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Letter From the Editor

COVID-19 has presented many 
challenges this year and will continue to 
do so well into 2021. 
 
It is also presenting many opportunities 
for real estate professionals. These 
are opportunities to re-imagine tenant 
communications, tenant amenities, 
space use, building operations, financial 
planning, safety/security, and more. 
Many professionals, when asked, 
say they never thought they would 
ever be in a situation like this and yet, 
they have survived and thrived. That 
is a testament to the resiliency of 
commercial real estate professionals. 
 
In response, we have compiled this 
guide as a collection of resources 
to assist property management and 
operations teams plan and prepare 
for the new normal. What is the new 
normal? It is difficult to think that we will 
return to the way things were before the 
COVID-19 pandemic. We have learned 
and evolved too much. The new normal 
will combine our original standards of 
service and creativity with a newfound 
resilience and ingenuity. 
 
The entire real estate industry is 
working together during this time to find 
optimal solutions to shared challenges. 
This guide features product and service 
providers who are well equipped to 
help real estate companies find these 
solutions. I encourage all readers to 
look at the resources these companies 
can provide as partners in building 
operations and management. 

This guide includes features on 
education such as the 
BOMI-HP ® designation program,a 
three-course program designed to 
prepare professionals for the future 
of commercial real estate and hone 
their problem-solving skills. It is also 
packed with resources from BOMA 
International meant to assist with your 
accounting and budgeting.

Beyond resources and 
recommendations, this guide is 
serving as a sounding board for 
the industry. Some features contain 
the thoughts and insights from 
professionals across the industry 
on topics such as budgeting, tenant 
care, and leadership. This guide 
serves as a reminder that while the 
industry is changing and evolving, we 
are never alone. 

Providing added value, this guide is 
also interactive. There are links to 
videos and articles that offer more 
information on the topics covered. 
Some articles also include links to 
webinars that go more in-depth on 
an issue presented. We do not just 
want you to read the guide, we want 
to offer you as many elements as 
possible to assist with the adjustment 
to the new normal. 
 
CREInsightJournal.com continues 
to be the driving force behind 
publications like this and our ever-
expanding library of online materials. 
CRE Insight Journal, much like the 
commercial real estate industry, is 
evolving and adapting to change. It 
is growing in a continuing mission to 
provide resources and community for 
commercial real estate professionals. 
This guide is but one example of the 
work being done. To stay informed 
of the newest resources available, 
subscribe to our email newsletter.

Use this guide to find some of 
the connection lost by physical 
distancing. Listen to your peers and 
colleagues and see that they too may 
be going through the same struggles 
as you. Learn from experts in the 
industry about new techniques and 
ways of thinking about processes 
that used to be standard. Explore 
resources you may have not seen 
before or re-visit ones that may help 
you through this specific time. This 
guide cannot replace value brought 
by being physically together, but it 
can serve as a digital reminder of it.

Gabriel Eckert, 
FASAE, CAE, is 
editor-in-chief of CRE 
Insight Journal. He 
also serves as the 
CEO of the Building 
Owners and Managers 
Association of Georgia 
and the BOMA Georgia 
Foundation. He is a 
Certified Association 
Executive, Fellow of 
the American Society of 
Association Executives; 
and has been named 
by the Atlanta Business 
Chronicle as one of 
the Top 100 Who’s 
Who in Commercial 
Real Estate, a list of 
“leaders, dealmakers 
and legends who are 
changing Atlanta.”

http://CREInsightJournal.com
https://om.creinsightjournal.com/e-newsletter/
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www.LandCare.com

Our dedicated teams, and 
our passion for landscaping 
shows in everything we do.

Zach Stokes
Zach.Stokes@LandCare.com

678-708-7761

Your Land. 
Our Care.

Find out how we can create a  
meaningful landscape at your property.

Gzingler@madmatterga.com 

www.madmatterga.com

Call Gary Zingler 
Today!

678-361-6704

WHERE THE RIGHT MAT MATTERS

http://www.creinsightjournal.com
http://www.landcare.com
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Air Duct Cleaning

Ductz Of Greater Atlanta
(770) 631-2424
www.ductz.com

Air Filters

Air Filter Sales & Service, Inc.
(770) 939-1250
afs-s.com

Building Management Software

Angus Systems Group, Inc.
1 (877)442-6487
https://www.angus-systems.com/

Yardi
(800) 866-1144
www.yardi.com

Building Services

Engineered Restorations Inc.
(770) 682-0650
www.er-inc.net

Carpet/Flooring

Mad Matter GA
(678) 361-6704
www.madmatterinc.com

SOLID Surface Care
(770) 212-1692
www.solidcare.com

Construction Products

Tendon Systems, LLC
(470) 453-9947
www.tendonllc.com

The Home Depot
(704) 305-2881
www.homedepot.com

Contractors

Gray Contracting
(678) 530-9700
www.graycontracting.net

HL Contractors
(770) 727-2599
www.hlcontractors.com

PKS Paving & Concrete 
Construction
(404) 401-8551
www.pksasphaltpavingatlanta.com

Electrical

Allison-Smith Company
(404) 351-6430
www.allisonsmith.com

Product and Service Directory
Throughout the global pandemic, these companies have remained steadfast supporters of the real estate industry and are helping 

commercial real estate property management and building operations professionals continue to operate high-performance real estate 
assets. Companies who have provided the highest level of support are highlighted in blue. The BOMA Georgia Foundation has also 
provided significant support to real estate professionals throughout the pandemic. The foundation has awarded nearly 500 scholar-

ships since it was founded. This would not be possible without the generous support of  donors. Foundation donors at the Associate 
level and above are marked with a

