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A
Abatement, 274, 390
ABC fire extinguishers, 270
Absorption rate, 124, 130–131, 390
Abstracting, 121, 162, 390
Accelerated cost recovery, 93, 390. See 

also Depreciation
Accessibility:

of office buildings, 337
of shopping centers, 364

Accounting:
about, 47–48
accrual-basis, 155, 390
cash-basis, 155, 396
expense categories in, 154e, 156–160
for income and expenses, 153–160, 

154e
income categories in, 154e, 155–156
methods of, 155
outsourcing, 180
software for, 160–161, 163
systems, 153–155
technology and, 154–155

Accredited Commercial Manager 
(ACoM), 20, 390

Accredited Management Organiza-
tion® (AMO®), 20, 390

Accredited Residential Manager® 
(ARM®), 20, 390

Accrual-basis accounting, 155, 390
Active income, 27
Active shooters, 280, 390
Actual cash value, 329, 391
ADA. See Americans with Disabilities 

Act (ADA)

Adaptive use, 135, 391
Addenda to retail leases, 380
Additional rent, 155, 373, 378
Add-on factor, 350, 350e, 391. See also 

Base rent
Adjustable-rate mortgages (ARMs), 88, 391
Adjustment, in real estate cycle, 78
Administrative costs, 157
Administrative personnel, 50
Ad valorem tax, 75, 391
Advertising:

billboard, 216
broadcast, 215–216
cost per prospect, 220–221
direct-mail, 213
display, 210–211, 210e
effectiveness, measuring, 219–222, 

223e, 224e, 225e
fair housing laws and, 302
as general property management 

duty, 109
newspaper, 211–212
radio, 216
in retail leases, 377
television, 215–216
writing tips for, 212

Advertising agencies, 208–209
Aesthetic appeal of shopping centers, 363
Affidavit of service, 231, 391
Affordable Care Act. See Patient Protec-

tion and Affordable Care Act 
(PPACA)

Affordable senior housing, 296
Age Discrimination in Employment Act 

(ADEA), 202, 391
Agents, 104, 105, 391. See also Leasing 

agents

INDEX

Page numbers followed by “e,” such as 154e, indicate exhibits.  Page numbers followed by “n,” 
such as 104n, indicate footnotes.
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Aging in place, 295, 296, 391
All-cash purchase, 84–85
All-risk insurance. See Special form 

insurance
Alterations clause, 378
Alternatives, analysis of, 133–136, 392
Amenities:

maintenance of, 261
in office buildings, 339, 342
in residential properties, 326–328

American Housing Survey, 115
American Recovery and Reinvestment 

Act of 2009. See Housing and 
Economic Recovery Act of 
2008

American Society of Heating, Refrigerat-
ing, and Air-Conditioning En-
gineers (ASHRAE), 275, 391

Americans with Disabilities Act (ADA):
compliance clause regarding, 247
defined, 391–392
employment and, 202
employment practices liability insur-

ance and, 159
industrial properties and, 381
office buildings and, 347, 349
residential rentals and, 305
tenant improvements and, 349
vanilla shell space and, 347

AMO® (Accredited Management 
Organization®), 20, 390

Amortization, 86, 87, 392
Analysis of alternatives, 133–136, 392
Anchor tenants:

defined, 392
escalations and, 374
property analysis and, 357
store hours for, 376
tenant mix and placement, 369–370

Ancillary tenants:
defined, 392
escalations and, 374
property analysis and, 357–358
store hours for, 376
tenant mix and placement, 369–370

Animals, assistive/service, 308
Annual budget, 167–168, 167e, 392. See 

also Operating budget
Antennas, 263
Apartment guides, 210
Apartments:

garden, 34, 291, 292, 408
high-rise, 34, 289, 291–292, 411
locator services for, 217
low-rise, 34, 291, 416
management of, 291–292
marketing directors for, 47
mid-rise, 34, 291, 418
model units, 224–225
neighborhood analysis for, 118
onsite staff for, 175
sales techniques for, 222–223, 

224–226
types of, 34, 289, 291
upgrading, 314–315

Appearance of office buildings, 339
Applications:

employment, 185
rental, 226, 298, 299e

Appraisal, 149–150, 392
Appreciation:

defined, 392
equity and, 92
of real estate, 21–22, 90, 91

Architectural design of office buildings, 
339

Arias, Sylvia, 300
ARM® (Accredited Residential  

Manager®), 20, 390
ARMs (adjustable-rate mortgages), 88, 

391
Articles of incorporation, 317, 392
Artificial breakpoint. See Breakpoint
Asbestos, 77, 274, 393
As-built drawings, 369, 392 
Assessments, 317, 322, 393. See also Spe-

cial assessments
Asset management, 44–45, 393
Asset managers, 44–45, 393
Assets:
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illiquid, 85, 412
liquid, 85, 415
types of, 33–37

Assignment, 318, 393
Assisted living facilities, 296, 393
Assistive animals, 308
Associations. See also Common interest 

realty associations (CIRAs); 
Condominium associations

merchants’, 377, 379, 418
professional, 115–116, 217, 312
savings and loan, 26, 27, 61–62
tenants’, 382

At will employment, 201, 393
Audits:

provision for, 108
of sales in retail lease, 378

Automobile liability insurance, 159

B
Baby Boom generation, 69
Backup system, file, 160–161
Balloon mortgages, 88–89, 393
Balloon payment, 88
Banai, Annette, 300
Banai, Janos, 300
Bank accounts, 106–107, 164
Bank Holding Company Act, 62
Bankruptcy, 73, 147, 233, 393
Bankruptcy Abuse Prevention and  

Consumer Protection Act, 73, 
233, 393

Banks:
government regulation of, 61–63
lending practices of, 68
real estate investment by, 26, 27, 61
as tenants, 368

Base rent:
defined, 393
as income category, 155
reduction in, 219, 245
in shopping centers, 371

Base year, 241–242, 374, 394
Basic Allowance for Housing (BAH), 295, 

394

Basis of investment value, 92
Bed bugs, 271–272
Benefits, employee, 193
Better Buildings Initiative, 337–338, 394
Bids, 282
Billboards, 216
Biometric identification, 280
Blanket policy, 159, 330, 388, 394
Board of directors. See also Corporations

in common interest realty associa-
tions, 321

condominium association, 315–316, 
317

cooperative, 318–319
defined, 394

Bodily injury insurance, 159, 394
Boiler insurance, 158, 394
BOMA Standard Method. See Building 

Owners and Managers Associ-
ation International (BOMA)

Bonds:
fidelity, 159, 407
fiduciary, 186

Bookstores, 58
Boundary definition in neighborhood 

analysis, 117
Breakpoint, 371–372, 394
Broadcast advertising, 215–216
Brokers, 50, 394
Budgets, 165–170

annual, 167–168, 167e, 392
capital, 169–170, 396
defined, 394
long-range, 170, 416
marketing, 166
operating, 165–166, 421
quarterly updates, 168
responsibility for, 41

Budget variance reports, 163, 394–395
Building activity and real estate cycle, 80
Building codes, 301
Building engineers, 48, 395
Building managers, 42. See also Site 

managers
Building out, 352–353, 395
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Building Owners and Managers Associa-
tion International (BOMA):

defined, 395
Experience Exchange Report, 116
R/U ratio, 348–349, 350, 350e

Building services, 342, 346
Building size, in property analysis, 118
Building standards, 349, 395. See also 

Tenant improvement  
allowance (TIA)

Build-to-suit, 381, 395
Bureau of Economic Analysis, 114
Bureau of Labor Statistics, 55, 115
Bureau of the Census, 55, 114, 115
Business cards, 213
Business cycle, 65–71, 66e

defined, 65, 395
depression in, 68
prosperity in, 66, 69–70
real estate cycle and, 78, 79e
recession in, 66–68
recovery in, 68–69

Business parks, 380
Buy-in communities. See Continuing 

Care Retirement Communi-
ties (CCRCs)

Bylaws, 316, 317, 395

C
CAD (computer-aided design), 352
Call center-based management, 395
CAM. See Common area maintenance 

(CAM)
Cancel, option to. See Option to cancel
Cap:

on adjustable-rate mortgages, 88, 395
on pass-through charges, 242, 373

Capital budget, 169–170, 395
Capital expenses, 145, 151
Capital gains tax rates, 61
Capital improvements, 93, 151, 396
Capitalization, 396
Capitalization rate (cap rate), 149–150, 396
Capital preservation, 89–90

Cap rate. See Capitalization rate (cap rate)
Cash-basis accounting, 155, 396
Cash disbursements reports, 163, 396
Cash flow:

calculating, 141, 145
in cash flow chart, 147–148
defined, 22, 396
importance of, 41, 91, 140–141
pretax, 150
projecting, 41

Cash flow chart, 141–148
Cash-on-cash return. See Return on 

investment (ROI)
Casings, 261, 265
CBD. See Central business district (CBD)
C corporations. See Corporations
CC&Rs (covenants, conditions, and 

restrictions), 375–376, 400
Ceilings, popcorn, 274
Census Bureau, 55, 114, 115
Census Catalog and Guide, The, 115
Centers for Disease Control and Preven-

tion (CDC), 272
Central business district (CBD):

defined, 396
parking options, 337
property analysis and, 334, 335, 336
retail space, ground-floor, 351

