Property Closeout Checklist
In order to properly close out a Rental Property from our Property Management Division, the following documents are required:

_____1.  Written notice from the owner terminating the Property Management Agreement.  The notice time frame should be no less than what is stated in the PMA.

_____2.   Verification that all Landlord Tenant Agreements with utilities have been cancelled, as well as all utility accounts that are in Northern Trust Real Estate’s name.
_____3.  Verification that copies of all current tenant leases, move-in sheets, and tenant ledgers have been turned over to the current owner.

_____4.  If the property is being sold, verification that copies of current tenant leases, move-in sheets, and an accounting for tenant funds held for security deposits and prepaid rents have been provided to the new owner or new owner’s representative.
_____5.  Verification that all outstanding repairs and other expenses have been paid.  Verify that final Owner Statement has been completed and all remaining funds have been disbursed to the owner.  
_____6.  Copies of the written notification to tenants that we will no longer be managing their property.  This notice must include the contact information regarding future rent payments and maintenance requests for the owner (or new owner if applicable).  It must also include the statement regarding the security deposit (that it has been turned over to the owner, or any other details regarding the disposition of the security deposit). 
_____7.  Documentation that the bank accounts have been reconciled and closed.

_____8.  Copies of all written correspondence with the owner, including e-mails.