HighGrove Partners
(678) 626-3469
www.highgrove.net

LandCare LLC
(678) 475-1780
www.landcare.com

Russell Landscape Group Inc. 
(770) 446-3552
russelllandscape.com

Yellowstone Landscape
(404) 668-4508
www.yellowstonelandscape.com

Landscaping - Interior

Life on Earth, LLC
(404) 875-6706
www.life-earth.com

Lighting

E. Sam Jones Distributor
(404) 351-3250
esamjones.com

NCA Lighting Solutions Inc.
(770) 237-2196
www.ncalighting.com

Voss Lighting
(770) 438-8557
www.vosslighting.com

Marble Restoration & Maintenance

ADDCO Metal Maintenance Co.
(770) 985-5611
addcometal.com

Mid America Specialty Services 
(800) 544-4576 
www.MASSUS.com

Natural Stone Services
(404) 255-8133
www.stonecare.bz

Metal Finishing

ADDCO Metal Maintenance Co.
(770) 985-5611
addcometal.com

Mid America Specialty Services 
(800) 544-4576
www.MASSUS.com

Paint/Wallcoverings

CertaPro Painters of Atlanta
(404) 548-7940
certapro.com/atlanta-decatur/Paint/Wallcoverings

Daikin Applied
(770) 514-5880
www.daikinapplied.com

Ductz Of Greater Atlanta
(770) 631-2424
www.ductz.com

ENTEK
(678) 910-1326
www.entek-inc.com

Mallory & Evans Service
(478) 747-0551
www.malloryevansservice.com

Maxair Mechanical Inc.
(770) 714-9642
www.maxairinc.com

Trane
(678) 775-4302
www.trane.com/georgia-alabamaIndustrial 

Dock & Door Repair Installation

Miner Southeast
(678) 730-4700
www.minercorp.com

Janitorial

General Building Maintenance Inc.
(770) 457-5678
gbmweb.com

Georgia Pacific Corporation
(770) 815-9552
www.gppro.com

Rubbermaid Commercial Products
(470) 356-5088
www.newellco.com

Landscaping - Exterior

Arborguard Tree Specialists
(404) 299-5555
www.arborguard.com

Baytree Landscape Contractors
(678) 392-0391
www.baytreelandscape.com

BrightView Landscape Services, Inc.
(770) 662-8775
www.brightview.com

Color Burst
(770) 822-9706
www.color-burst.com

Greenwood Group
(404) 886-6104
greenwoodgroup.net

Facility Support

PENTA Engineering Group Inc.
(678) 282-1999
www.pentaeng.com

Fire Protection

Basesix Systems LLC
678-833-8351
www.basesix.com

Life Safety Solutions Plus LLC
(770) 843-3671
www.lifesafetysol.com

Fire/Water/Mold Restoration

BELFOR Property Restoration
(770) 939-0128
www.belforusa.com

Capital Restoration
(770) 973-1666
www.capital-ga.com

Full Circle Restoration
& Construction Services
(770) 232-9797
www.fullcirclerestoration.com

Parker Young Construction, 
A RESCON Company
(770) 368-1000
www.parkeryoung.com

Remediation Group Inc.
(404) 214-1470
www.remgroupinc.com

SERVPRO Of Decatur
(404) 378-9998
www.servpro8537.com

Fitness

Innovative Fitness Solutions
(770) 218-9390
innovativefit.com

Health & Hygiene Products

GOJO Industries
330-819-0044
www.gojo.com

Life Safety Solutions Plus LLC
(770) 843-3671
www.lifesafetysol.com

Rubbermaid Commercial Products
(470) 356-5088
www.newellco.com

Air Filter Sales & Service, Inc.
(770) 939-1250
afs-s.com

Mayberry Electric, Inc.
(404) 991-7007
www.mayberryelectric.com

NCA Lighting Solutions Inc.
(770) 237-2196
www.ncalighting.com

Elevators/Escalators

Phoenix Elevator of Georgia
(678) 574-2447
www.phoenixelevatorofga.com

ThyssenKrupp Elevator Corporation
(770) 250-6482
www.thyssenkruppelevator.com

Energy Products & Services

Baker Engineering LLC
(404) 307-3237
www.bakereng.co

ENTEK
(678) 910-1326
www.entek-inc.com

Energy Products & Services

Georgia Power
855-762-6732
www.georgiapower.com/commercialsavings

Mallory & Evans Service
(478) 747-0551
www.malloryevansservice.com

Engineering

Mayberry Electric, Inc.
(404) 991-7007
www.mayberryelectric.com

PENTA Engineering Group Inc.
(678) 282-1999
www.pentaeng.com

PM&A 
(770) 480-7452
www.pmass.com

Sustainable Investment Group LLC (SIG)
(770) 316-2240
www.sigearth.com

Environmental

Sustainable Investment Group LLC (SIG)
(770) 316-2240
www.sigearth.com

The Morley Companies
(770) 569-1100
www.morleycompany.com

http://www.ductz.com
http://afs-s.com
https://www.angus-systems.com/
http://www.yardi.com
http://www.er-inc.net
http://www.madmatterinc.com 
http://www.solidcare.com 
http://www.tendonllc.com 
http://www.homedepot.com
http://www.graycontracting.net
http://www.hlcontractors.com
http://www.pksasphaltpavingatlanta.com
http://www.allisonsmith.com 
http://www.highgrove.net
http://www.landcare.com
http://russelllandscape.com
http://www.yellowstonelandscape.com
http://www.life-earth.com
http://esamjones.com
http://www.ncalighting.com
http://www.vosslighting.com
http://addcometal.com
http://www.MASSUS.com
http://www.stonecare.bz
http://addcometal.com
http://www.MASSUS.com
http://certapro.com/atlanta-decatur/Paint/Wallcoverings
http://www.daikinapplied.com
http://www.ductz.com 
http://www.entek-inc.com
http://www.malloryevansservice.com
http://www.maxairinc.com
http://www.trane.com/georgia-alabamaIndustrial 
http://www.minercorp.com
http://gbmweb.com
http://www.gppro.com
http://www.newellco.com
http://www.arborguard.com
http://www.baytreelandscape.com
http://www.brightview.com
http://www.color-burst.com
http://greenwoodgroup.net 
http://www.pentaeng.com
http://www.basesix.com
http://www.lifesafetysol.com
http://www.belforusa.com
http://www.capital-ga.com
http://www.fullcirclerestoration.com
http://www.parkeryoung.com 
http://www.remgroupinc.com
http://www.servpro8537.com
http://innovativefit.com
http://www.gojo.com
http://www.lifesafetysol.com
http://www.newellco.com
http://afs-s.com 
http://www.mayberryelectric.com
http://www.ncalighting.com 
http://www.phoenixelevatorofga.com 
http://www.thyssenkruppelevator.com
http://www.bakereng.co
http://www.entek-inc.com
http://www.georgiapower.com/commercialsavings
http://www.malloryevansservice.com 
http://www.mayberryelectric.com
http://www.pentaeng.com
http://www.pmass.com
http://www.sigearth.com
http://www.sigearth.com
http://www.morleycompany.com
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Doctorate
Individual donors who have given $500-$999 