Certified Property Manager® 
(CPM®), 20, 105, 396

CFCs (chlorofluorocarbons), 275, 397
CFLs (compact fluorescent lights), 277
Changes:

operational, 133–134
structural, 134
technological, 56–58
in use, 134–136

Chart of accounts, 153–154, 154e, 396
Checklists, weighted, 191–192, 438
Check register. See Cash disbursements 

reports
Check voucher. See Cash disbursements 

reports
Chlorofluorocarbons (CFCs), 275, 397
Cinemas, 365, 369
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CIRAs. See Common interest realty as-
sociations (CIRAs)

Civil Rights Act (Title VII), 188, 202, 397
Class A fire extinguishers, 270
Class A office buildings, 334–335, 336, 

342
Class B fire extinguishers, 270
Class B office buildings, 335, 336, 342
Class C fire extinguishers, 270
Class C office buildings, 335, 336, 342
Clauses. See also Escalation clauses

alterations, 378
common area maintenance, 376–

377, 398
continuous occupancy, 378, 399
continuous operation, 378, 399
exclusive use, 375–376, 405
home purchase, 309, 311, 410
insurance, 378, 382
marketing, 379
operating expense escalation, 241, 

421
parking, 379
pass-through, 90, 243–244, 422
pet, 308–309
radius, 376, 426
sales auditing, 378
sales reporting, 378
storage, 382
store hours, 376, 432
sublet, 309, 311, 433
transfer, 309, 435
use, 375, 381, 436

Cleaning fee, 308
Cleaning services, 255
Client trust account. See Operating  

accounts
Closing ratios, 46, 397. See also Leasing 

agents
COBRA (Consolidated Omnibus Budget 

Reconciliation Act), 203, 399
Cockroaches, 271
Code of ethics, developing, 254–255
Code of Professional Ethics. See IREM 

Code of Professional Ethics

Cogeneration plants, 268, 397
Cold calling, 383, 397
Collateral, 85, 397
Collection loss, 143–144
Collection system, rental, 229–230
Combined heat and power (CHP) plants. 

See Cogeneration plants
Commerce Department, 67, 114, 115
Commercial Board of REALTORS®, 217
Commercial guides, 210
Commercial leases:

net versus gross, 178–179
pass-through charges in, 243–244
property analysis and, 121
responsibility for, 110
telecommunication risers and ca-

bling in, 247
types of, 240
utilities in, 247

Commercial markets, 123–124
Commercial properties. See also Com-

mercial leases; Office build-
ings; Shopping centers

additional rent for, 155
capital improvements, reserve fund 

for, 151
comparison grid for, 126, 127e
defined, 333, 397
demographic profile and, 131
display ads for, 210, 210e
economic vacancy and, 142
goodwill with tenants, building, 235
gross receipts and management fee 

for, 112
income and expenses of, 156
industrial properties, 37, 213, 

380–381
insuring, 386–388
lease renewal techniques for, 236
marketing, 382–385
negotiation with prospects, 385
plumbing in, 267
prospect cards for, 222, 225e
referrals to, 217
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rent concessions and effective rent 
for, 221e

rent roll for, 162
reserve fund for, 111
security deposits for, 153
size of, 207
tenants, prospecting for, 382–384
trends for, 131
types of, 35–36
warehouses, 37, 57, 58, 381
websites for, 214, 215e, 383–384
welcoming new tenants, 234

Commingled funds, 107, 397
Common area:

condominiums, 315
defined, 397
fire safety, 269
office buildings, 348
in property analysis, 119
shopping centers, 357

Common area maintenance (CAM), 244, 
261, 371

Common area maintenance (CAM) 
clause, 376–377, 397. See also 
Common area

Common interest developments (CIDs). 
See Common interest realty 
associations (CIRAs)

Common interest realty associations 
(CIRAs), 315–323

common interest developments 
(CIDs), 31

condominiums, 315–318
cooperatives, 318–319
defined, 398
management, role of, 320–323
planned unit developments, 319–320

Communication:
with employees, 194–195
with investors, 41
with maintenance personnel, 256
with owners, 41

Communications services, 263–264
Community shopping centers, 360, 398
Compact fluorescent lights (CFLs), 277

Comparison grid:
for commercial property, 126, 127e
defined, 398
location in, 126
in market analysis, 124, 125–126e, 

126, 127–129e, 129
rent in, 129–130
for residential property, 124, 

125–126e, 126
Compensation:

of employees, 192–193
for management services, 111–112, 

156–157, 320, 416
Competition, defining, in market analy-

sis, 122–124
Comprehensive insurance coverage, 

386–387
Computer-aided design (CAD), 352
Concessions:

in commercial leases, 221e
defined, 398
in leases, generally, 244–245
as marketing incentive, 218–219
in residential leases, 220e
in retail leases, 378

Conclusions and recommendations, in 
management plan, 137

Condition:
market-ready, 225–226
in property and analysis, 118
in residential leases, 308
schedules and inspections for, 256
statement of, 308

Condominium associations:
about, 315–317
common interest realty associations, 

322–323
defined, 398
planned unit developments, 320
replacement reserves, 145

Condominium conversion, 135–136
Condominiums, 315–318. See also Com-

mon interest realty associa-
tions (CIRAs)

defined, 34, 398
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manufactured housing, 324
office, 36, 353–354, 420
time-share, 207

Congregate housing, 296, 398
Consolidated Omnibus Budget Reconcili-

ation Act (COBRA), 203, 398
Construction and real estate cycle, 80
Construction managers, 48–49, 398
Construction oversight, 353
Consumer Price Index (CPI):

about, 58
defined, 398–399
escalation clauses and, 243, 374
rent and, 81
rent roll and, 162

Containment, 274, 399
Continuing Care Retirement Communi-

ties (CCRCs), 296, 399
Continuous occupancy clause, 378, 399
Continuous operation clause, 378, 399
Contract for labor as needed, 175, 399
Contractors, 104n, 172–173, 179–180, 

282–283
Contracts. See also Leases

employment, 188
in general, 105–106

Convenience shopping centers, 360, 363, 
399

Conventional sites, 288
Conversion ratio, 221–222, 399
Cooperatives, 34, 318–319, 399. See also 

Common interest realty as-
sociations (CIRAs)

Corporations, 94e, 99–100, 399–400
Corrective maintenance, 252, 253, 262, 400
Corridors, 256, 340–341
Cosmetic maintenance, 252, 400
Cost approach. See Appraisal
Cost-benefit analysis, 136–137, 138e, 400
Cost-per-click (CPC), 182
Cost per prospect, 220–221
Cost recovery. See Depreciation
Costs. See Expenses
Covenants, conditions, and restrictions 

(CC&Rs), 375–376, 400

CPI. See Consumer Price Index (CPI)
CPM® (Certified Property 

Manager®), 20, 105, 397
Credit card debt, 73
Credit reports, 226–227, 303–304
Criminal background check, 227, 306
Curb appeal:

defined, 400
maintenance and, 250, 260
of office buildings, 339
in property analysis, 119
of residential property, 290

Currency values, 64
Current management, in property  

analysis, 120
Custodial maintenance, 252, 259–261, 400
Customer service, of retail tenants, 367
Cycle of tenancy, 206. See also Marketing

D
Data evaluation, in management plan, 

131–132
Debt service:

in cash flow chart, 146–147
defined, 84, 400
as mortgage condition, 86
return and, 75

Declaration, 316, 400. See also Condo-
minium associations

Deductible, 329, 400
Deeds:

unit, 317, 435
warranty, 85

Deeds of trust, 85, 401
Default, 379–380, 401
Defense Department, 295
Deferred maintenance, 252, 253–254, 

272–273, 401
Deflation, 61, 401
Delinquencies, 142, 144, 228, 229–230
Demand, 54, 75, 401. See also Supply and 

demand
Demised premises, 239, 378, 401
Demising walls, 348, 402
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Demographic profile, 114, 131, 363, 401
Demolition for new development, 136
Density, 291, 401
Department of Commerce, 67, 114, 115
Department of Defense, 295
Department of Homeland Security, 280
Department of Housing and Urban De-

velopment (HUD), 293–294, 
298, 300, 401

Department of Labor, 81, 114, 174, 193
Department of the Treasury, 305
Deposits. See also Security deposits

pet, 310
refundable, 226, 227

Depreciation:
basis of investment value and, 92
defined, 401
income tax and, 93
of real estate, 90–91
rules regarding, 61

Depreciation period. See Useful life
Depression, 24, 68, 402
Destination shopping, 370
Developers of planned unit develop-

ments, 319, 320
Development, in real estate cycle, 78
Dioxin, 275
Directional signs, 211
Direct-mail advertising, 213
Disability, 308, 402. See also Americans 

with Disabilities Act (ADA)
Discipline, employee, 197–200
Discounted cash flow method.  

See Appraisal
Discount rate, 63
Discretionary income, 74, 402
Discrimination, 188–189
Display ads, 210–211, 210e
Disposable income, 361, 402
Diversity training, 189
Dodd-Franks Act of 2010, 62
Dollars & Cents of Shopping Centers®, 116
Double-net leases, 243, 244, 372
Double taxation, 99, 101
Downspouts, 265

Drawings, as-built, 369, 392
Dress code, 248
Driveways, 260, 262
Drug-Free Workplace Act, 203, 402
Drug testing, 187, 204
Dual-flush toilets, 279
Due diligence service, 136, 402
Dun & Bradstreet credit rating, 344, 368

E
Earthquake insurance, 158, 328
Economic Census, 115
Economic Growth and Tax Relief Act of 

2001, 61, 402.  
See also Jobs and Growth Tax 
Relief Act of 2003

Economic indicators, 58–60, 67
Economic obsolescence.  

