
A

Abandonment, 82, 213

Abatement, 213–214

Absentee owner/landlord, 214

Absorption rate, 214

Abutment, 214

Acceptance, 214

Access, 214

Accessory building, 214

Accommodations for tenants with 

disabilities, 160–161

Account, for security deposits, 13, 107–108

Accounting, 10

Accrued interest, 214

Acknowledgment, 214

Acre, 214

Action to quiet title, 215

Act of God, 215

Actual age, 215

Actual cash value, 215

ADA (Americans with Disabilities Act), 47, 

153, 154, 160

Addendum, 215

Additional principal payment, 215

Adjustable-rate mortgage (ARM), 215–216

Adjustments, 216

Administrator, 216

Adverse possession, 216

Advertising, 61–62, 138, 162

Affi davit of title, 216

Affordable housing, 152–153, 158–160

After-tax cash fl ow, 216

After-tax proceeds, 216

Agent, 216

Alterations and painting section, of lease/

rental agreement, 81

Americans with Disabilities Act (ADA), 47, 

153, 154, 160

Ames, Paul V., 126

Amortization schedule, 216

Animals, 36, 99

Annual debt service, 216

Annual mortgagor statement, 216–217

Annual percentage rate (APR), 217

Appliances, energy-effi cient, 39

Appraisal, 217

Appreciation, 217

APR (annual percentage rate), 217

ARM (adjustable-rate mortgage), 215–216

Arrears, 217

As is/as-is agreement, 217

Asking price, 217

Assessed value, 217

Asset management companies, 49

Asset protection, 131–135
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248 INDEX

Assignment, 217

Assistance animals, 99

Associations, 210

Attached housing, 217

Attorneys:

evictions and, 123, 126

fees, 82

lease/rental agreement review, 79, 83

Auction, 217

B

Back-title letter/certifi cate, 218

Backup contract, 218

Balance, 218

Balloon mortgage, 218

Balloon payment, 218

Banks, 92

Base rent, 218

Bedroom community, 218

Berlinski, Mark, 12, 63, 98, 113

Bi-level properties, 218

Bill of sale, 218

Bi-weekly mortgage, 218

Blueprints, 218

Boiler and machinery insurance, 147

BOMA (Building Owners and 

Managers Association), 44

Bookkeeping, 10

Borrower (mortgagor), 218–219

Boundary, 219

Breach of contract, 219

Broker, 219

Brouwer, Catherine, 52, 53, 123

Budget, 21

Building Owners and Managers 

Association (BOMA), 44

Building permit, 219

Building restrictions, 219

Bulletin board notices, 64–65

Business planning, 17–21

Butler, Jack, 35

Buyer’s broker/agent, 219

Buyer’s market, 219

Buy-sell offer, 219

C

California landlord-tenant law, 155–156

Calls from prospective tenants, 67–71

Cancellation clause, 219

Cap, 219

Capital gain, 220

Capital loss, 220

Carpeting, 36

Cash fl ow, 220

Cash reserve, 220

Cash sale, 220

Casualty/theft losses, 142

Caveat emptor, 220

CC&Rs (covenants, conditions, 

and restrictions), 220

Center for Independent Living, 154

Certifi cate of insurance, 132–133

Certifi ed General Appraiser, 220

Certifi ed Home Inspector (CHI), 220

Certifi ed Property Inspector (CPM), 220

Certifi ed Property Manager (CPM), 14–15

Certifi ed Residential Appraiser (CRA), 220

Certifi ed Residential Broker (CRB), 221

Certifi ed Residential Specialist (CRS), 221

Chattel, 221

Check bouncers, 120

Checks, for rent payment, 54, 106, 126

CHI (Certifi ed Home Inspector), 220

Classifi ed ads, 61–62, 138, 162

Clear title, 221

Closing, 221

Closing costs, 221

Code(s), 32–33, 221

Collection agencies, 124

Commission, 221

Commitment/commitment letter, 221

Commitment fee, 222

Common-area assessments, 222

Communication:

with employees, 43

with tenants, 35–36

Comparable rents, 112, 113

Comparables, 222

Condition(s), 222
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Condominium, 222