Amanda Madrid
Mark Gallman

Natalie Tyler-Martin

Post-Doctorate
Individual donors who have given  $1,000 
Gabriel Eckert

Marie Worsham

Mark Dukes

Pat Freeman

INDIVIDUALS
Associate
Individual donors who have given $100-$199
Bo Reddic

Bud Blide

Elaine Bare

Florence Barbour

Bachelor
Individual donors who have given $200-$349 

Christine Bailey

Kinsey Hinkson

Stacy Abbate

COMPANIES
Associate
Company donors who have given $500-$999 
Brand Real Estate Services
Capital City Mechanical Services
Capital Restoration
CapRidge Partners
CBRE
Colliers International Management - Atlanta
Cushman & Wakefield
Duke Realty
Empire Roofing
Engineered Restorations
Full Circle Restoration
Georgia Paving
Granite Properties
Gray Contracting
Highwoods Properties
Lillibridge Healthcare Services

Madison Marquette
Mayberry Electric, Inc.
Mid America Specialty Services
OA Management
Parker Young Construction/Firestar Inc.
Physicians Realty Trust
Pope & Land Enterprises
Prologis
Roof Partners
Russell Landscape
SecurAmerica
SERVPRO of Decatur
SOLID
The RMR Group
The Simpson Organization
Zurix Roofing Systems

Bachelor
Company donors who have given 
$1,000-$2,499

Master
Company donors who have given 
$2,500-$4,999 
.

Thank You 2020 BOMA Georgia Foundation Donors

Greg Bellina
Jacob Wilder
Judi Sponsel
Melody Frcek

Russell Copeland
Shawn Benjamin

Since the Foundation was created in 2014, it has awarded 
nearly 500 scholarships to individuals seeking a 
certificate or professional designation in real estate. The 
Foundation has also conducted six research studies 
and produced five white papers, all designed to give 
real estate owners and managers new tools to add value to 
their properties. Find out more at:

https://www.bomageorgiafoundation.org/

Michael Knox
Orlando Ojeda

Patti Brown

SERVPRO Of Decatur 
(404) 378-9998
www.servpro8537.com

Water Leakage Protection

WaterSignal LLC
(626) 222-7370
www.watersignal.com

Water Treatment

Blackmore Enterprises Inc.
(404) 474-4352
www.blackmore-enterprises.com

Waterproofing

Apollo/Primm Roofing Company
(770) 751-6191
www.apolloroofing.com

Engineered Restorations Inc. 
(770) 682-0650
www.er-inc.net

Everclear Enterprises Inc.
(404) 876-9408
www.everclearenterprises.com

The Morley Companies
(770) 569-1100
www.morleycompany.com

Window Cleaning

Valcourt Building Services LLC
(770)727-6098
www.valcourt.net

Tree Care
Arborguard Tree Specialists
(404) 299-5555
www.arborguard.com

BrightView Landscape Services, Inc.
(770) 662-8775
www.brightview.com

Tropical Plants
Life on Earth, LLC
(404) 875-6706
www.life-earth.com

Waste Removal

Waste Pro/Atlanta
(770) 777-1447
www.wasteprousa.com

Water Damage/Structure Drying

Capital Restoration 
(770) 973-1666
www.capital-ga.com

Full Circle Restoration 
& Construction Services
(770) 232-9797
www.fullcirclerestoration.com

Parker Young Construction, 
A RESCON Company
(770) 368-1000
www.parkeryoung.com

Water Damage/Structure Drying

Remediation Group Inc.
(404) 214-1470
www.remgroupinc.com

Tendon Systems, LLC
(470) 453-9947
www.tendonllc.com

Riser Management

IMG Technologies, Inc.
(312) 780-9420
www.img-connect.com

Roofing

Apollo/Primm Roofing Company
(770) 751-6191
www.apolloroofing.com

Empire Roofing Company Inc. 
(770) 948-7663
www.empireroofing.com

Sealcoating

The Surface Masters Inc.
(404) 821-2388
www.thesurfacemasters.com

Security

Basesix Systems LLC
678-833-8351
www.basesix.com

Miner Southeast
(678) 730-4700
www.minercorp.com

Telecommunications

AT&T
(770) 598-7532
www.att.com

Plumbing

HM Plumbing
(770) 792-1200
www.hillmechanical.net

Trinity Plumbing LLC
(770) 480-7687
www.trinityplumbingllc.com

Portable/Rental Cooling & Heating

Portable Air and Power
(888) 365-5943
www.portableairandpower.com

Pressure Washing

Everclear Enterprises Inc. 
(404) 876-9408
www.everclearenterprises.com

Valcourt Building Services LLC
(770)727-6098
www.valcourt.net

Pump Service and Repair

Monumental Equipment
(678) 765-7001
www.monumentalequipment.com

Restoration

Addco Restoration and
 Preservation Group, LLC
(770) 688-5419
www.addcorestorationpreservationgroup.com

Paint Applicators
(404) 487-5257
www.paintapplicators.com

Paper Products

Georgia Pacific Corporation
(770) 815-9552
www.gppro.com

Imperial Dade
(770) 405-6900
imperialdade.com

Parking Deck

Wildcat Striping & Sealing
(678) 937-9525
www.wildcatstriping.com

Paving Products

PKS Paving & Concrete Construction
(404) 401-8551
www.pksasphaltpavingatlanta.com

