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New Property Information Sheet 

 
 
_________________________________             _________________________                ________________ 
                  Property Address                    City                   Zip 
 
 
_________________________________ 
                    County 
 
Legal Description: 
 
____________________      ______________               _______________         __________________________ 
         Land Lot                            District                               Lot#                                    Subdivision 
 
 
  _______________________________________  
                   Owner’s Name 

 
________________________________________                
  Owner’s Mailing Address 
 
__________________________________________ 
      City                  State                zip 
 
Owner’s Contact Information: 
 
Home#:____________________________________ 
Work#:_____________________________________ 
Cell#:______________________________________ 
Email: _____________________________________ 
 
_______________________________________ 
         Owner’s Tax ID/Social Security # 
 
 
Bedrooms_____________        Bathrooms_________ 
Square Footage_________      Stories_____________ 
 
Amenities: 
Clubhouse:  _________  Golf course: ________ 
Lake:        _________  Playground: ________ 
Pool:           _________  Gym:       _________ 
Security:     _________           Sidewalks:   _________ 
Tennis Court: ________         Gated Community: _____ 
 
Basement: 
Finished:   __________         Partial/Full: ____________ 
 
Cooling/Heating: 
Gas/Electric/Central: _____________________________ 
 
Kitchen: 
Breakfast bar: _________        Breakfast area: _______ 
Breakfast Room:  ______      Island:              ________ 
Pantry:           ________   Solid Surface Counters_____ 

 
Laundry: 
Room/Closet: _________ 
 
____________________________________________ 
                         Present Tenant Name  
Home#:____________________________________ 
Work#:_____________________________________ 
Cell#:______________________________________ 
 
Home Warranty: _____________________________ 
Termite Bond: _______________________________ 
HVAC Service: _______________________________ 
Codes (garage door/pool):______________________ 
HOA: _______________________________________ 
 
Utilities: 
Water: ______________________________________ 
Gas: ________________________________________ 
Electric: _____________________________________ 
Other: ______________________________________ 
 
Who is responsible for yard work until tenant moves 
out? _______________________________________. 
 
Schools: 
High: _________________________________________ 
Middle: _______________________________________ 
Elementary: ___________________________________ 
 
Rooms: 
Living Room: _________           Dining Room: ________ 
Family Room: _________           Office:        _________ 
Master on Main: _______ Rec.Room:  _________ 
 
Exterior: 
Deck/Patio: ___________  Fenced Yard: ________ 
Garden:    ____________ Pool:            ________ 
 
Interior: 



!
Bookcases: ____________ Vaulted Ceilings: _____ 
Foyer Entrance: ________ hardwood Floors: _____ 
Carpet: _______________ Whirlpool Baths: _____ 
Recently Renovated: ____ Garden Tub: _________ 

Separate Shower: _______ Tile Bath: ___________ 
Tile Floors: ____________ Cable TV connections: _____ 
 
 

Lot: 
Level/Sloping: _______  Acres: _____________ 
Corner Lot: ___________ Cul-de-sac:_________ 
Private back Yard: ______ Water View: ________ 
 
 
Parking: Garage: _______          Carport: ______

 
 

Brief Description of the Property: 
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
_______________________. 
 
Directions: 
____________________________________________________________________________________________
____________________________________________________________________________________________
____________. 
 
Items Checklist: 
Keys: _____________  Garage Door Openers: ___________       Pool/Clubhouse Keys: ______________ 
 
Any items left with property (curtains, microwave 
etc.):_____________________________________________________. 
 
Rental Rate/Price Range: $________________ to   $__________________. 
 
Availability: ____________________________ 
Pets: __________________________________ 

 
PLEASE PROVIDE A VOIDED CHECK FOR DIRECT DEPOSIT OF YOUR OWNER PAYMENTS. 
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(Rev. January 2011)
Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification

Give Form to the  
requester. Do not 
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Name (as shown on your income tax return)

Business name/disregarded entity name, if different from above

Check appropriate box for federal tax 

classification (required): Individual/sole proprietor  C Corporation S Corporation Partnership Trust/estate

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership)   

Other (see instructions)  

Exempt payee

Address (number, street, and apt. or suite no.)

City, state, and ZIP code

Requester’s name and address (optional)

List account number(s) here (optional)

Part I Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Name” line 
to avoid backup withholding. For individuals, this is your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN on page 3.

Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose 
number to enter.

Social security number

– –

–

Employer identification number 

Part II Certification
Under penalties of perjury, I certify that:
1.  The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me), and

2.  I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 
Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding, and

3.  I am a U.S. citizen or other U.S. person (defined below).
Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding 
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage 
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and 
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the 
instructions on page 4.

Sign 
Here

Signature of 
U.S. person Date 

General Instructions
Section references are to the Internal Revenue Code unless otherwise 
noted.