See Obsolescence
Economics, 52–53, 403. See also Real 

estate economics
Economic shifts, 132, 402
Economic vacancy, 142, 402
Economy:

government role in, 58–65
in marketing on value, 385

EEOC (Equal Employment Opportunity 
Commission), 188, 404

Effective gross income, 144, 403
Effective rent, 219, 220e, 221e, 403
Electrical network, 267, 342
Electronic payments, 62–63
Elevators, 261, 265–266, 340
Emergencies, 234
Emergency procedures plan, 41–42
Eminent domain, 403
Employee benefits, 193
Employee discipline, 197–200
Employee management. See Staff man-

agement
Employee manuals, 189, 190, 195, 198
Employee onboarding, 189–190, 403
Employee Polygraph Protection Act 

(EPPA), 203, 403
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Employee retention, 191–197
Employee Retirement Income Security 

Act (ERISA), 26, 203, 403
Employee-screening services, 185–186
Employee termination, 200–201
Employer liability, 203–204
Employment:

duration of, 303
full, 55–56
laws affecting, 202–203
levels of, 55–56
offer of, 188
at will, 201, 393

Employment applications, 185
Employment at will. See At will 

employment
Employment contracts, 188
Employment Eligibility Verification form 

(form I-9), 188, 403
Employment policies, 198
Employment practices liability insurance 

(EPL), 159, 403
Endorsements, 330, 404
Energy conservation, 277–279
Energy consumption, 165–166
ENERGY STAR, 278, 338–339, 404
Enron, 30, 254
Enterprise Income Verification (EIV) 

system, 293, 404
Entertainment shopping centers, 404
Environmental protection, 77, 274–277
Environmental Protection Agency (EPA), 

272, 274, 404
Equal Employment Opportunity Com-

mission (EEOC), 188, 404
Equity, 92, 404
ERISA (Employee Retirement Income 

Security Act), 26, 203, 404
Errors and omissions insurance.  

See Professional liability 
insurance

Escalation clauses:
CPI and, 81
defined, 404
in leases, 241–243

real estate cycle and, 80
for shopping center tenants, 374

Estimates for maintenance work, 282
Estoppel certificate, 404
Ethical standards, 105, 107, 254–255
Eviction, 230–232, 404
Eviction notice, 230, 405
Exchange, money as medium of, 52–53
Exchange rates, 64
Exclusive use, 370
Exclusive use clause, 375–376, 405
Executive Order 13224. See USA  

PATRIOT Act
Executive property managers, 44, 405
Executive summary, 137, 405
Exempt status. See Fair Labor Standards 

Act (FLSA)
Exit signs, lights in, 269
Expand, option to. See Option to expand
Expansion plans, of office building ten-

ants, 345
Expense cap. See Expense stop
Expenses. See also Operating expenses

administrative, 157
capital, 145, 151
categories of, 154e, 156–160
monitoring and paying, 41
mortgage start-up, 86
office, 157
payment of, 108

Expense stop, 242, 373, 374, 405
Experience Exchange Report, 116
Extended coverage, 158, 329, 405
Extensive roofs, 264
Exterior appeal. See Curb appeal
Exterior walls, 257–258, 260, 263

F
Facebook, 182–183
Facilities managers, 48
Facility managers, 49, 405
Factory Belt, 72
Fair Credit Reporting Act (FCRA), 227, 

304, 405–406
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Fair Debt Collection Practices Act  
(FDCPA), 229, 406

Fair Housing Act of 1968, 298, 300, 301
Fair housing laws, 77, 298, 300–302, 406
Fair Labor Standards Act (FLSA), 

192–193, 202, 406
Familial status, 301, 302, 406
Family and Medical Leave Act (FMLA), 

202, 406–407
Federal Deposit Insurance Corporation 

(FDIC), 62
Federal government. See Government
Federal Housing Administration (FHA), 

407
Federal Insurance Contributions Act 

(FICA), 194, 202, 407
Federal Reserve Act, 62
Federal Reserve Bank, 31, 63
Federal Reserve System, 58, 63, 64
Federal Savings and Loan Insurance Cor-

poration (FSLIC), 27, 62
Federal Trade Commission, 375
Federal Unemployment Tax Act (FUTA), 

194, 202, 407
Federal Wage and Hour Law. See Fair 

Labor Standards Act (FLSA)
Fees:

cleaning, 308
late, 229
management, 111–112, 156–157, 

320, 416
move-in, 308
non-refundable, 308

Festival shopping centers. See Specialty 
shopping centers

FHA (Federal Housing Administration), 
407

FICA (Federal Insurance Contributions 
Act), 194, 202, 407

Fidelity bonds, 159, 407
Fiduciary, 47, 104, 105, 407
Fiduciary bonds, 186
File backup system, 160–161
Financial Institutions Reform, Recovery, 

and Enforcement Act 
(FIRREA), 62

Financial integrity:
in property analysis, 120
of shopping center tenants, 368

Financially distressed property, 147
Financial management, 140–171

budgeting, 165–170
income and expenses, accounting 

for, 153–160
income and expenses, reporting on, 

160–164
operating funds, evaluating, 140–153
responsibility for, 106–108

Financial regulation, 61–63
Financial stability of tenants, 344, 366, 

368
Financing, 85–89, 407
Fire departments, 269–270
Fire drills, 268, 270
Fire extinguishers, 268, 269, 270
Fire insurance, 158, 329, 407
Fire prevention and safety equipment, 

268, 270
Fire safety, 268, 269–270
First offer, right of, 246, 429
First refusal, right of, 246, 429
Fiscal affairs, in common interest realty 

associations, 322–323
Fitness centers, 261
Fixed annual increase, 243
Fixed-rate mortgages, 87, 407
Flex spaces, 28, 353, 407
Flood insurance, 158, 330
Floor area ratio (FAR), 119–120
Floor plate, 345, 407
FLSA (Fair Labor Standards Act), 

192–193, 202, 407
Fluorescent bulbs, 278
Food service, 271, 358, 364–365, 368, 387
For cause. See Eviction
Foreclosures, 81, 147, 408
“For Lease” signs, 211
Formaldehyde gas, 276, 408
Form I-9. See Employment Eligibility 

Verification form (form I-9)
Forms:
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comparison grid (commercial 
 property), 127e

comparison grid (residential  
property), 125–126e

inspection report, 257e
management agreement, 105n
in marketing, 213
prospect card (commercial), 225e
prospect card (residential), 224e
traffic report (residential), 223e
work log, 285e
work order, 283e

Foundations, 263
Fractional ownership, 318, 408
Free rent, 218–219, 245, 378
Freight elevators, 265–266
Frequency, of advertising, 208, 408
Friability, 274, 408
Full employment, 55–56
Fully amortized loans, 87, 408
Functional obsolescence.  

See Obsolescence
Funds. See also Reserve funds

commingled, 107, 397
marketing, 377, 379, 417
operating, 107, 140–153
pension, 25–26
separation of, 107
stringent, 91

Furnishings, 208, 232

G
Garbage, disposal of, 271
Garden apartment buildings, 34, 291, 

292, 408
Gas lines, 268
GDP (gross domestic product), 59, 410
General managers, 42. See also Site 

managers
General partnerships, 94e, 96, 408
Geographic features, 114
GLA (gross leasable area), 357, 364, 410
GNP (gross national product), 59, 410
Goals of owner, 40, 112–113, 121, 173

Goodwill, building with tenants, 235
Google Maps, 117
Governing documents, 316
Government:

economy and, 58–65
financial regulation by, 61–63
interest rate control by, 63, 64, 65
real estate and, 75–77
regional analysis resources from, 

114–115
taxation by, 60–61

Government-assisted housing:
about, 76
defined, 35, 408
management of, 294–295
military housing, 295
project-based rental assistance, 294
rental housing, 288, 292–295
resident-based rental assistance, 293
as residential property type, 288

Gramm-Leach-Bliley Act (GLBA), 227, 
409

Graphic rating scales, 191, 409
Graphics, in retail leases, 377
Gratitude, expressing to employees, 196
Great Depression, 24
Great Recession. See also Recession

about, 31–33
Baby Boomers and, 69
bank lending practices and, 68
credit conditions during, 65
defined, 409
real estate industry, effects on, 56
recovery following, 69

Great rooms, 28, 409
Green movement, 31, 134, 409
Green roofs, 264
Grievances, 195
Gross area, 347, 409
Gross domestic product (GDP), 59, 409
Gross floor area, 357, 409
Gross leasable area (GLA), 357, 364, 410
Gross leases:

about, 240
defined, 410
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past-through charges and, 243
for retail space, 372
staffing and, 178–179

Gross national product (GNP), 59, 410
Gross potential income (GPI), 141, 143
Gross potential rental income, 141–143, 

410
Grounds, 260, 262–263
Grubb and Ellis Company, 115
Guest cards, 222, 224e, 225e
Gutters, 265

H
Habitability, 312, 410
Handbooks, tenant, 234, 311–312, 313e
Handwritten signs, 211
Hazardous waste disposal, 247, 382
Heating, ventilating, and air-conditioning 

(HVAC) system:
defined, 410
energy conservation programs, 

277–278
maintenance of, 256, 266–267
in office buildings, 342

Highest and best use, 113, 121, 137, 410
High-rise apartment buildings, 34, 289, 

291–292, 410
High-rise office buildings, 334, 351
Hiring, negligent, 204, 418
Hiring qualified personnel:

recruiting applicants, 181–185
responsibility for, 110
selecting employees, 185–189

