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Place your rental Ads on our website as a free service with your
membership:

www.SheboyganAreaRentals.com http://laa.rentals/
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PRESIDENT’S MESSAGE

We are honored to have our new Sherriff, Cory Roeseler as this
month’s guest speaker. Sherriff Roeseler will be informing us on
his view of the county and the role of the department in
evictions. This will be a meeting you will want to attend. Bring
a fellow landlord as a guest to this exciting evening.

Notes from the Monthly City meeting::

Mayor’s office:
No more street assessments on paving streets in the city of

Sheboygan. Please see the article in the Sheboygan Press.

Code enforcement:

Now with spring being here code enforcement will be going thru
the neighborhoods not only by driving but also block by block on
foot.

No cars parked on unpaved areas. No Gravel, yard or pavers.
See 1967 zoning ordinance. Owner of vehicle (s) will get a ticket
along with property owner.

Bushes, trees and un-kept yards will catch the attention of code
enforcement first then they will look and dig deeper. Be aware
of your property and its outward appearance.

Fences and garages. Any sign of deteriorating.

Electrical Inspector:

Brad Schumacher is being trained and groomed for the Electrical
inspector when Mark Sommers retires in June 2018.

Landlord Training:

April 24t 2018 at the Police Department training room. 5:30-
9:30pm. many landlords including your board members have
attended this in the past and have felt it is worthwhile. Roger
will be one of the speaker. | encourage you to mark it on your
calendar. Pre-registration is $10 payable to the city.

Rock the Block:

Working with Habitat for Humanity and sponsored in part by
Alliant Energy. Going thru the neighborhood house by house.

Receive a door prize for each guest you bring to our monthly
meetings.

Your calls, texts and/or e-mails are always welcome.
920-452-7051

RUFREE1I@CHARTER.NET

Respectfully yours,

Jim Longo

BOARD MEMBERS:

President
Jim Longo 920-452-7051

Vice President
Tony Weyker 920-331-0088

Secretary
Larry Strassburg 920-627-8002

Treasurer
Tim Herr 920-980-8886

Board Members
Rep. Roger Beaumont 920-207-4321
Gary Sixel 920-565-3071

Matthew Schemrich 920-207-6473
Frank Lubotsky 414-704-9296
Steven Halle 920-918-5783

Robert Schmitt 920-331-0831
David Humbracht 920-980-6769
Jim Longo 920-452-7051

Chad Jones 920-627-3615

Newsletter Editor
Doug Emerson 920-627-3684

Order Forms
Gary Sixel 920-565-3071

General Meeting Date:
April 19th, 2018 Time: 7:00 p.m.
Place: Lakeshore Lanes Basement

Board Meeting Date:
April 26th TBD
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THE LANDLORD'’S ULTIMATE 34-STEP
PROPERTY MANAGEMENT CHECKLIST

BY ELIZABETH FAIRCLOTH | BIGGERPOCKETS.COM

Over the past 10 years of managing properties, we have
learned a lot, had successes, and have made mistakes
along the way. Over the last three years, we have grown
significantly and have gone from managing 30 units to
managing 100 units. Along with the growth of adding
units, we have added team members.

There are many people who help in the property management side of our business. As a result of
having multiple people working in this process, we have realized the importance of tightening up our
property management systems. For the last few months, | have been neck deep in reviewing how we

currently manage properties. I have been helping make improvements and changes where needed.

Specifically, I have been working on the following areas:
= Processes/procedures
= Forms/checklists to support processes
* Proper training & inspection to ensure these new processes are happening
Ultimately, I am creating a “property management manual” that will include all of our processes,

checklists, and

training procedures.
/ Tenants

\‘ [ thought it would
Te"l"“ be helpful to share
T with you the “tenant

Tenant Move o Te-man;l-ea
ientati .
S =i life cycle” flow chart

'\ ‘/ that we use.

Retaining Tenants/
Property Maintenance &
Upkeep
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Below [ have listed all the steps needed for each of these areas. I hope the following checklist helps

you improve your internal processes of managing property; that way, you’ll have the right systems in

place to support your growth.

THE ULTIMATE 34-STEP PROPERTY MANAGEMENT

CHECKLIST

ATTRACTING TENANTS

1. Determine ahead of time your “rental rates”
(establish high and low rates).

2. Create an unique rental ad that stands out.
3. Take pictures with a great camera (not just
with your phone).

4. Create flyers with unit information and your

contact information.