Rose Paving Company
(678) 303-2500
www.rosepaving.com

The Surface Masters Inc.
(404) 821-2388
www.thesurfacemasters.com

Wildcat Striping & Sealing
(678) 937-9525
www.wildcatstriping.com

HighGrove Partners
(678) 626-3469
www.highgrove.net

LandCare LLC
(678) 475-1780
www.landcare.com

Russell Landscape Group Inc. 
(770) 446-3552
russelllandscape.com

Yellowstone Landscape
(404) 668-4508
www.yellowstonelandscape.com

Landscaping - Interior

Life on Earth, LLC
(404) 875-6706
www.life-earth.com

Lighting

E. Sam Jones Distributor
(404) 351-3250
esamjones.com

NCA Lighting Solutions Inc.
(770) 237-2196
www.ncalighting.com

Voss Lighting
(770) 438-8557
www.vosslighting.com

Marble Restoration & Maintenance

ADDCO Metal Maintenance Co.
(770) 985-5611
addcometal.com

Mid America Specialty Services 
(800) 544-4576 
www.MASSUS.com

Natural Stone Services
(404) 255-8133
www.stonecare.bz

Metal Finishing

ADDCO Metal Maintenance Co.
(770) 985-5611
addcometal.com

Mid America Specialty Services 
(800) 544-4576
www.MASSUS.com

Paint/Wallcoverings

CertaPro Painters of Atlanta
(404) 548-7940
certapro.com/atlanta-decatur/Paint/Wallcoverings

http://www.creinsightjournal.com
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http://esamjones.com
http://www.ncalighting.com
http://www.vosslighting.com
http://addcometal.com
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http://www.stonecare.bz
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http://www.MASSUS.com
http://certapro.com/atlanta-decatur/Paint/Wallcoverings
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Operations & Maintenance, COVID-19

Gradual
Rise
Responsible Operations While Increasing Building Utilization

When the pandemic began and buildings began to empty, 
there was an immediate focus on new projects, energy 
savings, and maintenance work. As tenants return and 
buildings begin to experience increased utilization, operations 
and maintenance professionals need to be intentional about 
the choices they make when reopening. 

Keeping Tabs
For the past several months, a property could have been 
saving a lot of energy and money due to the decrease in 
electrical and water usage. Tenants re-entering the building 
does not mean the erasure of these savings. Jack Kennedy, 
senior property operations manager for Jackson Healthcare, 
said that his team of engineers was very strategic with how 
they saved energy. 

“As people come back to work, we are being careful about 
the lighting we turn on,” Kennedy said. 

He mentioned how his team is keeping most lights off except 
where tenants have returned to the space or where there is a 
high traffic area. Sensor-triggered lights help with this energy 
savings and decrease the workload on engineers’ rounds. 

Steve Sauriol, the director of engineering for America’s 
Capital Partners, said that it is important to monitor usages 
across all systems and ensure that no one system is getting 
overloaded. 

“You have to be proactive to increase occupancy. The 
operation protocols you have in place now need to be in 
place as occupancy increases,” Sauriol said. “There’s no 
way to go back.” 

Doing the Homework
Just as tenants are not returning all in one day, the systems 
in place on a property should not return to full capacity all in 
one day. U.S Centers for Disease Control and Prevention 
(CDC) and The American Society of Heating, Refrigeration 
and Air-Conditioning Engineers (ASHRAE) have both 
released guidelines on new precautions that need to be 
taken, especially in the realm of indoor air quality. 

“Hopefully, most of the engineers have increased their filter 
capacity to a higher rating, hopefully, they have done their 
homework,” Sauriol said. 

It is important to let the systems in a building gradually 
return to full capacity and make the necessary adjustments 
to ensure tenant and visitor safety. Kennedy said it was 
extremely important to face the reality of the situation. 
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He said a mistake that engineers could make right 
now is returning to the pre-pandemic settings without 
consideration. 

“Now that you have everything adjusted, don’t go back 
and arbitrarily make changes,” Kennedy said, “Think them 
through and have a conversation with the tenants.”

Move Forward with Purpose
In many buildings, systems are set to an optimal standard. 
Then after tenants move in and express different needs, 
adjustments are made. During the time of low occupancy, 
many property teams reset these standards to their original 
optimal setting. This can sometimes mean a more efficient 
and energy-saving property. Kennedy said engineers should 
consider keeping it that way. 

“We are using this period to implement new scheduling 
strategies for mechanical systems, and what we are 
trying to do is train people to what the building has been 
accustomed to while they have been out,” Kennedy said. 

If there are new systems installed or a system is performing 
differently, tenant education is key. Consider making small 
videos showing new protocols or showing how to use new 
touchless technology. 

It may also be helpful to send out a bulletin explaining all of 
the changes made while tenants were out of the building. 
This can be done in partnership with the property’s existing 
tenant communcations.  

Add It Up
While the energy and usage savings during low occupancy 
were above average, don’t discount the efforts that can 
be made during re-occupancy. There are multiple small 
adjustments that when made can still add up. 

Increasing round frequency to ensure lighting systems 
are not staying on longer than necessary is a way to save 
energy. Installing touchless bathroom fixtures has shown 
to save water usage. Having a well-monitored egress and 
ingress onto the property can help counteract the extra 
energy that may be used with the filtration system. 

“I think the future is wide open. We are all in this game 
together, “ Sauriol said. 

The future may be a bit unknown, but as buildings re-
occupy, there are a few standard considerations that will 
make the process smoother

In this update to BOMA Georgia’s recent webinar on Restarting Low- and No-Flow Water systems, Trace offers new information for 
property management professionals to consider as occupancy increases at their properties. With Legionella recently found at some 

U.S. Centers for Disease Control and Prevention offices in Atlanta, it is more important than ever to
have and follow a water management plan.

Deep Dive: Restarting Water Systems

http://www.creinsightjournal.com
https://leader.creinsightjournal.com/legionella-prevention-and-detection-trace-blackmore/
https://leader.creinsightjournal.com/legionella-prevention-and-detection-trace-blackmore/
https://leader.creinsightjournal.com/legionella-prevention-and-detection-trace-blackmore/
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Reading Corner
Budget Season Resources from BOMA International

Allocating common area maintenance 
charges in a mixed-use development 
space can often confuse. This guide 
breaks down day-to-day strategies to 
be used when budgeting and allocating 
CAM charges specifically in the 
mixed-use space. From courtyards to 
construction, the guide makes live-work-
play spaces easier to allocate for. 
This guide also helps with every step 
of the process. From transitioning from 

development to operation to providing service to tenants and 
owners, this guide is comprehensive in its approach. The best way 
to learn is through others, so the multiple case studies included 
provide real-life examples to supplement a professional’s working 
knowledge. 