Conference calls with work crew, 38

Confi dentiality, 43

Consent, signed, 88–89

Construction assistance web sites, 210

Constructive evictions, 125

Consumer reporting agency/bureau, 222

Contingency, 222

Continuing education, 143, 163–164

Contractors, 45, 132–133

Contract(s):

backup, 218

breach of, 219

defi ned, 222

with property management companies, 

53–54

Conversion, 222

Co-op, 222–223

Co-signers, 101

Co-tenancy, 223

Counteroffer, 223

Covenant:

defi ned, 223

of quiet enjoyment, 137

Covenants, conditions, and restrictions

(CC&Rs), 220

CPM (Certifi ed Property Inspector), 220

CPM (Certifi ed Property Manager), 14–15

CRA (Certifi ed Residential Appraiser), 220

CRB (Certifi ed Residential Broker), 221

Credit bureaus, 124

Credit card payments, 107

Credit checks, 72, 73

Credit information web sites, 211

Credit limit, 223

Credit reports, 93–94, 97

Criminal background check, 94, 97

CRS (Certifi ed Residential Specialist), 221

D

Damage:

logs, 30

tenant, 119

Debris removal coverage, 147

Debt-equity ratio, 223

Debt fi nancing, 223

Decree of foreclosure, 223–224

Deed, 224

Default, 224

Defective title, 224

Deferred interest, 224

Deferred maintenance, 224

Delegation, 42

Delivery, 224

Demand loan, 224

Department of Housing and Urban Develop-

ment (HUD), 45, 47, 154, 158, 159

Department of Labor, 45, 46–47, 48

Deposit(s):

general, 73, 224

security, 13, 107–109, 241

Depreciation, 142, 224

Designated real estate broker, 224

Designated Real Estate Instructor (DREI), 

224

Detached single-family home, 225

Deterioration, 225

Developer, 225

Disabled access, 153–155, 160–161

Disclosure(s):

defi ned, 225

lead paint, 102, 134–135

lease/rental agreement, 82

Megan’s Law, 102–103

Discounts, 109

Discrimination:

avoiding, 67, 98–100, 138, 160, 161–162

disabilities and, 153–154

Section 8 program and, 159

Distress, 225

Disturbances from tenants, 119

Documentation, 99–100

Do-it-yourself approach, 4, 5, 9

Donor, 225

Doubtful title, 225

Down payment, 225

Downzoning, 225

Drains, preventing clogged, 38
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DREI (Designated Real Estate Instructor), 

224

Due dates for rent, 110–111

Duplex, 225

E

Electronic transfers, 107

Employees, 41–48

exempt, 46

nonexempt, 47

overtime regulations, 46–47

tax deduction for, 142

tips for working with, 42–43

training, 43–46, 47–48

Employment information, tenant, 87, 91–92

Encumbrance, 226

Entity formation, 131–132, 133

Entrepreneurial quiz, 11

Environmental Protection Agency (EPA), 

134

Equal Credit Opportunity Act, 226

Equity, 226

Escalator clause, 226

Escape clause, 226

Escrow account, 161

Escrow clause, 226

Eviction(s), 120–126

alternatives to, 120, 121–122

constructive, 125

defi ned, 226

history of prospective tenants, 91

illegal actions, 122, 126

laws, 121, 122, 123, 124–125, 126

legal reasons for, 121

order for, 126

process for, 122–123, 126

rent strikes versus, 124–125

voluntary move-out versus, 121–122

Evidence of title, 226

Exempt employees, 46

Expense(s):

fi xed, 227

interest, 141

monthly housing, 234

records, 28–29

setting rent and, 76

variable, 245

F

Fair Credit Reporting Act, 94, 226

Fair Housing Act (FHA):