SCREENING TENANTS

8. Complete phone screen questionnaire
(prescreen BEFORE showing unit).
9. Complete showing of unit.

10. Follow up with interested parties.

5. Market your unit online (Craigslist, Postlets,
vFlyer, local area websites).

6. Market your unit offline (“For Rent” signs,
etc.).

7. Schedule showings or open houses (we have
traditionally scheduled one on one showings,
but we are moving away from this strategy and

implementing open houses instead).

11. Have prospective tenants complete Rental
Application (we charge $35 to cover our cost).
12. Process a criminal, credit, and background

check.
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13. Reach out to previous landlord to ask
questions about prospective tenant.

14. If landlord will not answer questions over
the phone, send a landlord verification form
for them to fill out and fax back to you.

15. Make decision based on your rental

standards (be consistent).

NEW TENANT ORIENTATION

16. If accepted, reach out to new tenant to
schedule move in date/lease signing meeting.
17.1If declined, send a standard letter declining
them. File the application and denial letter in a
safe place in case they ever apply again (which

does happen!).

18. Meet with new tenant to complete the Lease Signing Checklist, which includes:

» The lease: signed & initialed on each page (always a good idea to have two people

reviewing this document to ensure nothing has been missed)

* A copy of Driver’s Licenses of all occupants of the unit

= Security Deposit (we typically collect one and half month’s rent)

= First month’s rent

» Signing of the “Utility Transfer Agreement” (tenant agrees to move over the utilities

before move-in)

* Providing a “Truth in Renting” book to tenants (we do this in NJ and have them initial

that they received it from us; this probably varies by each state)

» Initialing a “Lead Based Paint Notification” & providing a “Lead Based Paint Booklet” to

tenant

= [nitialing “Move Out Charges” document

* Filling out a “Tenant Emergency Contact Information” document

» Signing a “Pet Agreement” if applicable

* Providing “Property Management Team” contact information
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= Signing W-9 form (form that is sent to bank along with security deposit)
* Handing over keys
19. Office process & checklist:
* Enter all tenant information into your rental management system (we use Rent
Manager) — i.e. tenant contact information, security deposit, rent, etc.
» Make a copy of all Lease Signing Documents and mail to tenant within a week, so they
have a copy of everything they initialed and signed
= We create a tenant file in the office, as well; that way, we have a file on each tenant, both
physically and electronically
20. Reaching out to new tenant:
* One week follow up call to tenant to see how things are going and to manage any issues
* Three week follow up letter to serve as a reminder about transferring utilities and other

rules

RETAINING TENANTS

21. Tenant appreciation program: We created a contest where we enter all tenants who have
paid their rent on time for three months in a row. If their name gets pulled, they win a gift card.
End of the year, we enter all tenants who have paid their rent for an entire year on time, and the
winner gets a flat screen TV.

22. Property maintenance and repairs: Every time a tenant calls in with an issue, we create a
work order to take care of the issue. Work order has a priority assigned to it. It is all done
through our rental management program.

23. Conduct preventative maintenance: Every quarter, we conduct a “walk through” to check on
the unit and see if there are any issues and/or problems that need to be addressed. We then

create work orders if work is needed to be done.
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24. Collection of rent & eviction process: Establish your rules up front, and the best advice is to
STICK BY THEM no matter what!

25. Tenant renewal process: We are starting to send “renewal letters” out 90 days before their
lease ends; that way, we are ahead of the curve if the unit is vacant.

26. Tenant communication: We document everything (calls, letters, etc) and put these
communications in their electronic file; that way, if you ever have to go to court, you will have
everything you did in writing.

27. Create template letters: Create a library of letters you can use as templates; that way, you
don’t have to “reinvent the wheel” every time [i.e. lock out, lost keys, noise violations, tenant

renewals (90, 60, 30 days), etc.].

MOVE OUT PROCESS

28. Fill out a thorough Move Out Inspection, and then create a “scope of work” on what will be
needed to turn around the unit. Take pictures during the walk through. We are looking into
automating this process of inspections by purchasing an “app” through Rent Manager.

29. After assessing repairs, determine what normal “wear and tear” is and what will be charged
to the tenant and subtracted from their Security Deposit.

30. Mail security deposit check and letter to forwarding address within 30 days of move out.

UNIT TURN AROUND PROCESS

31. Once the “scope of work” and work orders have been created, set a schedule and get your
team (in house or sub-contractors) quickly turning around the property.

32. Once complete, have someone clean the unit and do a “final walk-through.”
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33. Once “tenant ready,” we take pictures to use for marketing purposes, put baking soda in
refrigerator, and put an air freshener in the main room.