Much like its office counterpart, this 
guide lets professionals compare income 
and expense items easily. This guide 
helps industry professionals regardless 
of company size or ownership structure 
and includes accounts that help with as-
set management and property financing. 
This guide is made so that professionals 
can compare income and expense line 
items on a “apples to apples basis.” It 
also, like its office counterpart, contains 
a chart of accounts useful for standard-
izing financials. Beyond this chart, the 
guide covers, depreciation of assets and 
amortization of soft costs. 

A third edition of the industry standard, this 
guide lays out critical steps to making sure 
your building is profitable and that your 
relationships with tenants remain strong 
throughout the escalation process. This new 
edition of the escalation guide contains new 
information on expense caps, management 
of an escalation audit and escalating building 
rating system costs. 
Maintaining a property’s profitability and 
creating lasting relationships with tenants 

requires expert escalations. This guide also works with ALPHA 
Office Escalations software. This lets property managers and 
building owners get an overall picture of their building year after year. 

With an easy-to-use number system for 
segregating income accounting by type 
of occupancy and special activity, this 
guide makes reporting your financials 
a streamlined process. This guide also 
includes a chart of accounts for office 
buildings that has been used as the 
industry standard for 100 years. 
This progressive guide has four levels 
of detail from functional categories to 
detailed subsets of accounts. 

BOMA’s Common Area Maintenance Guide Functional Accounting Guide (Industrial)

The Escalation Handbook for Office Buildings Functional Accounting Guide (Office)

It also accommodates both cash- and accrual-based accounting. 
Establishing this level of standardization will make office building 
operation financial stress a thing of the past. 

http://www.creinsightjournal.com
https://www.techstreet.com/boma/standards/allocating-common-area-maintenance-cam-charges-in-mixed-use-properties-and-other-strategies-for-managing-live-work-play-developments?product_id=1876335
https://www.techstreet.com/boma/standards/the-escalation-handbook-for-office-buildings-a-guide-to-understanding-preparing-and-grossing-up-expense-escalations-third-edition?product_id=2034557
https://www.techstreet.com/boma/standards/functional-accounting-guide-and-chart-of-accounts-for-industrial-buildings?product_id=2035353
https://www.techstreet.com/boma/standards/functional-accounting-guide-chart-of-accounts-for-office-buildings?product_id=2034564
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COVID-19, Leadership, Education and Training

Starting a class in the middle of a pandemic was not any property 
professional’s plan. However, those that had begun or decided to 
begin the BOMI High Performance designation (BOMI-HP) are 
finding unexpected value from their chosen course. 

The three-course program is designed to train commercial real 
estate professionals to create, lead, and obtain investment on 
sustainable initiatives. The course prepares professionals across 
all segments and markets. 

High Performance in Low 
Occupancy
With many buildings carrying a lower occupancy than before, 
energy-efficiency has been an important topic. Technology 
has become paramount in monitoring energy usage during 
re-occupancy and maintaining energy savings. The BOMI-HP 
program’s focus on sustainability and technology has helped 
students like Senior Property Manager Sonia Zamora with 
Akridge in Washington, D.C., be well equipped to use new 
systems.  
 
“This subject of high performance is important for the simple 
reason that right now not all buildings are occupied at a normal 
level, we can use a lot of this technology to save electricity, to run 
our buildings more efficiently considering the occupancy levels 
we are experiencing,” Zamora said.  
 
The health and safety of tenants have been of high importance 
when it comes to re-occupancy efforts. Judi Sponsel, a senior 
property manager with America’s Capital Partners in Atlanta, said 
that in general, high-performance buildings were well prepared 
for this emphasis.  

“A high-performance building will be functioning at a more 
efficient level during these difficult times which helps reduce 
operating costs and increases occupant health and safety,” 
Sponsel said.

Facing the Unknown
This theme of the past few months is flexibility. Being able to 
adjust to situations like this is important. With the new normal 
being an unknown entity, property managers need to approach 
their job with adjustment in mind.  
 
“One of the things I have learned is that we need to be flexible. 
We need to be accommodating to different situations and 
scenarios,” Zamora said. “We need to be mindful that we oversee 
these assets and that we need to be careful of how we are doing 
that.” 
 
The BOMI-HP designation teaches more than sustainability 
practices, it teaches leadership. Chonte’ Martin, facility 
management director of operations with the City of Atlanta, 
said this class allowed her to better present to her stakeholders 
concerning operating costs.  
 
“You have to be able to present business cases. You have to 
understand from the investor’s and the owner’s side,” Martin said.  
 
Zamora also found the experience of taking the classes to be 
valuable as well as the content. She said having a community 
of professionals outside of her workplace was useful for 
idea generation and a sense of togetherness. She said she 
appreciated the chance to innovate on subjects other than 
COVID-19. 
 

BOMI-HP

Value

https://www.bomi.org/HPDesignation.aspx
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Video

“ I was thankful that we could talk about something else and engage 
in other conversations that were not related to what was happening 
at the time,” Zamora said. 

Leading New Projects 
Property managers with the BOMI-HP designation are trained to 
use this time to look forward. Sponsel said that this has been a 
perfect time for professionals to research solutions for the future 
to make their building more efficient and for decreasing operating 
costs.  
 
“Once the BOMI-HP designation is achieved, it is exciting to 
present forward-thinking ideas and solutions to your peers and 
upper management,” Sponsel said. “You will have the skills to create 
a presentation that differentiates high-performance investments from 
simply maintaining current maintenance procedures.”  
 
The experience of collaboration during the program can reset a 
lot of property professionals’ way of thinking. Chonte said that 
she found value in being able to discuss the lessons with other 
professionals in her industry.  
 