advertising, 138, 162

disabilities, people with, 153–154

discrimination, 67, 138, 160, 162

prohibitions under, 161–162

screening tenants, 98–99

Fair Housing Amendments Act, 153–154

Fair Labor Standards Act (FairPay rules), 

46–47

Fair market value, 226–227

Federal Truth in Lending Act, 227

Fee(s):

attorney, 82

commitment, 222

defi ned, 227

fi nder’s, 60–61

junk, 231

late, 54, 110–111

maintenance and repair, 54

property management company, 7–8, 54

screening, 95

Fee simple, 227

FHA. See Fair Housing Act (FHA)

Finance charge, 227

Financial information, tenant, 87, 92, 97

Financial/tax planning web sites, 211

Finder’s fee, 60–61

Fire and extended-coverage insurance, 227

Firm commitment, 227

First mortgage, 227

Fixed expenses, 227

Flip, 227–228

Floating rate, 228

Flood/water damage insurance, 146

Flyers and handouts, 64

Forced sale, 228

Foreclosure, 211, 228

For sale by owner (FSBO), 211
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G

Gay couples, 138, 156

General liability insurance, 132–133, 146

Gift cards, 111

Glass breakage coverage, 147

Goal setting, 21

Grace period, 110

Green property management, 39–40

Gross income, 228

H

Habitability, 34, 228

Handouts, 64

Handyman’s special, 228

Handymen, 44

Hazard insurance, 228

High-ratio mortgage, 228

High-rise properties, 229

Hold-harmless clause, 229

Holding over, 229

Home equity line of credit, 229

Home inspector, 229

Homelessness, 152

Home offi ces, 142

Homeowner’s insurance, 229

HOPE for Homeowners, 154

House rules, 72, 83, 101–102

Housing affordability index, 229

Housing Choice Voucher program, 158–160

Housing codes, 32–33

Housing expense ratio, 229

Housing starts, 229

HUD (Housing and Urban Development), 

45, 47, 154, 158, 159

I

Icon key, 167–168

Identifi cation section:

lease/rental agreement, 81

rental application, 87

ID from prospective tenants, 72, 74, 88

Improvements, 230

Inclusions section, of lease/rental 

agreement, 81

Income property, 230

Incorporation, 131–132, 133

Independent appraisal, 230

Independent contractor(s), 142, 230

Information:

employment, 87, 91–92

fi nancial, 87, 92, 97

for new tenants, 120

for potential tenants, 60

property, 30

sharing with employees, 42

Initial interest rate, 230

Inspections, 34, 35, 84, 246

Inspector(s), 220, 229

Installment, 230

Institute of Real Estate Management (IREM), 

14–15, 44, 51

Insurance, 145–148

boiler and machinery, 147

certifi cate of, 132–133

defi ned, 230

fi re and extended-coverage, 227

fl ood/water damage, 146

general liability, 132–133, 146

hazard, 228

homeowner’s, 229

in lease/rental agreement, 82

property and casualty, 132, 145, 146–147, 

148

renter’s, 82, 132, 133, 148

tax deduction for, 142

title, 237, 244

umbrella liability, 146

Insured mortgage, 230

Interest, 141, 230

Interest-only mortgage, 230–231

Interest payment, 231

Interest rate, 231

Internet resources, 37–38, 47–48, 210–212

Investment property, 231

IREM (Institute of Real Estate Management), 

14–15, 44, 51
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252 INDEX

J

Joint ownership agreement, 231

Joint tenancy/tenants, 231

Journals, 212

Judgment, 231

Junk fees, 231

K

Knefelkamp, Mark, 37

L

Landlord(s):

associations, 164

defi ned, 231

right of entry, 83, 84

Landlord-tenant laws, 136–139, 155–156

Landscaping, 231–232

Last month’s rent, 108

Late charge, 232

Late fees for rent, 54, 110–111

Late paying tenants, 119–120

Laws:

advertising, 138

eviction, 121, 122, 123, 124–125, 126

landlord-tenant, 136–139, 155–156

lead paint disclosure, 102, 134–135

leases/rental agreement, 79, 83

Megan’s Law disclosure, 102–103

rent control, 114

security deposit, 107

Lawyers. See Attorneys

Lead paint disclosure, 102, 134–135

Leasehold improvements, 232

Leases and rental agreements, 78–84

attorney review of, 79, 83

elements, 80–83

enforcing, 83–84

laws and, 79, 83

rent increases and, 114

signing, 83, 101–103

time frame, 79–80

types, 79–80

Lease with option to purchase, 80, 232

Legal and professional services, tax deduc-

tion for, 142–143

Legal description, 232

Legal residence, 232

Legal title, 232

Lender, 232

Lesbian couples, 138, 156

Lessee, 232

Letter of intent, 232

Liability insurance, 132–133, 146

Lien(s), 232, 234, 242, 243

Lighting, 39

Listing agent/broker, 233

Loan-to-value ratio, 233

Local rental market, 76, 164

Location, 233

Lock (lock-in), 233

Lock period, 233

Lorenz, Paul, 77

Lot, 233

Lot line, 233

Low-ball offer, 233

M

Maintenance and repairs, 32–40

communicating with tenants about, 

35–36

constructive eviction and, 125

costs, 233

fees for, 54

general maintenance, 32–33

good tenants and, 117

green property management, 39–40

inspections, 34, 35

overdemanding tenants and, 118–119

preventive maintenance, 34–35

procurement, 37–38

rent strikes and, 124–125

responsibility for, 34

tax deduction for, 142

Marketing vacancies, 59–74

avoiding discrimination, 67

bulletin board notices, 64–65
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calls from prospective tenants, 67–71

classifi ed ads, 61–62

fl yers and handouts, 64

information for potential tenants, 60

listing with rental agent, 65–66

rental listing booklets, 65

showing property, 70–74

signs on property, 62–63

targeting good tenants, 66

word of mouth, 60–61

Market price, 233–234

Market rent, 234

Martin, Peter, 120

Mechanic’s and materialman’s liens, 234

Megan’s Law disclosure, 102–103

Minimum down payment, 234

Minotaur Insurance Agency, 132, 133

Mississippi landlord-tenant law, 136–137

MLS (Multiple listing service), 235

Modifi cations by tenants with disabilities,

 160–161

Monthly housing expense, 234

Month-to-month rental agreements, 79–80

Moonlighting, 69

Mortgage(s):

adjustable-rate, 215–216

balloon, 218

bi-weekly, 218

brokers, 234

defi ned, 234

fi rst, 227

high-ratio, 228

insured, 230

interest-only, 230–231

open-ended, 236

package, 237

preapproved, 238

scheduled payment, 241

second, 241

straight-term, 242

term of, 243–244

trends, 212

Mortgagee, 234

Mortgage-loan servicing, 234

Mortgagor, 218–219

Move-in information section, of rental appli-

cation, 87

Move-out, voluntary, 121–122

Multiple listing service (MLS), 235

Municipal address, 235

N

National Labor Relations Board, 48

Negotiable terms, 235

Net operating income (NOI), 235

Networking, 20

No bid, 235

NOI (net operating income), 235

Nominal loan rate, 235

No money down, 235

Nonexempt employees, 47

Normal wear and tear, 235

Notice of termination section, of lease/

rental agreement, 82

Notice to quit, 122–123, 235

Nuisance, 236

O

Occupancy, 81, 236

Off-campus housing, 155–156

Offer, 236

Off-site management companies, 49

Online resources, 37–38, 47–48, 210–212

On-site improvements, 236

On-site management companies, 49

Open-ended mortgage, 236

Open house, 236

Open listing, 236

Option to purchase leased property, 236

Ordinance or law coverage, 147

Ordinary repairs, 236

Original cost, 236

Outdoor trees, shrubs, plants coverage, 147

Outsourcing. See Property management 

companies

Overtime regulations, 46–47

Owner’s title insurance, 237
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254 INDEX

