�� � � �
>H[LY!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�FFFFFFFFFFFFFFFFFFFFFFF�� � � �
:L^LY!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�FFFFFFFFFFFFFFFFFFFFFFF�� � � �
;YHZO!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�FFFFFFFFFFFFFFFFFFFFFFF�� � � �
*HISL!�FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�FFFFFFFFFFFFFFFFFFFFFFF�� � � �
:H[LSSP[L!FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�FFFFFFFFFFFFFFFFFFFFFFF��� � �
0U[LYUL[!FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�FFFFFFFFFFFFFFFFFFFFFFF�� � � �

Exterior

3H^U�4HPU[LUHUJL�9LZWVUZPIPSP[`!� ���;LUHU[� ���3HUKSVYK� � ���5�(
0Z�[OLYL�HU�PYYPNH[PVU�Z`Z[LT&�� ��@LZ� � ��5V
0Z�[OLYL�H�Z^PTTPUN�WVVS� ���@LZ� ��5V�� � 0M�`LZ!� ��(IV]L�NYV\UK�� ��)LSV^�NYV\UK
7VVS�4HPU[LUHUJL�9LZWVUZPIPSP[`!� ��;LUHU[� ��3HUKSVYK� ��5�(
0Z�IHJR`HYK�MLUJLK�PU&� ���@LZ� ���5V
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Mailbox Location: ____________________________________________________________________

:H[LSSP[L�+PZO!� ���(SYLHK`�0UZ[HSSLK�� ��(WWYV]LK��H[�;LUHU[»Z�,_WLUZL
Does HOA have any guidelines regarding the installation location? If so, what? _________________________

Community Amenities

*S\IOV\ZL� ���0UJS\KLK�PU�9LU[�� � ��;LUHU[»Z�,_WLUZL
;LUUPZ�*V\Y[Z� ���0UJS\KLK�PU�9LU[� � ��;LUHU[»Z�,_WLUZL
:^PTTPUN�7VVS�� ��0UJS\KLK�PU�9LU[�� ��;LUHU[»Z�,_WLUZL
.VSM�*V\YZL�� ��0UJS\KLK�PU�9LU[�� � ��;LUHU[»Z�,_WLUZL
7SH`NYV\UK� ��0UJS\KLK�PU�9LU[�� � ��;LUHU[»Z�,_WLUZL

Home Warranty

0Z�H�OVTL�^HYYHU[`�PU�WSHJL&���@LZ�� ��5V�0M�`LZ��WSLHZL�WYV]PKL!
 Company Name & Phone: _______________________________________________________________
 Account Number: _________________________ Service Charge Amount: _______________________
You will need to add us on to this policy so we can call in warranty requests.

Preferred Contractors

Do you have any preferred contractors? If so, please provide their company name, phone number and the 
service they provide:

Name       Phone    Service
_____________________________________ ___________________ ___________________________
_____________________________________ ___________________ ___________________________
_____________________________________ ___________________ ___________________________
_____________________________________ ___________________ ___________________________