“You have your textbook and you know what is being taught, but 
the experience levels of your various peers within your group helps 
to create forward-thinking and innovation within the peer group,” 
Martin said.  “It’s almost like you are benchmarking within the 
class.” 
 

One of the biggest sustainability and high-performance 
initiatives that have been taking place during the COVID-19 
pandemic is the increased use of technology both from a 
systems monitoring and work-from-home standpoint. The 
BOMI-HP designation instructs on technology use and 
cutting-edge resources.  
 
Zamora said that she has appreciated being well-equipped to 
handle the new technology emphasis occuring in the industry.  
 
“I think COVID-19 has brought that out in the forefront. I think 
now people have more of an urgency to have them,” Zamora 
said. “I think people are starting to see the benefits of having 
all of this technology available to you.” 
 
While education and sustainability may not have been on the 
front of people’s minds the past few months, their uses go far 
beyond the classroom and are essential to navigating the new 
normal. BOMI-HP graduates are going to be equipped to be 
leaders during this pandemic and beyond. 

During

This 
Time

http://www.creinsightjournal.com
https://leader.creinsightjournal.com/technology-for-managing-amenities-in-the-future-workplace-becky-hanner/
https://leader.creinsightjournal.com/technology-for-managing-amenities-in-the-future-workplace-becky-hanner/
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COVID-19, Soft Skills/Interpersonal

As a service-based industry, commercial real estate has 
remained tenant-focused through this unpredictable year. 
With each month, tenants are facing new challenges whether 
it be with their staff, finances, or keeping up with health and 
safety guidelines. Property managers have the task of being 
informative while balancing unique needs. 

Recognize the Situation
Different sectors and industries are being affected in different 
ways due to current circumstances. Each tenant is facing 
a unique challenge and is developing a unique plan for 
themselves. Property managers need to remain understanding 
when communicating with tenants. Miller Getz, general 
manager with Piedmont Office Realty Trust, said that its 
important to remember everyone is in the same situation. 

“Tenants, landlords, management companies, and product 
and service partners are dealing with many of the same issues 
- how our businesses, operations, and employees have been 
impacted by COVID-19,” Getz said. 

Proper tenant communications start from a place of 
understanding. Tenants will return to buildings at their 
own pace. A recent video produced by Granite Properties 
emphasized that the management company and the tenants 
were “in this together” and that they “appreciated their 
ongoing efforts to follow recommended safety guidelines.” This 
statement showed an understanding of the tenants’ situation 
while promoting health and safety efforts being made at the 
properties. 

Connection Beyond COVID-19
While new information and updates about COVID-19 legislation 
and guidelines are essential for property teams to relay to 
their tenants, property professionals and tenants alike may be 
experiencing news fatigue and losing a sense of community 
when staying at home. Property managers can make active 
efforts to provide non-COVID-19 related content to their 
tenants. 

Getz’s company began to send out a weekly newsletter 
featuring new healthy recipes, activities for children, and briefs 
about updates at the property. He said this newsletter was a 
new initiative that helps them keep connected with tenants. 

“Most of the content is not related to COVID-19. We include 
topics and ideas to engage with our tenants while they are 
away from us and away from the buildings,” Getz said.

With re-entry beginning and buildings experiencing increased 
utilization, property managers should keep that driving spirit of 
innovation and discover new ways to engage the tenants both 
in and out of the building. 

Facing Forward
Difficult conversations about rent, renewal, and eviction may 
be coming in the next year. While many property management 
companies are developing creative solutions, keeping a 
dialogue throughout the next few months may help these 
conversations go smoother. Keeping engaged with the tenant 
and understanding how their situation in evolving can help 
property professionals have a better understanding when it 
comes time to sit down and discuss leases. 

“We really want it to be a dialogue, and so we are making 
sure we are accessible and available, asking questions to 
understand the challenges our tenants are facing,” Getz said.

This year has certainly highlighted the commercial real estate 
industry’s ability to adapt. Transitioning to online has been an 
adjustment for everyone and is still ongoing. Property managers 
and leaders should make sure to appreciate their team and 
tenants for their quick accommodation. A team or tenant that 
feels recognized is much more likely to be open to solutions 
and have an open mind. 

“Our companies would express appreciation for our team 
members’ flexibility and attitude, as we deal with everything 
2020 has thrown at us,” Getz said. 

As the world moves into the next few unpredictable months, it’s 
important to always keep tenants’ needs front and center. Stay 
informative with well-backed sources such as the U.S. Centers 
for Disease Control and Prevention and remember to stay 
connected with tenants wherever they are. 

Video
The Customer Experience Punchlist

Finding 
the 
Balance
Tenant Care and 
Communications

https://www.youtube.com/watch?v=TOpRMPxWCDA&feature=emb_title
https://leader.creinsightjournal.com/the-customer-experience-punch-list-phil-mobley/
https://leader.creinsightjournal.com/the-customer-experience-punch-list-phil-mobley/
https://leader.creinsightjournal.com/the-customer-experience-punch-list-phil-mobley/
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(770) 480-7687  
www.trinityplumbingllc.com

Great service is our specialty

• Fast response

• Honest evaluation and pricing

• Trenchless pipe repair

• CIPP Lining 

• Drain cleaning

• General Plumbing

• Hydrojetting/hydrovac services

• Backflow prevention testing and repair

http://www.creinsightjournal.com
http://innovativefit.com
http://www.trinityplumbingllc.com
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With so many unknowns going into budget season, data can be a guiding light. The 2020 Office Experience Exchange Report from BOMA 
International is a tool professionals can look to for that data. With information collected from thousands of office buildings across the United 
States, this report can be used for multiple budgeting needs. 

1. Validate your budget assumptions. 
Not sure how your property stacks up? Use the Office EER to compare income and expenses with hundreds of markets across the country. 
The report is highly interactive and customizable so properties can be compared on an apples to apples basis. Reports based on building 
location, size, age and other characteristics will help property professionals see how their building sizes up. 

2. Justify your operating expenses.
 Go into a meeting with asset managers and stakeholders with confidence. Operating expenses for the next year are going to be difficult to 
predict. The 2020 Office EER can show what other properties are spending on different line items. This will help the property teams justify 
expenses and keep the budget on track. 

