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Rent Roll Review

Use this template to analyze rent roll accuracy, occupancy, lease dates, charges, arrears,

concessions, and leasing risks.

Template Metadata
Field Details
Category Real Estate & Property
Owner [Team or owner]
Version [Version number]
Effective Date [Date]
Review Cycle [Monthly / Quarterly / Annual / Event-based]
Status [Draft / In Review [ Approved]
Review Snapshot

Identify property, report date, source system, reviewer, unit count, rentable area, and occupancy

summary.
Item Details
[Item or [Describe the relevant detail, evidence, or
requirement] decision]
[ltem or [Describe the relevant detail, evidence, or
requirement] decision]

Notes
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Owner

[Owner]

[Owner]

Status

[Open/
Complete]

[Open/
Complete]
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[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Occupancy and Availability

Summarize occupied units, vacant units, notices, pending move-ins, model units, down units, and

exposure.
Item Details Owner Status
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
[Item or [Describe the relevant detail, evidence, or [Owner] [Open/
requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Lease Dates and Critical Events

Review commencements, expirations, month-to-month leases, renewal options, rent steps, and
notice deadlines.

Item Details Owner Status

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]

[Item or [Describe the relevant detail, evidence, or [Owner] [Open/

requirement] decision] Complete]
Notes

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer
comments.]

Rent and Charge Accuracy
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Compare market rent, lease rent, concessions, recurring charges, CAM, parking, storage, and billing

exceptions.
Item Details Owner
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]
[ltem or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]

Notes

Status

[Open/
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Delinquency and Credits

List arrears, payment plans, prepaid balances, write-offs, credits, and collection status.

Item Details Owner
[ltem or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]
[Item or [Describe the relevant detail, evidence, or [Owner]
requirement] decision]

Notes

Status

[Open /
Complete]

[Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Exceptions and Data Issues

Identify missing leases, mismatched areas, inactive tenants, duplicate charges, and system

corrections.
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Item

[Item or
requirement]

[Item or
requirement]

Notes

Rent Roll Review

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]

Owner Status

[Owner] [Open/
Complete]

[Owner] [Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]

Recommended Actions

Assign corrections, owner, due date, tenant follow-up, accounting adjustment, or leasing action.

Item

[Item or
requirement]

[Item or
requirement]

Notes

Details

[Describe the relevant detail, evidence, or
decision]

[Describe the relevant detail, evidence, or
decision]

Owner Status

[Owner] [Open/
Complete]

[Owner] [Open/
Complete]

[Add context, assumptions, exceptions, evidence links, screenshots, calculations, or reviewer

comments.]
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