P

Package mortgage, 237

Paint, 81, 102, 134–135

Paper profi t, 237

Paper trail, 99–100

Parcel, 237

Parking, 160

Partial interest, 237

Partial release, 237

Payment cap, 237

Payment change date, 237

Peer-to-peer training, 45

Permit, 237

Personal property, 237

Personal residence, 237

Personal use of rental property, 143

Pets, 36, 99

PHA (public housing agency), 158–159

Photo ID from prospective tenants, 72, 74, 88

Plat, 237

Plumbing, 38, 39

Point, 237–238

Policies, 72, 83, 101–102

Policy manuals, employee, 45

Possession, 238

Power of attorney, 238

Preapproved mortgage, 238

Prepayment, 238

Prequalifi cation, 238

Preventive maintenance, 34–35

Primary lease, 238

Prime rate, 238

Principal, 238

Principal and interest payments (P&I), 238

Property and casualty insurance, 

132, 145, 146–147, 148

Property damage by tenants, 119

Property information, 30

Property management:

benefi ts, 4–5

entrepreneurial quiz, 11

learning about, 6

skills and personality traits for, 13–15

tasks, 5

time commitment for, 11–13

Property management companies:

checking references for, 52

contract with, 53–54

cost-effectiveness analysis, 50–51

deciding whether to use, 54–55

duties, 7, 54

fees, 7–8, 54

fi nding, 51

questions for, 52

reasons for hiring, 6–7, 8

selecting, 15–16, 53

types, 49

Prospect, 238

Public housing agency (PHA), 158–159

Q

Qualifi ed buyer, 239

Quit-claim deed, 239

R

Real estate market, 239

Receipts, rent, 109

Recording, 239

Record keeping:

damage logs, 30

expense records, 28–29

property information, 30

record retention, 140–141

software, 30–31

storage options, 29

tenant fi les, 29

tenant relations and, 124

Redeem, 239

Redemption, 239

Redevelopment, 239

Reference(s):

acting as, 96

for property management companies, 

52

for prospective tenants, 72, 73, 92
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Refi nancing, 239

Rehabilitation, 239

Relocation clause, 239–240

Renegotiation, 240

Renovation, 240

Rent:

collecting, 106–107, 124

comparable, 112, 113

defi ned, 240

due dates for, 110–111

duty to pay, 138

early payment discount for, 109

grace period for, 110

increasing, 111–114, 117

last month’s, 108

late fees for, 54, 110–111

laws controlling, 114

lowering, 114–115

receipts for, 109

setting, 75–78

terms, 81

Rental agents, 65–66

Rental agreements. See Leases and rental 

agreements

Rental application, 86–88

Rental history, tenant, 87, 90–91, 97

Rental listing booklets, 65

Renter’s insurance, 82, 132, 133, 148

Rent strikes, 124–125

Repairs. See Maintenance and repairs

Required cash, 240

Rescind/rescission, 240

Reserve fund, 240

Responsibility:

for damage, 82

for maintenance and repairs, 34, 82

taking, 134

Returned check charges, 54

Rezoning, 240

Right of entry, 83, 84

Rimbey, Tammy, 138

Risk management, 132–135

Risk Management Institute, The, 48

Rules, 72, 83, 101–102

S

Safety inspections, 34, 35

Safety while showing property, 73–74

Sale price, 240

Sales associate/salesperson, 241

San Francisco landlord-tenant law, 138

Scheduled mortgage payment, 241

Screening companies, 91

Screening fees, 95

Screening tenants, 85–105. See also 

Tenant(s)