3. Demonstrate why you might need to increase spending. 
Everybody has a wish list. This time is perfect for renovations and improvement projects. Property teams can use the EER to show how 
comparable buildings are spending their money on improvements and maintenance. Not only will that help budget the project, but it will 
create a more resourced pitch when presenting to managers and owners. 

4. Identify market trends. Now is the time to be creative. 
Property teams need to examine their numbers and see if they are going in the right direction. If they aren’t teams need to develop strategies 
to adjust costs. This also goes for service contracts. The Office EER can be used to compare service contracts and make it easy to find out if 
they are under or above the market average.  The Office EER can be a great tool for reconfiguring an existing service contract. 

“Renegotiating service contracts is going to be a major part of budgeting and operations going into next year. Having data to compare and 
bring into a meeting will help get everyone on the same page,” managing director with CBRE Marie Kastens said. 

5. Create custom charts and graphs to plug right into your 
budget documents. 
Professionals can export figures from any custom reports they run with the Office EER right into Excel and create charts. When creating a 
budget presentation, this tool will save time and effort. Custom reports mean saving time and property teams can get relevant information for 
their property specifically. 

Budgets

Meet the 2020 OfficeMeet the 2020 Office
Experience Exchange ReportExperience Exchange Report

https://eer.boma.org/BOMA/marketing.aspx
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Shown with end panel partially removed

VVS-UVHC by Man-D-Tec 
FOR NEW AND EXISTING ELEVATOR CABS 

Patent Pending, Ultra Performance, Dual UVC Germicidal & Dual HEPA 
filtration unit. Built specifically for elevators, with the intent of rapidly 
reducing viral and bacterial loads in the cab. This unit features a 3-speed 
high performance sealed ball bearing motor. The “squirrel cage” blower 
wheel ensures maximum air flow and quiet operation. Blows purified air 
down into the cab. 

Proprietary, fully automatic UV performance monitoring system ensures 
the dual UVC Germicidal unit is performing at peak levels and has LED 
indicators for each UV source, along with audible notification when system 
needs attention. 

COP remote mounted UV status indicators are available. This allows 
passengers to visually see that the system is operating, giving them 
confidence that their safety is a high priority. 

MVS®-UVHC™

1540 Westfork Dr., Suite 103, Lithia Springs, GA 30122
Dispatch number (678) 574-2447

Phoenix Elevator Service Inc. of Georgia has completed research and development for an Air Purification System in the elevator!
Due to the confined space of an elevator and the safety of your passengers, this product is highly sought after....

The purification system provides cleaner, healthier air, as the Purification System: 
     • works to remove contaminants coming into the elevator
     • works to minimize the spread of germs, bacteria, mold, odor, and viruses.

Discreetly installed on the top of the elevator where your elevator exhaust fan is currently— it’s invisible to passengers.  

http://www.phoenixelevatorofga.com
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Lesson #1: Go Back to Basics

With the current situation constantly evolving and changes occurring 
each month, sometimes consistency is the first step to effective crisis 
leadership. With so many unknowns, people are reacting differently 
to the situation. People that like to look before they leap may be 
struggling in the work from home environment while independent 
workers may be thriving. 
 
To make sure an office and staff still run smoothly, look to the basic 
leadership principles. Develop trust. Make sure any new information is 
accurate. Keep communications flowing. These everyday leadership 
tactics can serve as a lifeboat in times that may feel chaotic.  
 
 

Lesson #2: Remember Your Influence
Leaders are selected for a reason. Somewhere along a leader’s journey, 
another person saw potential. Leaders are selected on the good faith that they 
will positively impact a team and those who work with them. This is important 
to remember during a time of change. A team is going to place their energy 
where their leader places it.  
 
Be aware of the influence a leader can have. Identify the needs of staff and 
adjust accordingly. Being able to act as a calming presence or energized 
motivator is essential to adapting to an organization’s needs. Assessing and 
defining priorities will let staff and team members better serve their clients and 
have a clear direction during changing times.  

Video
 Effective Leadership in a Crisis 

with Cynthia Mills
 Founder of The Leader’s Haven

Part of going back to the basics is strengthening and re-defining the 
relationships with staff. Even if there are people that have worked 
at an organization for years, their environment and their manager’s 
environment have changed. Trust is the foundation of any relationship, 
and relationships are at the core of any business. Take the time to 
check in with staff and re-define the relationship to make sure they are 
being correctly served and led. 

Video
Prioritizing in a Crisis with Cynthia Mills

Founder of The Leader’s Haven
This situation is a marathon, not a sprint. Leadership during this time is about long-term management. This is not about 
weathering a storm, it is about re-strategizing and figuring out what the organization looks like in a new reality. No one 
has the answers, but while a team figures it out, their leader needs to be responsible and make sure the focus is being 
properly placed. 

Crash Course:            Leading During Change

https://leader.creinsightjournal.com/prioritizing-in-a-crisis-cynthia-mills/
https://leader.creinsightjournal.com/effective-leadership-in-a-crisis-cynthia-mills/
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Crash Course:            Leading During Change
Lesson #3: What to DO when You are New

There are many cases where newly-promoted professionals found their 
leadership skills being put to the test a little earlier than expected. In 
some cases, leadership changes may have been made in the middle 
of the COVID-19 pandemic, adding a new layer of adjustment to the 
situation.  
 
A new leader should follow the same advice they would during a normal 
year: learn from others. This industry is built on mentorship and commu-
nication. New leaders should make sure that they are reaching out for 
advice as well as being a resource for their staff.  
 
Finding a footing during a time of intense change is difficult, but staying 
engaged with the organization is a way to stay connected and informed. 
A leader during any time should be focused on building relationships 
with their teams. New leaders should follow that same tactic and adjust 
it for the situation. Hold ZOOM office hours. Schedule phone check-
ins. Have a once a week all-hands meeting. New leaders should look 
for innovative ways to show their teams they are focused and have a 
distinct direction.  

