
Part 1: Financial Report

A. Income

Rental income (including  
assistance payments) 	 $ _________________________

Late charges and penalties 	 ___________________________

Ancillary income 	 ___________________________

Other income 	 ___________________________

TOTAL GROSS INCOME 	 $ ___________________________

B. Operating Expenses

Payroll:

◆ Salaries 	 $ _________________________

◆ Commissions 	 _ _________________________

◆ Bonuses 	 _ _________________________

Renting:
◆ Advertising 	 $ _________________________

◆ Turnover 	 _ _________________________

◆ Other 	 _ _________________________

Repairs & Maintenance:

◆ Maintenance personnel 	 $ _________________________

◆ Plumbing repairs 	 _ _________________________

◆ HVAC repairs 	 _ _________________________

◆ Electrical repairs 	 _ _________________________

◆ Routine maintenance 	 _ _________________________

◆ Other 	 _ _________________________

Services:

◆ Utilities (if paid by site) 	 $ _________________________

◆ Groundskeeping 	 _ _________________________

◆ Trash collection 	 _ _________________________

◆ Pest control 	 _ _________________________

◆ Security 	 _ _________________________

◆ Other 	 _ _________________________

Administration:

◆ �HUD program compliance and  
certification expenses 	 $ _________________________

◆ Auditing and legal fees 	 _ _________________________

◆ Telephone and Internet 	 _ _________________________

◆ Insurance 	 _ _________________________

◆ Taxes 	 _ _________________________

◆ Other 	 _ _________________________

TOTAL OPERATING EXPENSES 	 $ ___________________________

NET OPERATING INCOME 	 $ ___________________________

Part 2: Occupancy Report

A. Leasing

# of leases signed __________________________________________

B. Waiting List by Unit Size

Efficiency _________________________________________________

1 BR ______________________________________________________

2 BR ______________________________________________________

3 BR ______________________________________________________

C. Vacancy Report

# of vacancies _____________________________________________

# of rent delinquencies _ ____________________________________

# of evictions ______________________________________________

Economic vacancy rate _____________________________________

Part 3: Marketing Report

A. Traffic See attached Traffic Summary Report

B. Eligibility
Percentage of program-eligible applicants _____________________

Part 4: Narrative Report

A. Changes in Income & Expenses 

__________________________________________________________

__________________________________________________________

B. HAP Contract Status

Expiration date _____________________________________________

Status of contract renewal __________________________________

C. Audits and Inspections

__________________________________________________________

__________________________________________________________

__________________________________________________________

D. Market Changes

__________________________________________________________

__________________________________________________________

__________________________________________________________

E. Capital Improvements & Major Repairs

__________________________________________________________

__________________________________________________________

__________________________________________________________

F. Other

__________________________________________________________

__________________________________________________________

__________________________________________________________

SITE MANAGEMENT REPORT

Date: ___________________________________  For the period of (insert date range): _________________________________________