Historical budget. See Annual budget
Homeowners’ associations. See Condo-

minium associations
Home purchase clause, 309, 311, 410
Hoteling, 57, 345–346, 410
Housekeeping. See Custodial mainte-

nance
Housing. See also Government-assisted 

housing; Rental housing
congregate, 296, 398
manufactured, 324–325, 416

military, 295
public, 35, 292, 425
Section 8, 293–294, 428, 430
senior, 34, 74, 295–296
student, 35, 297

Housing and Community Development 
Act, 293, 411

Housing and Economic Recovery Act of 
2008, 32, 411

Housing and Urban Development (HUD) 
Department, 293–294, 298, 
300, 402

Housing Assistance Payments Program, 
293

Housing bubble, 80
Human resources. See Staff management
HVAC system. See Heating, ventilating, 

and air-conditioning (HVAC) 
system

I
I-9 form. See Employment Eligibility 

Verification form (form I-9)
Identification signs, 211
Illiquid assets, 85, 411
Immigration Reform and Control Act 

(IRCA), 202, 411
Impulse shopping, 370
Incandescent light bulbs, 277
Incentives:

income tax, 91–93
leasing, 218–219
marketing, 218–219
for motivating staff, 248
referral, 218

Income:
active, 27
categories of, 154e, 155–156
collection of, 107–108
discretionary, 74, 402
disposable, 361, 402
effective gross, 144, 403
gross potential, 141, 143
gross potential rental, 141–143, 410
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miscellaneous, 144, 163, 417
operating, 154e
rent-paying ability and, 303
unscheduled, 144, 435

Income and Expense Analyses® Report, 
115–116, 146

Income and expense statement. See State-
ment of operations

Income and Expense Surveys, 116
Income capitalization approach.  

See Appraisal; Capitalization
Income tax, 60–61, 91–93, 147–148, 150
Incorporation, articles of, 317, 392
Independent contractors, 104n
Indicators, economic, 58–60, 67
Individual tax identification numbers 

(ITINs), 227, 411
Indoor air quality (IAQ), 276, 411
Industrial leases, 240, 381–382
Industrial properties, 37, 213, 380–381. 

See also Commercial 
properties

Industry, effect on real estate market, 
72–74

Inflation, 61, 89, 169, 411
Inflation offset, 242–243
Informational signs, 211
Information technology (IT) specialists, 

178
Infrared sensors, 278
Initial investment base, 86, 412
Initial investment basis, 412
Inspection, in neighborhood analysis, 

117–118
Inspection reports, 256–258, 257e
Institute of Real Estate Management 

(IREM®). See also Certified 
Property Manager® (CPM®)

defined, 412
formation of, 20
Income and Expense Analyses®  

Report, 115–116, 146
management agreement form, 105n
management plan, 40

Institutional owners, 169, 412

Insurance:
actual cash value, 329, 391
automobile liability, 159
blanket policy, 159, 330, 388, 394
bodily injury, 159, 394
boiler, 158, 394
for commercial properties, 386–388
comprehensive coverage, 386–387
defined, 412
earthquake, 158, 328
employment practices liability, 159, 

403
extended coverage, 158, 329, 405
fire, 158, 329, 407
flood, 158, 330
liability, 330–331, 414
owner, landlord, and tenant liability, 

159, 421
as owner obligation, 111, 330, 388
owner’s, 386–387
plate-glass, 386–387
professional liability, 424
property, 111, 244
property damage, 159, 424
renter’s, 270, 310, 331
rent loss, 159, 328, 428
replacement cost coverage, 329, 428
for residential properties, 328–331
special form, 159, 329, 431
tenant’s, 387–388
terrorism, 158, 329–330, 387
umbrella liability, 159, 331, 435
workers’ compensation, 111, 194, 437

Insurance clause, 378, 382
Insurance companies, real estate invest-

ment by, 26
Intensive roofs, 264
Interest on security deposits, 152
Interest rates:

government control of, 63, 64, 65
mortgage lending and, 80
prime, 63, 65, 88, 424

Interior walls, 261
Internal promotion, 183–184



452     |     Principles of Real Estate Management

Internal Revenue Service (IRS):
capital improvements versus repairs, 

93
common interest realty associations, 

323
limited liability companies, 98
limited partnerships, 97
security deposits, interest on, 152

International Council of Shopping 
Centers (ICSC), 116, 356–357, 
412

International trade, 64
Internet, 28, 57, 65, 73–74
Interview questions:

for job candidates, 186
for supervisor candidates, 187

Intrinsic value, 89
Inventory, tracking through purchase 

orders, 285
Inventory control system, 286, 412
Investing in real estate:

means of, 84–89
reasons for, 89–94

Investors, 21, 41. See also Owners
IRCA (Immigration Reform and Control 

Act), 202, 411
IREM®. See Institute of Real Estate  

Management (IREM®)
IREM Code of Professional Ethics, 105, 

107, 254, 255
IREMjobs.org, 182
IRS. See Internal Revenue Service (IRS)
IT (information technology) specialists, 

178

J
Janitorial maintenance. See Custodial 

maintenance
Job applications, 185
Job descriptions, 184, 197, 248
Job offers, 188
Job postings, online, 182
Jobs and Growth Tax Relief Act of 2003, 

61, 412

Joint and several liability, 95, 412–413
Joint tenancy, 95n, 413
Joint ventures, 101–102, 413
Just-in-time delivery, 37, 57, 380, 413

K
Keystone entry signs, 211

L
Labor Department, 81, 114, 174, 193
Labor unions, 195
Land, value of, 71, 72
Landlords, 414. See also Lessors
Landlord-tenant law, 312, 413
Land use, 72–74, 319
Late fees, 229
Laundry rooms, 143, 326–327
Law. See also specific laws

employment, 202–203
fair housing, 77, 298, 300–302, 406
income tax, 60–61
rent control, 76–77, 312, 428
residential rental, 305

Layoffs, 200–201
Lead-based paint, 275–276, 305, 413, 428
Leadership in Energy and Environmental 

Design (LEED) Certification, 
279, 338, 413

Leaking underground storage tanks 
(LUSTs), 277, 413

Lease abstract. See Abstracting
Leases, 238–249. See also Commercial 

leases; Gross leases; Net leases; 
Residential leases

about, 238–239
breach of, 231–232
clauses, standard, 241–244
concessions in, 244–245
CPI and, 81
defined, 238, 413
double-net, 243, 244, 372
elements of, 239–240
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escalation clauses in, 241–243
executing, 109–110
industrial, 240, 381–382
modified triple-net, 372
month-to-month, 232, 307
negotiating, 41, 240–247
net-net, 243, 244, 372
net-net-net, 243, 244, 371, 372, 

373–374
pass-through clauses in, 243–244
percentage, 240, 422
in property analysis, 121
renewal techniques for, 235–237
single-net, 243, 244
tenant options in, 245–247
term of, 239
triple-net, 243, 244, 371, 372, 

373–374
types of, 240
written, 238

Leash requirements, 310
Leasing:

incentives, 218–219
outsourcing, 180
successful, 248

Leasing agents:
as contractors, 179
defined, 414
lease negotiation by, 240
leases, executing, 110
onsite, 248
responsibilities of, 46, 248

Leasing brokers. See Leasing agents
Leasing commission, 217
Leasing plan, 238
Ledgers, rental, 162, 428
LEED certification. See Leadership in 

Energy and Environmental 
Design (LEED) Certification

Legionnaires’ disease, 276
Legionnella bacteria, 276
Lessees, 238, 414. See also Tenants
Lessors, 238, 414. See also Owners
Letterhead, 213
Letters, rejection, for job applicants, 188

Liability:
employer, 203–204
joint and several, 95, 412–413
for security guarantee, 279

Liability insurance, 330–331, 414
LIBOR (London Inter-Bank Offering 

Rate), 64
Licenses for pets, 310
Lien, 85, 414
Lifestyle shopping centers, 361, 414
Lighting:

energy conservation programs, 277, 
278

fire safety and, 269
parking lot, 262, 278

Limited liability companies (LLCs), 94e, 
98, 414

Limited liability general partnerships 
(LGLPs), 96

Limited liability limited partnerships 
(LLLPs), 97, 414

Limited partnerships (LPs), 94e, 97–98, 
414–415

LinkedIn, 182
Liquid assets, 85, 415
LLCs (limited liability companies), 94e, 

98, 414
Load factor. See Add-on factor
Loans. See Mortgages
Lobbies, 261, 339–340
Location:

on comparison grid, 126
market size and, 207
in national analysis, 113–114
of office buildings, 128e, 207, 

336–337
quality and, 128–129e
of residential properties, 128e, 207
of shopping centers, 129e, 207, 363, 

364
of time-share condominiums, 207

Locator services, 217, 415
London Inter-Bank Offering Rate 

(LIBOR), 64
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Long-range budget, 170, 416. See also 
Budgets

Loss to lease, 143, 415
Low-flow showerheads, 278
Low-rise apartment buildings, 34, 291, 415

M
M1. See Money supply
M2. See Money supply
Maintenance, 250–287

benefits of, 250–251, 253–254
categories of, 252
in common interest realty associa-

tions, 321–322
corrective, 252, 253, 262, 400
cosmetic, 252, 400
custodial, 252, 259–261, 400
deferred, 252, 253–254, 272–273, 401
energy conservation and, 277–279
environmental protection and, 