34. Now you are back to the “Attracting Tenants” part of this process!

Just like everyone else in this crazy business, we continue to make things better and are
working hard to create more automation and simplicity in our business. [ am sure I am missing
something!

About Author

ELIZABETH FAIRCLOTH

o Website
Liz Faircloth has been managing and investing in real estate since
2004, along with her husband, Matt. We have built our business from

scratch and now own over five million dollars in residential and

commercial assets. We love to help and educate investors. Our YouTube Channel, The
Landlord’s Chronicles, offers short, yet educational videos that covers topics such as flipping houses, rentals,
rehabs, property management, and lessons learned along the way.

http://www.youtube.com/c/DerosaGroupTrenton
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e HomePro Inspections Inc.
Randy Larsen Pamtmg LLC Residential & Commercial Inspections
920-698-9726 920.889.2120 )
+ Residential Repaints - All Interior & Exterior U A ’
* Commercial Painting and Staining =) Dave
» New Construction = Rotten Wood Replacement | | QN 7 4 Brading
* Tuck Pointing WI State License #2371-106
Fu||y Insured dave @homeproinspections.biz www.homeproinspections.biz
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T0G ELECTRIC LLC

ELECTRICAL CONTRACTOR
We perfectly blend the artand science of paint. Mix in a B
team of sensible, smart, and savvy employees and we have E
what it takes t d tations fo ist
R ke ot PO e e LICENSED AND INSURED
FREE ESTIMATES
MARK GRIFFIN-MASTER ELECTRICIAN

Char lton Andrew H. Morgan
Attorney at Law

& Morgan v

Telephone 920.458.4566

Facsimile 920.694.6022

ahmorgan@charltonlawfirm.com 529 Ontario Avenue

www.charltonmorganltd.com Sheboygan, W1 53081

Call Dave Humbracht for your
Affordable Pest Control Nezds

Melissa Kimme
Process Server

(920) 918-8567

melkimme@yahoo.com

“One low cost for all attempts”

HAWLEY, '
‘ KAURMANKAUTZER, <. ﬁ
Lakeshore HVAC & Solar Co, Inc. LAW OFFICES
“High Performance, Eco-Friendly Comiort Systems” 400 First Swreer | PO. Box 485
KYLE P. KAUFMAN Random Lake, W1 530750485
Attomney at Law Ph: 920-994-4800 F- 920.994.2741 ‘
John Gosse 508 N. 6th Street
Heating ® Ventilation e Air Conditioning ® Solar Thermal Shebovean, W1 53081
Ph: 920-457-480
Office:920.458.6223 www.hkklawoffices.com L ‘

lakeshorehvac@yahoo.com Cell: 920.627.1095
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Are you doing the proper . Jason Kimme
ing? A Master Plumber
tenant screening Z
b

HHbave you checked your applicant’s credit history? 1 / 4 é \ ' / H — 920.918.8566

Is the applicant financially creditable
to live in your property?

Over 10 Years of Experience
Providing Plumbing Service & Repair
for Homes and Businesses
MP 972045

PROVIDING NIGHT & WEEKEND SERVICE

Water Heaters | Drain & Sewer Cleaning | Garbage Disposals
Faucets & Toilets | Sump Pumps | Dish Washers | Leak Repair | Frozen Pipes

P, rivileges have to be earned, just like good credit,
and renting from you is a privilege.

Visit our Website at WiCreditReports.com

ONLINE CREDIT REPORTS

As low as $12 per report for Association Members.
Call for a volume discount quote

jason@kimmeplumbing.com | www.kimmeplumbing.com

- " Call for a Free Qoute!
Henen 0o 458.9724

Personal and Commercial Insurance

Oun Expenionce Makes o Yun Beat Buy

Lori TenDolle - Owner/Agent

National Criminal and Eviction searches available

1 CAN HELP ALL LANDLORDS BIG AND SMALL

Kathy Haines, Owner
Landlord Services, LLC
Serving Landlords for over 20 years!
Phone 920-436-9855
Email Infoserv99@yahoo.com

Scanned by CamScanner

KJER, MILLER & ASSOCIATES, LLC
Certified Public Accountants
Mark J. Miller, CPA  Stephen M. Kjer, CPA
803 Michigan Avenue
Sheboygan, WI 53081
Phone: 920.453.0223

Website: www.KjerMillerCPAs.com
Mark J. Miller, CPA  Mark@KjerMillerCPAs.com

lori@heineninsurance.com
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Mastering the Mindset for Negotiation

by Andrew Syrios | BiggerPockets.com

['ve discussed negotiating quite a
bit (see here, here, here—and in
more depth, here) but I've yet to
come across a book on this topic as
helpful as Never Split the Difference
by former FBI hostage-negotiator
Chris Voss.