co-signers, 101

credit reports, 93–94, 97

criminal background check, 94, 97

employment information, 91–92

Fair Housing Act, 98–99

fi nancial information, 92, 97

ID for, 88

importance of, 85–86

inheriting tenants, 103–104

lease signing, 101–103

notifying chosen applicant, 100

paper trail, 99–100

payment for background check, 95

personal references, 92

rejected applicant, notifying, 100–101

rejecting prospective tenants, reasons for, 

94, 96–97

rental application, 86–88

rental history, 90–91, 97

selecting best applicant, 98

signed consent, 88–89

using data, 95

Sealant, on base fl ooring, 36

Search, 241

Secondary market, 241

Second mortgage, 241

Section 8 program, 158–160

Security deposit, 13, 107–109, 241

Self-employed prospective tenants, 91

Seller fi nancing, 241

Seller’s market, 241

Sever/severance, 241
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256 INDEX

Sex offenders, registered, 102–103

Sexual orientation, of prospective tenants, 

138, 156

Sheriff’s deputy, 126

Showerheads, water-saving, 39

Showing property, 70–74

Signatures section, of lease/rental agreement, 82

Signed consent, 88–89

Signs on property, 62–63

Simple interest, 241

Single-family home/residence/unit, 242

Site, 242

Slander, 90, 96

Soft market, 242

Software, record keeping, 30–31

Spec house, 242

Specialized housing markets, 151–157

advantages, 151–152

disabled access, 153–155

student units, 155–156

workforce housing, 152–153

Speculator, 242

Stamp tax, 242

Starter home/condominium, 242

Statutory lien, 242

Straight-term mortgage, 242

Student units, 155–156

Subcontractor, 242

Subdivision, 242

Sublease, 82, 242

Supplies, 37

Support team, 21–23

Surety bonds, 133

Surplus funds, 242

Survey, 242

Surveyor, 242

Survivorship, 243

Sutro, Jim, 109

Sweat equity, 243

T

Tangible property, 243

Tax(es):

deductions, 141–143

defi ned, 243

information, 144

planning web sites, 211

Tax base, 243

Tax foreclosure, 243

Tax lien, 243

Tax map, 243

Team building, 21–23

Tenancy at will, 243

Tenancy in common, 243

Tenant(s). See also Eviction(s); 

Marketing vacancies; Screening 

tenants

checks bounced by, 120

communicating with, 35–36

diffi cult, 118–120

disturbances from, 119

educating on mechanical workings of 

rental unit, 35

fi les on, 29

good, 66, 111, 114, 116–117

inheriting, 103–104

late paying, 119–120

overdemanding, 118–119

property damage by, 119

Tenants Self-Insured Responsibility 

form, 132

Term loan, 243

Term of a mortgage, 243–244

Time commitment, 11–13

Time management, 12–13

Title, 244

Title company, 244

Title insurance policy, 244

Total debt ratio, 244

Total interest payments, 244

Townhouse, 244

Tract, 244

Training employees, 43–46, 47–48

Transfer tax, 244

Travel, tax deduction for, 142

Trespass, 244

Triple-net lease, 244
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U

Umbrella liability insurance, 146

Underwriter, 244

Undeveloped land, 244

Unemployed prospective tenants, 92

Unit, 244–245

Unlawful Detainer action papers, 123

Unsecured loan, 245

Up-rent potential, 245

Urban sprawl, 245

Utilities, 245

V

Vacancy rate, 245

Vacating, 245

VA loan, 245

Valuation, 245

Value of property, increasing, 77–78

Variable expenses, 245

Variance, 245

W

Walk-through inspection, 246

Warranty:

defi ned, 246

of habitability, 34

Water conservation, 39

Water damage insurance, 146

Wear and tear, 246

Web sites, 37–38, 47–48, 210–212

Wood-frame construction, 246

Word of mouth, 60–61

Work crew, conference calls with, 38

Workforce housing, 152–153

Work order, 246

Writ of possession/ejectment, 126

Z
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