274–277
ethics and, 254
management of, 110–111, 281–286
objectives of, 250, 252
of office buildings, 337
personnel, communication with, 256
preventive, 252, 253, 262–272, 423
property systems identification, 

251–252
record keeping for, 283–286
regulatory compliance for, 252–253
of residential properties, 325–328
responsibility for, 40
safety and, 251, 273–274
schedules and inspections for, 

255–259, 257e, 258e
security and, 279–280
service requests, 284
staffing for, 281–283
timing of, 235, 259

Make-ready reports, 326–327e
Mall managers, 42. See also Site managers
Mall of America, 47, 359
Malls. See Shopping centers

Management. See also Financial manage-
ment; Real estate manage-
ment; Staff management

of apartments, 291–292
call center-based, 395
current, in property analysis, 120
of maintenance, 110–111, 281–286
of office buildings, 337–338
records, 43
of residential properties, 320–323
risk, 41
of shopping centers, 365–366
site, 42–43, 432

Management agreement, 104–112
about, 104–105
components of, 104–106
defined, 103, 415
financial management in, 106–108
form for, 105n
management services, compensation 

for, 111–112
manager, responsibilities of, 106–111
owner, responsibilities of, 111
property management, general, in, 

109–111
reports to owner in, 108–109

Management by objectives (MBO), 192, 
415

Management fee, 111–112, 156–157, 320, 
415

Management firms:
employees of, 175–179, 181
websites for, 215, 216e

Management plan, 112–138
about, 112–113
analysis of alternatives in, 133–136
components of, 113
conclusions and recommendations 

in, 137
cost-benefit analysis in, 136–137, 

138e
data evaluation in, 131–132
defined, 103, 415
format of, 112
goals of owner and, 112–113
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market analysis in, 121–131
national analysis in, 113–114
neighborhood analysis in, 116–118
property analysis and, 118–121
regional analysis in, 114–116
responsibility for, 40

Management reports, 161–164
Management services, compensation for, 

111–112, 156–157, 320, 415
Manager members of limited liability 

companies, 98
Managers. See also Real estate managers

asset, 44–45, 393
building, 42
construction, 48–49, 398
executive property, 44, 405
facilities, 48
facility, 49, 405
general, 42
mall, 42
portfolio, 44, 423
property, 43, 425
regional, 44, 427
residential, 42, 429
site, 42–43, 431

Managing the physical asset. See Main-
tenance

Manhattan Group Real Estate, Inc., 300
Manuals:

employee/policy, 189, 190, 195, 198
operations, 421
property operations, 425

Manufactured housing, 324–325, 416
Manufacturers, 380
Manufacturing Belt, 72
Mapping sites, 117
Marcus and Millichap, 115
Market analysis, 121–131

about, 121–122
comparison grid in, 124, 125–126e, 

126, 127–129e, 129
competition, defining, 122–124
defined, 121, 416
narrative report, writing, 130–131
rents, setting, 129–130

Market approach. See Appraisal
Marketing, 206–227

about, 206
billboards in, 216
broadcast media in, 215–216
of commercial properties, 382–385
defined, 416
direct mailing in, 213
effectiveness of, measuring, 219–222, 

223e, 224e, 225e
fair housing laws and, 302
incentives, offering, 218–219
locator services in, 217
market, understanding, 207–208
networking in, 217
outsourcing, 180
press releases in, 213–214
print media in, 210–212, 210e
program for, developing, 208–218
prospects, approving for tenancy, 

226–227
public relations in, 217
referrals in, 217–218
responsibility for, 40
sales techniques, using, 222–226
signage in, 209–210, 211
on value, 384–385
websites in, 214–215, 214e, 215e, 

216e, 383–384
Marketing budget, 166
Marketing clause, 379
Marketing directors, 47, 416
Marketing fund, 377, 379, 416
Marketing managers. See Marketing 

directors
Market-ready condition, 225–226
Markets:

commercial, 123–124
defined, 53, 416
elements of, 53–54
employment levels and, 55–56
marketing and, 207–208
micro-, 118, 418
real estate, 72–75, 121
residential, 123
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size of, factors determining, 207–208
target, 209
technological change and, 56–58

Master-planned developments, 382
Material safety data sheet (MSDS), 273, 

416–417
MBO (management by objectives), 192, 

416
Mechanical systems, 256, 342
Media, reach and frequency of, 208
Medical office buildings (MOBs), 36, 354, 

417
Medicare, 194
Megamalls, 47, 359, 417
Megan’s Law, 305, 417
Members of limited liability companies, 

98
Merchandise presentation, 367
Merchants’ associations, 377, 379, 417
Mercury, in fluorescent bulbs, 278
Method B. See Office Building: Standard 

Methods of Measurement
Micro-market, 118, 417
Mid-rise apartment buildings, 34, 291, 417
Military housing, 295
Military Housing Privatization Initiative 

(MPHI), 295
Minimum rent. See Base rent
Miscellaneous cash receipts, 163
Miscellaneous income, 144, 163, 417
Miscellaneous receipts, 163
Mixed-use developments (MXDs), 177, 

357, 418
Mobile home parks, 324
Mobile homes. See Manufactured  

housing
Model units, 143, 208, 224–225
Modernization, 134, 417
Modified triple-net leases, 372
Mold, 276
Monetary eviction, 231
Money, roles of, 52–53
Money supply, 63, 64, 65, 418
Month-to-month leases, 232, 307
Montreal Protocol, 275

Monument signs, 211
Morale, promoting, 195–196
Mortgages. See also Collateral

adjustable-rate, 88, 391
balloon, 88–89, 393
conditions of, 86
defined, 85, 418
fixed-rate, 87, 408
fully amortized, 87, 408
real estate cycle and, 80
refinancing, 148
subprime lending crisis, 68
types of, 86–89
variable-rate, 88, 437

Motion sensors, 278
Motivating staff, 248
Move-in fee, 308
Movie theaters, 365, 369
Mullions, 341, 418
Multi-tenant properties, 382
Music, sale of, 58

N
NAFTA (North American Free Trade 

Agreement), 28
NAR® (National Association of  

Realtors), 20
Narrative reports:

in market analysis, 130–131
of operations, 108, 164, 418

National analysis, 113–114
National Apartment Association (NAA), 

116, 418
National Association of Building Owners 

and Managers, 19–20
Property Management Division, 20

National Association of Industrial and 
Office Properties (NAIOP), 418

National Association of Real Estate 
Boards, 20

National Association of Realtors 
(NAR®), 20

National Flood Insurance Program 
(NFIP), 158
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National Investment Center for the 
Senior Housing and Care 
Industry (NIC), 296

National Register of Historic Places, 136
Natural breakpoint. See Breakpoint
Negative balance of trade, 29, 418
Negligent hiring, 204, 418
Negligent retention, 204, 418
Negligent supervision, 204, 419
Negotiation, 41, 240–247, 385, 419
Neighborhood analysis, 116–118, 132, 419
Neighborhood boundaries, 117
Neighborhood shopping centers, 

359–360, 377, 419
Net income before debt service. See Net 

operating income (NOI)
Net leases:

about, 240
defined, 419
past-through charges and, 243–244
for retail space, 372–374
staffing and, 178–179

Net-net leases, 243, 244, 372
Net-net-net leases, 243, 244, 371, 372, 

373–374
Net operating income (NOI):

in cash flow chart, 146
cost-benefit analysis and, 137
defined, 419
importance of, 140–141, 148–149
increasing, 112–113, 133
operating budget and, 165
property valuation and, 149, 150
reserve fund and, 111

Networking, 217
New properties, 208
Newsletters, 235
Newspaper ads, 211–212
New urbanism. See Urban village
9/11, effects on real estate management, 

29–30
No-cause action, 232, 419
NOI. See Net operating income (NOI)
Nondiscrimination, 188–189
Nonmonetary eviction, 231–232

Nonpayment eviction, 231
Nonprofit organizations, 247
Non-refundable fees, 308
North American Free Trade Agreement 

(NAFTA), 28
Nursing homes, 296

O
Obsolescence:

defined, 419
economic, 91, 336
functional, 134
office buildings and, 334
physical, 252

Occupancy, in property analysis, 119
Occupancy agreements. See Leases
Occupancy levels, 80
Occupancy sensors, 277
Occupancy standards, 300–301
Occupational Safety and Health Act 

(OSHA), 202, 419
Occupational Safety and Health Admin-

istration (OSHA), 273
Office Building: Standard Methods of 

Measurement (ANSI/BOMA 
Z65.12010), 348, 420

Office buildings, 333–355. See also Com-
mercial properties; Office 
space

about, 333
accessibility of, 337
age of, 334, 349
amenities of, 339, 342
appearance of, 339
architectural design of, 339
brochures for, 212
Class A, 334–335, 336, 342
Class B, 335, 336, 342
Class C, 335, 336, 342
classification criteria for, 335–343
as commercial property type, 35
corridors in, 340–341
curb appeal of, 339
electrical wiring in, 342
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elevators in, 340
employment levels and, 56
high-rise, 334, 351
HVAC system in, 342
inspection reports for, 257–258
leases for, 240
lobby of, 339–340
location of, 128e, 207, 336–337
maintenance of, 337
marketing directors for, 47
mechanical systems in, 342
medical office buildings, 354
neighborhood analysis for, 118
obsolescence and, 334
office condominiums, 353–354
office rent, 347–353
onsite staff for, 173–174, 175
parking for, 337
prestige of, 339
property analysis, 334–343
property analysis for, 334–343
security in, 279, 280
services in, 342, 346
tenant mix in, 343
tenant selection and criteria, 