As one might suspect, a hostage
negotiator doesn’t exactly get the
option of splitting the difference.
Instead, Voss digs deeper into human
psychology, all the while highlighting
how these various techniques work
with practical anecdotes from both
hostage negotiating and business.

Voss notes that classic negotiating
books such as Getting to Yes had a lot
of great advise in them—particularly
with regards to negotiating based on
interests instead of positions (which
devolves into bartering back and
forth over price) and trying to find
win-win solutions where possible.
But advances in our understanding of
psychology (which are best
highlighted in the great book
Thinking Fast and Slow) and real-
world experience doesn’t always

follow the textbook theories. Voss
then combines the practical and
scientific for a tour-de-force book on
negotiating.

First off, the most important part of
negotiating is to go in with the right
frame of mind. As Voss puts it,

“People who view negotiation as a
battle of arguments become
overwhelmed by the voices in their
heads. Negotiation is not an act of
battle, it’s a process of discovery. The
goal is to uncover as much
information as possible. To quiet the
voices in your head, make your sole
and all-encompassing purpose the
other person and what they have to
say.”

Instead of a battle, “The language of
negotiation is primarily a language of
conversation and rapport.” This
“language” includes smiling and
being positive and friendly. This is
important because it puts both of you
in a positive frame of mind; you both
are “more likely to collaborate and
problem solve instead of fight and
resist.” In fact, just slowing down can
aid the process of rapport building. If
you go to fast, you will 1) skip most
opportunities to build rapport, and
2) make people feel like they are not
being heard, and thus they may get
defensive.
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After you've slowed things down and
built rapport, the next mind frame
change is: “Don’t commit to
assumptions. Instead, view them as
hypothesis and use the negotiation to
test them rigorously.” The idea here
is that instead of trying to barge your
way to some conclusion, see the
negotiation as a fact-finding mission.
This will take much of the pressure
off, but it also puts you at the
advantage. The person who talks
more, loses. The person who listens
more, wins. This is because the
person who'’s talking is giving up
information that could be useful in
figuring out if a deal makes sense.
Maybe, for example, a seller will let
loose that they need to sell very
quickly, and would thereby consider
a lower price—or maybe they have
the ability, and thus possibly the
willingness, to owner finance. Or
perhaps they have another property
to sell. If you're too busy talking, you
may miss these valuable insights.

S -
Mirroring is one of the best ways to
“get the other person to talk” and
steer the conversation the way you
want. Voss describes it as such:

“Repeat the last three words, or the
critical words, of what someone has
just said. We fear what's different
and are drawn to what's similar.
Mirroring is the art of insinuating
similarity, which facilitates bonding.
Use mirrors to encourage the other
side to empathize and bond with you,
to keep people talking, to buy your
side time to regroup, and encourage
your counterparts to reveal their
strategy.”

Voss also notes that “mirroring will
make you feel awkward as heck
when you first try it. That’s the only
hard part about it. The technique
takes a little practice. Once you get
the hang of it, it will become a
conversational Swiss Army Knife—
valuable in just about every
professional and social setting.” As
with most things, practice makes
perfect.

Here’s an example he provides of a
technophobic boss who always
wanted everything in hard copies. He
was also one of “those” bosses, who
always wanted things his way and
saw recommendations to do
something a better way as
recommendations to do something
the lazy way. One of Voss’ clients was
on the receiving end of one of these
requests to copy thousands of
documents in what would have been
a week worth of work.
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“Popping his head into her office, her
boss said, ‘Let’s make two copies of
all the paperwork.’

o«

I'm sorry, two copies? She mirrored
in response... [delivering]the mirror
in an inquisitive tone. The intention
behind most mirrors should be
‘please help me understand.’ Every
time you mirror someone they will
reword what they said. They will
never say it exactly the same way
they said it the first time. Ask
someone ‘what did you mean by
that?’ and you're likely to incite
irritation or defensiveness. A mirror,
however, will get you the clarity you
want while signaling respect and
concern for what the other person is
saying.

o

Yes,” her boss responded. ‘One for
us, and one for the customer.’

‘I'm sorry. So you are saying that the
client is asking for a copy and we
need one for internal use?’

“Actually, I'll check with the client.
They haven’t asked for anything, but
[ definitely want a copy. That’s just
how I do business.’

