Multi-Family or Mixed-Use 
Property Checklist
1. EXECUTIVE SUMMARY 
2. SUBJECT PROPERTY

a. INCOME/EXPENSE STATEMENT for the last 3 years with monthly and annual figures.
· YTD Income/Expense Report and Balance Sheet
· 12 Month Trailing Income/Expense Report - Monthly
b. LAST THREE YEARS’ BUSINESS TAX RETURNS – (Subject property)
c. PICTURES (at least 5) interior and exterior.
d. RENT ROLL- (if any) showing escalations and expirations, and the summary of the terms of any franchise agreements. (see attached form)
· SUMMARY OF ALL COMMERCIAL LEASES (if any) that show expirations and escalations
e. MULTIFAMILY SIZING FORM (see attached Form)
f. COPY OF PROPERTY SURVEY OR SITE PLAN
g. RENOVATION HISTORY FOR ATLEAST 3 YEARS with project descriptions and the approximate amount paid for each
· List any non-reoccurring expenses
h. COPIES OF ANY PREVIOUS APPRAISALS OR ENVIRONMENTAL REPORTS 
3. PERSONAL INFORMATION- BORROWER(s)

a. PERSONAL FINANCIAL REPORT – no more than 30 days old (see attached form)
· SCHEDULE OF REAL ESTATE OWNED (see attached form)
b. LAST 3 YEARS  PERSONAL TAX RETURNS
c. BUSINESS- BORROWING ENTITY and ALL ENTITIES OWNED 20% or more
· 3  years TAX RETURNS
· 2  years YTD – Income Expense Reports and Balance Sheets
· Corporate documents for Borrowing Entity including By Laws
1. Owners and % owned
d. RELEASE OF INFORMATION FORM (signed)
e. VERIFICATION OF FUNDS TO CLOSE – Last 3 months bank and or stock statements
f. COPY OF DRIVER’S LICENSE or PASSPORT and SS CARD
g. RESUME- Background  / Bio for  each Partner and for the ownership Entity;  Emphasizing  Multifamily Industry Experience
h. RESUME –Background info on Management Company (only if separate from ownership.)
4. If: ACQUISITION, 
a. PROVIDE COPY OF FULL EXECUTED CONTRACT OF SALE.
5. If: REFINANCE, 
a. PROVIDE: Original information on the Purchase of the Property.
· Copy of HUD 1 closing statement
· COPY OF EXISTING NOTE
· SUMMARY OF CURRENT FINANCING (for refinance only) including:
1) Current Lender
2) Current principal balance
3) Current interest rate
4) Current monthly payment
5) Maturity date
6) Prepayment penalty information
6.  If: NEW CONSTRUCTION OR REHAB
a. TOTAL PROJECT BUDGET – including hard and soft cost

b. DETAILED CONSTRUCTION BUDGET
· 10% construction contingency

c. 24 MONTHS OF PROJECTED INCOME & EXPENSES (see attached form)
d. COPY OF APPROVED BUILDING PLANS
e. COPY OF ZONING ANALYSIS
f. COPY OF DEED
g. EVIDENCE THAT THE PARTNERS CONTROL ANY DEVELOPMENT RIGHTS NECESSARY TO EXECUT THE PLANS
h. TIMELINE showing key points from beginning to completion of project.
i. COPY OF THE CONTRACT between the developer and the general contractor.
j. RESUME- General Contractor
· Must Be BONDABLE