343–346
windows in, 265

Office condominiums, 36, 353–354, 420. 
See also Condominiums

Office expenses, 157
Office interiors, 341
Office of Thrift Supervision, 62
Office parks, 336, 420
Office rent, 347–353

establishing rates, 350–351
measuring rentable and usable space, 

347–350
space planning, 351–352
tenant improvements, 352–353

Office space. See also Office buildings
configuration of, 345
direct-mail advertising of, 213
requirements for, 344–346
sales techniques for, 223–224
size of, 207

Office usable area, 347, 420

Off-price centers. See Outlet shopping 
centers

Onboarding. See Employee onboarding
Online job postings, 182
Onsite personnel:

contract workers, 179
leasing agents, 248
maintenance workers, 281
management of, 173–175, 178

Open-air malls, 359–362
Open-door policy, 195
Operating accounts, 106–107, 420
Operating budget, 165–166, 420. See also 

Annual budget
Operating expense escalation clause, 241, 

420
Operating expenses:

in cash flow chart, 145–146
chart of accounts categories for, 154e
defined, 420
maintenance and, 250–251
pass-through, 144, 240
reducing, 133–134

Operating expenses and receipts reports, 
163–164

Operating funds:
bank account for, 107
evaluation of, 140–153

Operating income, 154e
Operational changes, 133–134
Operations:

narrative of, 108, 418
statement of, 164, 433

Operations manuals, 421
Options, 245–247, 421
Option to cancel, 247, 421
Option to expand, 246, 421
Option to renew, 236, 246–247, 421
Oregon:

screening criteria for potential resi-
dents, 298

security deposits, 150–151
OSHA. See Occupational Safety and 

Health Act (OSHA); Occu-
pational Safety and Health 
Administration (OSHA)
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Outlet shopping centers, 362, 421
Outlots, 359, 421
Out parcels. See Outlots
Outsourcing, 180
Overage rent. See Breakpoint; Percentage 

rent
Overbuilding, 78, 91
Overtime, 192–193
Owner, landlord, and tenant (OLT)  

liability insurance, 159, 421
Owners:

common interest realty associations 
and, 320–321

communicating with, 41
goals of, 40, 112–113, 121, 173
institutional, 169, 413
insurance as obligation of, 111, 330, 

388
obligations of, 111
reports to, 108–109

Ownership:
by groups, 22
pride of, 94

Ownership forms, 94–102, 94e
about, 94–95, 94e
corporations, 94e, 99–100
joint ventures, 101–102
partnerships, 94e, 95–98
real estate investment trusts, 94e, 101
sole proprietorships, 94e, 95

Owner’s insurance, 386–387

P
Pads. See Outlots
Paint, lead-based, 275–276, 305, 414
Painting, 260, 261, 263
Parking area ratio, 361, 421
Parking areas:

as income category, 155
maintenance of, 260, 262
for office buildings, 337
for shopping centers, 364–365

Parking clause, 379
Parking index, 361, 421

Parking lot lighting, 262, 278
Partial rent payments, 230
Parties to residential leases, 306–307
Partnerships. See General partnerships; 

Limited partnerships (LPs)
Passenger elevators, 265–266
Passive activity income. See Tax Reform 

Act of 1986
Passive loss rules. See Tax Reform Act of 

1986
Pass-through charges:

cap on, 242
defined, 422
in lease, 243–244
net leases and, 372–374
operating expenses, 144, 240
in shopping centers, 371, 372–374

Pass-through clauses, 90, 243–244, 422
Patient Protection and Affordable Care 

Act (PPACA), 203, 422
Payback period, 133, 137, 422
Payments, electronic, 62–63
Payroll, 110, 157–158
PCB (polychlorinated biphenyl), 275, 423
Pension funds, 25–26
Percentage leases, 240, 422
Percentage rent, 155, 156, 371–372, 422
Performance reviews, 190, 191–192
Periodic return, 91
Personal referrals, 184–185
Personnel management. See Staff  

management
Pest control, 271–272
Pet agreement, 309
Pet clause, 308–309
Pet deposits, 310
Pet rent, 309
Pets in residential leases, 308–309, 310e
Physical asset management.  

See Maintenance
Physical obsolescence. See Obsolescence
Physical vacancy, 142, 422
Planned unit developments (PUDs), 

319–320, 422. See also Com-
mon interest realty associa-
tions (CIRAs)
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Plans. See also Management plan
emergency procedures, 41–42
expansion, 345
leasing, 238

Plate-glass insurance, 386–387
Plumbing, 267–268
Points, 86, 423
Policy manuals, 189, 190, 195, 198
Polychlorinated biphenyl (PCB), 275, 423
Pooled capital, 22
Pools, swimming, 261, 328
Popcorn ceilings, 274
Population:

real estate market and, 74
trends, 69, 70e

Population shifts, 132, 423
Portfolio managers, 44, 423
Portfolio supervisors. See Regional 

managers
Potholes, 262
Power shopping centers, 28, 361–362, 423
PR (public relations), 217, 425
Preleasing, 382–383, 423
Press releases, 213–214
Prestige, 339, 385
Pretax cash flow. See Cash flow
Preventive maintenance, 252, 253, 

262–272, 424
Price. See also Rent

demand and, 54
of housing, 80
as market element, 53
supply and, 53–54

Price controls, 58
Pride of ownership, 94
Primary trade area, 363, 423
Prime borrowers, 68
Prime rate, 63, 65, 88, 423
Primogeniture, 424
Principal, 86, 105, 424
Print media, in marketing, 210–212, 210e
Privacy Act, 293
Private limited partnerships. See Limited 

partnerships (LPs)
Private residence clubs. See Fractional 

ownership

Probation, 199–200
Producer Price Index (PPI), 58, 424
Productivity measures, 59
Professional associations, 115–116, 217, 

312
Professional liability insurance, 424
Professional real estate management, 

19–20, 23, 424
Profiles:

demographic, 114, 131, 363, 402
psychographic, 363, 425

Progressive discipline, 198–200, 424
Project-Based Rental Assistance, 294, 424
Project signs, 211
Promotion, internal, 183–184
Property analysis:

defined, 424
in management plan, 118–121
for office buildings, 334–343
for shopping centers, 357–362

Property damage insurance, 159, 424
Property insurance, 111, 244
Property management. See Real estate 

management
Property managers, 43, 425
Property operations manuals, 425
Property supervisors. See Property  

managers
Property systems identification, 251–252
Property valuation, 149–150
Proprietary leases. See Cooperatives
Pro rata share, 348, 373, 425
Prospect cards, 222, 224e, 225e
Prospecting for tenants, 382–384
Prospect reports, 384, 425
Prospects, 226–227, 385, 425
Prosperity, in business cycle, 66, 69–70
Protected class. See Fair housing laws
Psychographic profile, 363, 425
Public housing, 35, 292, 425
Public housing agencies (PHAs). See 

Housing and Community 
Development Act

Public limited partnerships. See Limited 
partnerships (LPs)

Public relations (PR), 217, 425
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Purchase orders, 285–286
Pylon signs, 211

Q
Qualification of tenants, 226–227, 426
Quarterly budget updates, 168
Quiet enjoyment, 304, 309
Quotations, 282

R
Radio advertising, 216
Radius clause, 376, 426
Radon, 275, 426
Ramsey-Shilling Company, 115
Ratios:

closing, 46, 397
conversion, 221–222, 399
floor area, 119–120
parking area, 361, 421

Rats, 271
Reach, of media, 208, 426
Real estate:

asset types, 33–37
defined, 21, 426
government and, 75–77
as illiquid asset, 85
income-producing, 21
as portion of GDP, 59

Real estate brokerage firms, 115
Real estate brokers. See Brokers
Real estate cycle, 77–81

business cycle and, 78, 79e
components of, 78
defined, 426
factors affecting, 80–81

Real estate economics, 71–81. See also 
Economics

government and real estate, 75–77
real estate cycles, 77–81, 79e
real estate market, 72–75

Real estate executives, 49, 426

Real estate investment:
means of, 84–89
reasons for, 89–94

Real estate investment trusts (REITs). 
See also Shares of beneficial 
interest

defined, 426
overview and history of, 25–26, 27
as ownership form, 94e, 101

Real estate management:
defined, 426
economic future for, 33
evolution of, 23–33
9/11 effects on, 29–30
positions in, 42–50
professional, 19–20, 23, 425

Real estate management companies:
employees of, 175–179, 181
websites for, 215, 216e

Real estate managers:
defined, 22
lease negotiation by, 240
responsibilities of, 39–42, 109–111
role of, 22–23

Real estate market, 72–75, 121
Real Estate Market Analysis, 116
Real estate taxes, 244
Receivables ledger. See Statement of 

receipts reports
Receiverships, 32–33, 147, 427
Recession, 26, 31, 59, 66–68. See also 

Great Recession
Recognition agreement, 318
Reconciliation, 242, 427
Record keeping, for maintenance work, 

283–286
Records management, 43
Recovery, 24, 68–69, 427
Recreational activities among coworkers, 

196
Recruiting applicants, 181–185
Recycling, 271
Reduced rent, 219, 245
Reentry, right of, 309, 429
Referrals, 184–185, 217–218
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Refinancing, 148
Reflective roofs, 264
Refundable deposits, 226, 227
Regional analysis, 114–116, 427
Regional malls, 358, 427
Regional managers, 44, 427
Regional property managers.  

