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Best Property Management Practices Checklist 
 

Best Practices Defined:  

1. Actions which are likely to result in greater efficiency, enhanced effectiveness, and ultimately a 

competitive advantage.  

2. Strategies that help on-site staff perform optimally.  

3. Benchmarks for performance improving tools.  

4. Practical takeaways from site level operations.  
 

Areas of Best Practices  

 Management, Marketing, Leasing & Occupancy  

 Financials & Budgets  

 Compliance, Program Requirements, & Strategic Planning  

 Maintenance & Curb Appeal  

 Liability, Insurance, & Safety  

 Tenant Relations & Retention  
 

Management, Marketing, Leasing & Occupancy  

 Be consistent  

 Maintain well written formal policies  

 Employee Handbooks  

 Job Descriptions  

 Operating Rules & Regulations  

 Lease, House Rules, Addenda  

 Empower staff & residents  

 Utilize screening criteria & methodology equally amongst applicants/residents.  

 Serve Lease Violation & Eviction Notices in a timely fashion, consistently.  

 Document everything  

 Do not use white out  

 Leave a clear paper trail  

 Use an accounting tape, retain it in the file  

 Be detailed in explaining file discrepancies.  

 Use memos & clarify questionable or missing information on verification forms.  

 Use checklists & file aids to maintain compliance.  

 Know your rights & responsibilities as the landlord, understand local ordinances.   

 Conduct timely annual recertifications.  

 Stay on top of repayment agreements.  

 Maintain a good occupancy rate (<95%)  

 Update all forms once at least once per year.  

 Maintain a conflict of interest policy, grievance procedure, & confidentiality policy.  

 Have a fair housing attorney on retainer.  

 Update the AFHMP every 5 years or as needed.  

 Conduct annual reviews of management’s performance & effectiveness.  
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 Maintain marketing reports and information to track trends in the industry.  

 Have a catchy yet not overwhelming website.  

 Shop your staff.  
 

Financials & Budgets  

 Use a HUD approved accounting system & methodology for maintaining financials.  

 Ensure proper & thorough financial controls.  

 Prepare timely reports, audits, & tax returns.  

 Do not maintain cash on site, other than needed for petty cash.  

 Keep budget variances minimal, review often.  

 NOI, net cash flow, debt service   
 

Compliance, Program Requirements, & Strategic Planning  

 Conduct in-house compliance audits.  

 Maintain a 5-year strategic plan, forecast for the future, revisit.  

 Use benchmarks & goals as a way to measure success.  

 Get on email lists and listservs to stay ahead of changes in the industry.  

 Annual trainings.  
 

Maintenance & Curb Appeal  

 Maintain preventative maintenance & capital improvement plans.  

 Unit turnovers in less than 14 days.  

 Conduct physical property inspections on a proactive basis.  

 Maintain a very transparent inventory of maintenance supplies.  

 OSHA compliant maintenance shop.  

 Walk your property at least daily.  
 

Liability, Insurance, & Safety  

 Annual insurance assessments.  

 Annual liability assessments.  

 Ensure contractors satisfy liability insurance requirements, certificates on file.  

 Annual security & safety assessments.  

 Emergency evacuation plan in place.  

 Educate staff & residents on emergency preparedness.  
 

Tenant Relations & Retention  

 Communicate with staff & residents, newsletters.  

 Have an open door policy, encourage feedback.   

 Always offer candy/toy to play with on your desk for visitors.  

 Reward your residents/staff for hard work, positive actions.  

 Trust your instincts.  

 Be the change you want to see, live/work by example.  

 Always feed residents & staff at meetings & gatherings.  

 Take the time to listen to the problem.  

 Conduct resident surveys for feedback & satisfaction.  

 