Purpose of Form
A person who is required to file an information return with the IRS must 
obtain your correct taxpayer identification number (TIN) to report, for 
example, income paid to you, real estate transactions, mortgage interest 
you paid, acquisition or abandonment of secured property, cancellation 
of debt, or contributions you made to an IRA.

Use Form W-9 only if you are a U.S. person (including a resident 
alien), to provide your correct TIN to the person requesting it (the 
requester) and, when applicable, to:

1. Certify that the TIN you are giving is correct (or you are waiting for a 
number to be issued),

2. Certify that you are not subject to backup withholding, or
3. Claim exemption from backup withholding if you are a U.S. exempt 

payee. If applicable, you are also certifying that as a U.S. person, your 
allocable share of any partnership income from a U.S. trade or business 
is not subject to the withholding tax on foreign partners’ share of 
effectively connected income.

Note. If a requester gives you a form other than Form W-9 to request 
your TIN, you must use the requester’s form if it is substantially similar 
to this Form W-9.
Definition of a U.S. person. For federal tax purposes, you are 
considered a U.S. person if you are:
• An individual who is a U.S. citizen or U.S. resident alien,
• A partnership, corporation, company, or association created or 
organized in the United States or under the laws of the United States,
• An estate (other than a foreign estate), or
• A domestic trust (as defined in Regulations section 301.7701-7).
Special rules for partnerships. Partnerships that conduct a trade or 
business in the United States are generally required to pay a withholding 
tax on any foreign partners’ share of income from such business. 
Further, in certain cases where a Form W-9 has not been received, a 
partnership is required to presume that a partner is a foreign person, 
and pay the withholding tax. Therefore, if you are a U.S. person that is a 
partner in a partnership conducting a trade or business in the United 
States, provide Form W-9 to the partnership to establish your U.S. 
status and avoid withholding on your share of partnership income.

Cat. No. 10231X Form W-9 (Rev. 1-2011)



Disclosure of Information on Lead-Based Paint and/or Lead-Based Paint Hazards

Lead Warning Statement
Housing built before 1978 may contain lead-based paint.  Lead from paint, paint chips, and dust can pose
health hazards if not managed properly.  Lead exposure is especially harmful to young children and pregnant
women.  Before renting pre-1978 housing, lessors must disclose the presence of known lead-based paint and/or
lead-based paint hazards in the dwelling.  Lessees must also receive a federally approved pamphlet on lead 
poisoning prevention.

Lessor’s Disclosure
(a) Presence of lead-based paint and/or lead-based paint hazards (check (i) or (ii) below):

(i) ______ Known lead-based paint and/or lead-based paint hazards are present in the housing
(explain).

_______________________________________________________________________________________

_______________________________________________________________________________________

(ii) _____ Lessor has no knowledge of lead-based paint and/or lead-based paint hazards in the
housing.

(b) Records and reports available to the lessor  (check (i) or (ii) below):

(i) ______ Lessor has provided the lessee with all available records and reports pertaining to
lead-based paint and/or lead-based paint hazards in the housing (list documents
below).

_______________________________________________________________________________________

_______________________________________________________________________________________

(ii) _____ Lessor has no reports or records pertaining to lead-based paint and/or lead-based
paint hazards in the housing.

Lessee’s Acknowledgment (initial)
(c) ________ Lessee has received copies of all information listed above.

(d) ________ Lessee has received the pamphlet Protect Your Family from Lead in Your Home.

Agent’s Acknowledgment (initial)
(e) ________ Agent has informed the lessor of the lessor’s obligations under 42 U.S.C. 4852d and

is aware of his/her responsibility to ensure compliance.

Certification of Accuracy
The following parties have reviewed the information above and certify, to the best of their knowledge, that
the information they have provided is true and accurate.

__________________________________________________ __________________________________________________
Lessor Date Lessor Date
__________________________________________________ __________________________________________________
Lessee Date Lessee Date
__________________________________________________ __________________________________________________
Agent Date Agent Date
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Items We Need In Order to Effectively Market  
And Manage Your House 

 
 
 
 

1. List of phone, fax #’s, e-mail to reach you & preferred method of contact 
2. Your mailing address 
3. Very important your email address. 
4. A blank check so we can set up your direct deposit. 
5. 2 sets of keys, garage door openers, etc (if deadbolts are present, all locks must be 

keyed alike) 
6. Description of the property (# of bedrooms, formal DR, stacked stone fireplace, 

refrigerator, washer, etc) 
7. Appliances and all items to stay with property. 
8. Schools 
9. Do you have a termite bond on the house? If yes, who? 
10. Do you have a home warranty? If so we need the contact information. 
11. Are there homeowner association dues? 
12. Utility information (utilities must be left on, even while vacant) 
13. Would you consider pets with a pet deposit? 
14. Plat or survey of the property (if you have it) 
15. Legal description of the property (land lot, district, lot#, address etc) 
16. Make sure all smoke/fire alarms are working properly. 
 

 
 
 

 
 

 
 

 
 

 