See Regional managers
Regional websites, 214
Regulations:

compliance with, 111, 120
condominium association, 317
financial, 61–63
maintenance, 252–253
residential property, 311–312, 313e

Rehabilitation, 134, 427
REITs. See Real estate investment trusts 

(REITs)
Rejection letters, for job applicants, 188
Renew, option to. See Option to renew
Renewals, 235–237, 312, 314–315
Rent. See also Base rent

additional, 155, 373, 378
bills and receipts for, 162
collection of, 40, 228–233
Consumer Price Index (CPI) and, 81
defined, 427
due date for, 228
effective, 219, 220e, 221e, 403
free, 218–219, 245, 378
in lease, 239
in market analysis, 129–130
in marketing on value, 385
market size and, 207–208
office, 347–353
partial payments of, 230
percentage, 155, 156, 371–372, 422
pet, 309
real estate cycle and, 80
reduced, 219, 245
retail, 370–374
setting, 129–130
vacancy and, 130

Rentable area, 347, 348, 427–428
Rental agreements. See Leases;  

Residential leases
Rental apartments. See Apartments
Rental applications, 226, 298, 299e
Rental history, 304, 306
Rental housing, 289–315. See also Resi-

dential properties
government-assisted housing, 288, 

292–295
rental agreement, 306–315
rental apartments, 289, 291–292
residents, selecting qualified, 

297–306
senior housing, 295–296
student housing, 297

Rental ledgers, 162, 428
Rental schedule, 130, 131
Rental space:

size of, 207
supply and demand and, 54–55
technology and, 57

Rent control laws, 76–77, 312, 428
Renter’s insurance, 270, 310, 331
Rent loss insurance, 159, 328, 428
Rent-paying ability, 302–304
Rent roll, 162, 428
Repairs, 93
Replacement cost coverage, 329, 428
Reports:

budget variance, 163, 394–395
cash disbursements, 163, 396
credit, 226–227, 303–304
inspection, 256–258, 257e
make-ready, 326–327e
management, 161–164
narrative, 108, 130–131, 164, 418
operating expenses and receipts, 

163–164
to owner, 108–109
prospect, 384, 425
reserve account transactions, 163, 

429
statement of receipts, 163, 432
traffic, 222, 223e, 435

Reputation of tenants:
office buildings, 343–344
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retailers, 366, 367
Requests for proposal (RFPs), 282, 428
Requests from tenants, 234–235
Research and development parks, 382
Reserve account transactions reports, 

163, 428
Reserve funds:

bank account for, 107
capital budget and, 169
cash flow and, 145, 147–148
for common interest realty associa-

tions, 322, 323
for condominiums, 317
defined, 428
management agreement and, 111
monitoring, 150, 151–152

Resident-Based Rental Assistance, 293, 428
Residential Lead-Based Paint Hazard 

Reduction Act, 305, 428–429
Residential leases, 306–315.  

See also Residential properties
clauses and provisions, 306–309, 

310e, 311–312, 313e
condition of premises in, 308
executing, 109
home purchase clause in, 309, 311
landlord-tenant laws, compliance 

with, 312
non-refundable fees in, 308
parties to, 306–307
pets in, 308–309, 310e
renewals, 236, 312, 314–315
right of reentry in, 309
rules and regulations, 311–312, 313e
subleasing in, 309, 311
term of, 307–308
transfer clause in, 309
types of, 240
utilities in, 311

Residential managers, 42, 429
Residential markets, 123
Residential properties, 288–332. See also 

Rental housing; Residential 
leases

about, 288

amenities of, 326–328
brochures for, 212
common interest realty associations, 

315–323
comparison grid for, 124, 125–126e, 

126
curb appeal of, 290
demographic profile and, 131
direct-mail advertising of, 213
goodwill with tenants, building, 235
inspection checklist for, 226
inspection reports for, 257
insurance issues, 328–331
location of, 128e, 207
maintenance of, 284, 325–328
manufactured housing communities, 

324–325
model units, 143, 208, 224–225
onsite staff for, 173
plumbing in, 267
prospect cards for, 222, 224e
rental housing, 289–315
rent bills and receipts for, 162
rent concessions and effective rent 

for, 220e
reserve fund for, 111
sales techniques for, 222–223, 

224–226
security in, 279–280
single-family homes, 323–324
traffic report, sample, 223e
trends and, 131
types of, 34–35, 288
unit preparation for, 325–326, 

326–327e
websites for, 214, 214e
welcoming new tenants, 234
windows in, 265

Residential unit make-ready reports.  
See Make-ready reports

Resident managers. See Site managers
Residents. See also Tenants

defined, 428
individual spaces of, in property 

analysis, 119
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needs of, 40
of planned unit developments, 319, 

320
selection of, 297–306

Resident’s handbooks, 234, 311–312, 313e
Resolution Trust Corporation (RTC), 27, 

62, 429
Resources for regional analysis, 114–116
Restaurants, 271, 364–365, 387
Retail leases, 374–380

about, 240
addenda to, 380
advertising in, 377
common area maintenance  

clause in, 376–377
concessions in, 378
default clause in, 379–380
escalation clause in, 374
exclusive use clause in, 375–376
graphics in, 377
marketing clause in, 379
other clauses in, 378–380
radius clause in, 376
signs in, 377
store hours in, 376
types of, 240
use clause in, 375

Retail rent, 370–374
Retail space. See also Shopping centers

direct-mail advertising of, 213
ground-floor, in office buildings, 351
location of, 129e
percentage rent for, 155, 156
size of, 207
technology and, 57–58

Retention:
of employees, 191–197
negligent, 204, 418
of tenants, 233–235, 250

Retrofit, 278, 342, 430
Return on investment (ROI), 146, 147, 

430
RFPs (requests for proposal), 282, 429
Riders. See Endorsements
Right of first offer, 246, 429

Right of first refusal, 246, 429
Right of reentry, 309, 429
Risk-free rate of return, 64
Risk management, 41
ROI (return on investment), 146, 147, 

429
Roofs, 263–264
RTC (Resolution Trust Corporation), 27, 

62, 429
Rules. See Regulations
R/U ratio. See Building Owners and Man-

agers Association Interna-
tional (BOMA)

Rust Belt, 72

S
Safety:

fire, 268, 269–270
maintenance and, 251, 273–274
schedules and inspections for, 255

Sales approach. See Appraisal
Sales auditing clause, 378
Sales reporting clause, 378
Sales techniques, 222–226
Sarbanes-Oxley Act (SOX), 30, 430
Satellite dishes, 263
Savings and loan associations, 26, 27, 

61–62
Schedules:

amortization, 87
maintenance, 258–259, 258e
rental, 130, 131

S corporations. See Corporations
Screening services:

employee, 185–186
tenant, 186, 226–227

Secondary trade area, 363, 430
Section 8 housing:

Choice Voucher Program, 293
defined, 431
Project-Based Rental Assistance, 294
Resident-Based Rental Assistance, 

293, 428
Section 202, 294, 430
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Section 811, 294, 430
Securities and Exchange Commission 

(SEC), 97, 100
Security:

maintenance and, 279–280
schedules and inspections for, 255
of shopping centers, 279, 365–366

Security deposits:
bank account for, 107
defined, 430
handling, 232–233
monitoring, 150–151, 152–153

Security guarantee, 279
Selection:

of employees, 185–189
of office building tenants, 343–346
of residents, 297–306
of shopping center tenants, 366–370

Self-storage facilities, 37, 381, 430
Semimonthly payroll system, 157–158, 

430
Senior housing, 34, 74, 295–296
Senior property managers. See Regional 

managers
Sensors, 277
September 11 terrorist attacks, effects 

on real estate management, 
29–30

Septic systems, 267–268
Service animals, 308
Service requirements in office buildings, 

346
Sex offenders, registered, 305
Shares of beneficial interest, 101, 430.  

See also Real estate investment 
trusts (REITs)

Shell space, 347, 370, 430–431
Shopping centers, 356–380. See also 

Commercial properties; Retail 
leases; Retail space

about, 356–357
accessibility of, 364
aesthetic appeal of, 363
brochures for, 212
community, 360, 398

convenience, 360, 363, 399
defined, 431
demand for, 74
development and evolution of, 23
display ads for, 210, 210e
entertainment, 404
inspection reports for, 258
leases for, 240
leasing incentives for, 218
lifestyle, 361, 414
location of, 129e, 207, 363, 364
management of, 365–366
marketing directors for, 47
neighborhood, 359–360, 377, 419
onsite staff for, 174, 175
open-air, 359–362
outlet, 362, 421
parking for, 364–365
placement of tenants in, 370
power, 28, 361–362, 423
property analysis for, 357–362
prospect cards for, 222
regional, 358, 427
retail rent, 370–374
security of, 279, 365–366
specialty, 362, 432
strip, 360, 433
super-regional, 358–359, 433
tenant selection for, 366–370
trade area analysis for, 363–365
types of, 36, 356–357

Showerheads, low-flow, 278
Sick building syndrome (SBS), 276
Signage, 209–210, 211, 377
Single-family homes, 323–324, 431
Single load factor method. See Office 

Building: Standard Methods of 
Measurement

Single-net leases, 243, 244
Site management, 42–43, 431
Site managers, 42–43, 431
Smoke alarms, 268, 269, 270
Snow removal, 166
Social media, 182–183, 297
Social Security, 194
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Social Security numbers (SSNs), 227
Society of Industrial and Office Realtors 

(SIOR), 25
Society of Industrial Realtors (SIR), 25
Software, accounting, 160–161, 163
Sole proprietorships, 94e, 95, 431
SOX (Sarbanes-Oxley Act), 30, 430
Space. See also Retail space; Vanilla shell 

space
flex, 28, 353, 407
office, 207, 213, 223–224, 345
rental, 54–55, 57, 207
shell, 347, 370, 430
size of, 207
unleasable, 142

Space planning, 351–352, 431
Special assessments, 317, 322, 431. 