“Absolutely. Thanks for checking
with the customer. Where would you
like to store the in-house copy?
There’s no more space in the file
room here.’

“It’s fine, you can store it anywhere,’
he said, slightly perturbed now.

o«

Anywhere? When another person’s
tone or body language is inconsistent
with his words, a good mirror can be
particularly useful. In this case, it
caused her boss to take a nice long
pause. Something he did not often do.

“As a matter of fact, you can put
them in my office. I'll get the new
assistant to print it for me after the
project is done. For now just create
two digital backups.’

“A day later, her boss emailed and
put simply, ‘The two digital backups
will be fine."”

The interesting thing about this
otherwise banal negotiation is that I
highly doubt her boss even
considered it to be a negotiation.

Mirrors are thus a great way to gain
more information and also get the
other side to either re-evaluate their
request or perhaps even negotiate
with themselves. And when someone
starts to negotiate with themselves,
it’s always going to end ugly.

You'll also notice that the mirrors are
peppered in with questions. Just as
with talking and listening, the person
who asks the questions is at the
advantage over the person who
answers them. You can’t give in a
negotiation by asking a question, but
you can certainly give by answering
one.

[ will pick up with more lessons from
Never Split the Difference next week.
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But for now, remember to be positive other side’s position, wants, and

and build rapport. Go into a needs, and gain as much information
negotiation as an investigator would, as possible. Information is

not as an inquisitor would. Then use knowledge, and knowledge, after all,
mirrors and questions to clarify the is power.

ABOUT AUTHOR
ANDREW SYRIOS

Andrew Syrios is a real estate investor in Kansas City and a partner in Stewardship Properties along with his brother and father. Their
company owns just over 500 units in four states.

< Wons Background

o\ Investigations g

\ /] Tony,Giovanetti -/Business Development M;magér

5039 Executive Circle * Little Suamico, W1 54141

Cell: 920-784-3079 * Phone: 920-826-2335

tony@wonsbackgroundchecks.com ® www.wonsbackgroundchecks.com
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Associate Members and Specials

Accountants

Mark J. Miller and Stephen M. Kjer CPAs

803 Michigan Ave. Sheboygan WI, 53081
920.453.0223

Mark@Kjermillercpas.com; www.KjerMillerCPAS.com

Attorneys
Kyle Kaufman-Hawley, Kaufman & Kautzer S.C. Law
Offices

400 First St. Random Lake, WI 53075
www.hkklawoffices, kyle @hkklawoffices.com
Sheboygan: 920.457.4800

Random Lake: 920.994.4800

25% off normal hourly rate

Charlton & Morgan, LTD.

529 Ontario Avenue, Sheboygan WI 53081
920.458.4566
ahmorgan@charltonlawfirm.com

www.charltonmorganltd.com

Free Consultation

Credit Checks, Collections & Eviction
Landlord Services, LLC-Kathy Haines
1264 Cass St., Green Bay, WI 54301
Infoserv98 @yahoo.com

www.WiCreditreports.com

Electricians

TOG Electric Mark Griffin

P.O. Box 31 Randome Lake, WI 53075
414.350.7641

markks@yahoo.com
10% Discount

Heating and Cooling Service
Lakeshore HVAC and Solar Co.

920.458.6223 or 920.627.1095
Lakeshorehvac@yahoo.com

10% off on service/installs

Insurance Services

Jerry Heinen & Associates, Inc.

Lori TenDolle

1601 N. 8th St. Sheboygan, Wi 53081
920.458.9724
lori@heineninsurance.com

Special pricing through agency

Luxury Apartments
Salem Green Benevolent Corp.

322 North Highland Ave. Plymouth WI 53073
920.892.2912

chrissalemgreen@aol.com

Painting

Diamond Vogel Paint - Gary Paul

4315 S. Taylor Dr. Sheboygan, W1 53081

P.O. Box 1312

920.458.2186

Member pricing. Contractor Discounts. Free Delivery

Pest Control

Unity of Faith LLC-David Humbracht
P.O. Box 1247 Sheboyan, WI 53082
920.980.6769

Licensed Exterminator

Process Server
Melissa Kimme
melkimme@yahoo.com 920.918.8567

Plumbing
Kimme Plumbing Service - Jason Kimme

545 Oriole Lh Howards Grove, W1 53083
920.918.8566

jason@kimmeplumbing.com
$25 off purchase of $100 or more

Real Estate Services

Century 21-Roger Beaumount GRI, CRS
1337 N. Taylor Drive Suite 201

Sheboygan, WI 53081

920.207.4321 rogerbeaumont@yahoo.com
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