See also Assessments
Special form insurance, 159, 329, 431
Special improvement districts, 432. See 

also Special assessments
Specially Designated Nationals and 

Blocked Persons (SDN) list. 
See USA PATRIOT Act

Specialty shopping centers, 362, 432
Specifications for maintenance work, 282
Sprinkler systems, 269
Stabilization, in real estate cycle, 78
Staff, in property analysis, 120
Staffing agencies, 183
Staff management, 172–205

about, 172–173
communication, 194–195
compensation, 192–193
contractors, 179–180
employee discipline, 197–200
employee onboarding, 189–190
employee termination, 200–201
employer liability, 203–204
federal laws affecting employment, 

202–203
federal programs, 194
hiring qualified personnel, 110, 

181–189
maintenance workers, 281–283

management firm employees, 
175–179

morale, promoting, 195–196
motivating staff, 248
onsite staff, 173–175, 178
outsourcing, 180
performance appraisal methods, 

191–192
recruiting applicants, 181–185
responsibility for, 41
retaining valuable employees, 

191–197
selecting employees, 185–189
size of staff, determining, 180–181
staff requirements, 173–181
talents, developing, 197
training, continual, 196

Stairways, 266
Standard operating procedures manuals. 

See Operations manuals
Standards:

building, 349, 395
ethical, 105, 107, 254–255
occupancy, 300–301

Standard tenant improvement allowance. 
See Tenant improvement al-
lowance (TIA)

Start-up costs, mortgage, 86
Statement of condition, 308
Statement of operations, 164, 432
Statement of receipts reports, 163, 432
Statistical Abstract of the United States, 

115
Steering, 298, 432
Storage areas, 142–143, 327–328
Storage clause, 382
Store hours clause, 376, 432
Storms, 263
Stringent funds, 91
Strip shopping centers, 360, 433
Structural changes, 134
Student housing, 35, 297
Sublet, 309, 311, 433
Sublet clause, 309, 311, 433
Submarket, 122, 433
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Subprime mortgage lending crisis, 68
Subrogation, 388, 433
Subsidized housing. See Government-

assisted housing
Sunbelt, 72–73
Supermarkets:

parking for, 364
percentage rent for, 371
size of, 207
store hours for, 376
tenant requirements for, 368

Super-regional malls, 358–359, 433
Supervision, negligent, 204, 419
Supervisors, 187, 204
Supply, 53–54, 75, 433. See also Supply 

and demand
Supply and demand, 54–56, 74–75, 

130–131
Supply rooms, 260
Surety, 159, 433
Surveys, 235
Sustainability, 134, 337–339
Swimming pools, 261, 328
Syndicates, 24, 98, 433
Syndication, 98, 433
Syndicators, 98

T
Talents of staff, developing, 197
Target market, 209
Taxes:

ad valorem, 75, 391
apartment upgrades and, 314–315
common interest realty associations 

and, 322–323
defined, 433
excise, 405
income, 60–61, 91–93, 147–148, 150
real estate, 244

Tax Reform Act of 1980, 26, 27, 434. See 
also Tax Reform Act of 1986

Tax Reform Act of 1986, 27, 60–61, 434
Technology, 56–58, 154–155
Telecommuting, 57, 434

Television advertising, 215–216
Television services, 263–264
Temporary signs, 211
Tenancy in common (TIC), 95n, 434
Tenant handbooks, 234, 311–312, 313e
Tenant improvement allowance (TIA), 

349, 352–353, 378, 434.  
See also Building standards

Tenant mix, 343, 367, 369–370, 434
Tenant reps, 213
Tenants. See also Lessees; Residents

defined, 434
financial stability of, 344, 366, 368
goodwill, building, 235
individual spaces of, in property 

analysis, 119
options, in lease, 245–247
prospecting for, 382–384
qualification of, 226–227, 426
reputation of, 343–344, 366, 367
requests of, 234–235
requirements of, 40, 366, 367, 

368–369
retaining, 233–235, 250
selection of, 343–346, 366–370
welcoming new, 234

Tenants’ associations, 382
Tenant-screening services, 186, 226–227
Tenant’s insurance, 387–388
Term, 307–308, 434
Termination of employees, 200–201
Termination right. See Option to cancel
Terms, negotiating, 41
Terrorism, 434–435
Terrorism insurance, 158, 329–330, 387
Terrorism Risk Insurance Act (TRIA), 

158, 305, 387, 435
Tertiary trade area, 363, 435
Theme, in marketing, 209, 211, 212–213
Theme shopping centers. See Specialty 

shopping centers
Thermal scan, 263
Thrifts. See Savings and loan associations
TIA. See Tenant improvement allowance 

(TIA)
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Timers for lighting, 277
Timeshares, 207, 317–318, 435
Time value of money, 221, 435
Title VIII. See Fair housing laws
Toilets, dual-flush, 279
Townhouses, 323. See also Single-family 

homes
Trade:

international, 64
negative balance of, 29, 418

Trade area:
defined, 118, 435
primary, 363, 423
secondary, 363, 430
for shopping centers, 358, 359, 

363–365
tertiary, 363, 435

Trade area analysis, 363–365
Traffic reports, 222, 223e, 435
Training, continual, 196
Transfer clause, 309, 435
Transportation, accessibility to, 337
Transportation systems, 255
Trash, disposal of, 271
Treasury Department, 305
Trends:

commercial property, 131
evaluating, 132
in market analysis, 131
population, 69, 70e
residential property, 131

Triple-net leases, 243, 244, 371, 372, 
373–374

Trust, deeds of, 85, 401
Tuckpointing, 263, 435
Twitter, 183

U
ULI (Urban Land Institute), 116, 364, 436
Umbrella liability insurance, 159, 331, 

435
Unemployment:

compensation for, 194
real estate industry, effects on, 55, 56

Unemployment rate, 32, 33, 55, 435
Unions, 195
Unit deeds, 317, 435
Unit make-ready reports. See Make-ready 

reports
Unit preparation, 325–326, 326–327e
Unleasable space, 142
Unscheduled income, 144, 435
Unsolicited job applications, 185
Upgrades, apartment, 314–315
Urban Land Institute (ULI), 116, 364, 436
Urban renewal, 76, 436
Urban village, 177, 436
U.S. Civil Rights Act of 1968. See Fair 

housing laws
U.S. Green Building Council (USGBC), 

279, 338, 436
Usable area, 348, 436
USA PATRIOT Act:

Customer Identification Program, 
227

defined, 436
Executive Order 13224, 29–30, 305
9/11, effect on real estate manage-

ment, 29–30
residential rentals and, 305
Specially Designated Nationals and 

Blocked Persons (SDN) 
list, 30, 305, 344, 366n

Use:
adaptive, 135, 391
changes in, 134–136
exclusive, 370, 375–376, 405
land, 72–74, 319

Use clause, 375, 381, 436
Useful life, 48, 93, 436
Utilities, 247, 311

V
Vacancy:

collection loss and, 143–144
economic, 142, 403
loss from, 143
physical, 142, 423
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rent and, 130
Vacation homes, 323–324
Vaccinations for pets, 310
Valuation, 149–150, 436
Value:

basis of investment, 92
intrinsic, 89
of land, 71, 72
marketing on, 384–385
money as standard of, 53
money as store of, 53
of property, increasing, 42, 52, 251, 

314
Vanilla shell space:

construction managers and, 48
defined, 437
in office or retail space, 208
office rent and, 347
in shopping centers, 370, 378

Variable-rate mortgages, 88, 437
Variances, 164
Verbal warnings, 199
Video stores, 57
Views from office buildings, 351
Volatile organic compounds (VOC), 276

W
Wage and Hour Law. See Fair Labor Stan-

dards Act (FLSA)
Wages, 192–193
Waiver of subrogation, 388
Walks, 260, 262
Walk-ups, 34, 291, 437
Walls:

demising, 348, 402
exterior, 257–258, 260, 263
interior, 261

Warehouses, 37, 57, 58, 381. See also 
Commercial properties

Warnings to employees, 199
Warranty deeds, 85
Websites:

commercial property, 214, 215e, 
383–384

property management company, 215, 
216e

regional, 214
residential property, 214, 214e
social networking, 297

Weighted checklists, 191–192, 437
Wildlife, 272
Windows, 261, 265, 386–387
Worker, Homeownership and Business 

Assistance Act of 2009. See 
Housing and Economic Re-
covery Act of 2008

Worker Adjustment and Retraining 
Notification (WARN) Act, 
203, 437

Workers’ compensation insurance, 111, 
194, 438

Work logs, 284–285, 285e
Work orders, 283–284, 283e
World War II, 24–25
Written leases, 238
Written warnings, 199

Y
Yelp, 117

Z
Zero-based budget. See Annual budget
Zoning, 75, 319, 437