Video
 What does a Newly Promoted Leader Need to Know 

with Bill Moebius
Senior Vice President with JLL

A leader is not good for their team if they aren’t taking care of themselves. 
This is one of the easiest areas to skip because leaders often feel like they 
need to be available and take full responsibility 100 percent of the time.  While 
ownership and accountability are important, so is sleep and rest.  
 
Burnout can negatively affect a leader’s ability to confidently guide their team. 
Remote work has left many professionals working longer hours, feeling more 
isolated, and created elevated stress levels. A leader should not only do their 
best to mitigate those situations for their team but for themselves as well. 

Physical and mental health are essential to being productive and happy in a job. 
Leaders and managers should find routines that allow them to carve out time for 

Lesson #4: Take Care of Yourself

rest, physical activity, or meditation. Setting boundaries and limits should be encouraged among the whole team. Creating and maintain-
ing a culture of health shows a team that their leader cares about them beyond the job that they do. In a time where people are feeling 
isolated, this sense of care can go a long way. 
 
Leaders want to be the best version of themselves all the time. Getting adequate amounts of sleep and maintaining boundaries allow 
leaders the breathing space to re-center and re-focus. As situations evolve, leaders should take their time developing plans that allow 
for productive and balanced workloads.   

Video
Dealing with Stress and Signifigant Work Hours in a Crisis

 with Cynthia Mills
Founder of The Leader’s Haven

Leadership, COVID-19

http://www.creinsightjournal.com
https://leader.creinsightjournal.com/what-does-a-newly-promoted-leader-need-to-know-bill-moebius/
https://leader.creinsightjournal.com/dealing-with-stress-and-significant-work-hours-in-a-crisis-cynthia-mills/
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Madrid also said that paying attention to her 
employee’s patterns was essential when 
leading the transition to remote work. She 
said it was important to look at her team as 
individuals and provide tools that fit each one 
of their situations.
 
“You can tell very quickly when someone 
starts to hide or remove themselves. It’s not 
intentional, it’s just that people can fall into 
that pattern,” Madrid said. “It’s important to 
pull them out of that and make them feel like a 
part of the team.”
 
If new patterns begin to emerge, assuming 
the best out of that person will allow leaders 
and team members to approach the situation 
with more understanding and sensitivity.

 
Engage the Team
 
No matter the work situation, professionals’ 
calendars are different. Without team 
lunches, in-person meetings, or less on-
site work. some team members may be 
feeling isolated or frustrated with the lack 
of connectivity that used to fill their day.  
Leaders need to work to provide community 
and engagement to their teams.  
 
Madrid said that her team used meetings and 
care packages to simulate the community 
usually found in the office space. She said 
that it was important to make sure that 
everyone felt like they were still a part of a 
larger team.
 
“We had these wonderful town hall meetings 
every week and they were amazing,” Madrid 
said. “They gave great pieces of information 
about where we were headed as a company 
but also inspirational portions that helped 
morale.”
 
In a world fueled by technology and virtual 
meetings, it is important for a team to still 
find connection and unity. Reaching out 
and checking in with team members is 
a way to remind them that their interests 
are being looked out for. Showing off new 
crafts or sharing recipes can bring back the 
relationship-building aspect of a workplace.
 
“Part of what we need to find in this 
pandemic are those moments of humanity,” 
Mills said.
 
Work is different right now, and looking 
forward, it is going to continue to change. 
Taking care of a team and its members is 
about being adaptable and aligning the team’s 
wellbeing at the core of any strategy. This 
circumstance is not permanent, so find the 
balance of hope and reality and use this time 
to strengthen the team.

Especially in the case of a remote work 
scenario, it can be difficult to monitor 
progress, and it can be worrying to not 
know exactly what a team is doing. Mills 
said leaders must set expectations to bring 
organization to the remote work process.
 
“Make sure the people you are leading know 
what those expectations are so they can 
follow them. Don’t set them up to frustrate 
you,” Mills said.
 
Many professionals thrive in structure and 
in a world when predictability is difficult, 
setting up a structure is a form of care for 
colleagues and team members. Amanda 
Madrid, a associate director with Cushman & 
Wakefield, said her team created a schedule 
almost immediately.
 
“From the very beginning we established 
team meetings, and we also reached out 
individually to each person,” Madrid said.
 

Assume the Best
 
When a team goes from being in a 
physical space together every day to being 
fragmented at home or in the office, the issue 
of trust becomes paramount.  Leaders and 
team members may no longer know what 
their colleague’s schedules are and what they 
are working on. This can cause leaders to 
worry about productivity levels and for team 
members to consider overcompensating.
 
Balance is imperative. Assuming the best out 
of either a boss or a team leads to balance 
and innately forces a professional to think 
positively about the other person. Mills said 
that it’s important to remember that everyone 
is in the same boat and that it is important 
to pay attention to patterns to get a sense of 
someone’s work ethic.
 
“Unless you have had some sort of evidence 
of lack of productivity that has been a 
consistent issue, going virtual doesn’t create 
that. Don’t allow yourself to fall into not 
assuming the best from your team,” Mills 
said.
 

Whether a team is continuing remotely or 
they have begun to re-utilize office space, 
there are several challenges involved with 
making sure a team is staying productive and 
positive during a time of change. Uncertainty 
is often the cause of morale issues and a 
decrease in the quality of work. Both leaders 
and colleagues need to be conscious of their 
team members and be thinking of ways to 
keep them engaged and content with their 
work. 
 

Setting Expectations
 
Measuring productivity and maintaining 
consistency is all about managing and setting 
expectations. As the COVID-19 pandemic 
continues and the future remains uncertain, 
expectations are becoming increasingly 
important. Founder and CEO of The Leader’s 
Haven Cynthia Mills said that professionals 
are faced with a difficult challenge when it 
comes to expectations.
 
“We do have to balance hope with reality to 
make sure that from our present perspective 
we are positioned to thrive well and not 
positioned to be disappointed,” Mills said.
 

Looking 
Out
Colleague

 and

Team Care

Professionalism, Soft Skills/Interpersonal
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Steps
to a

Great
Budget

By Judi Sponsel
Vice President of Property Operations 
America’s Capital Partners

It is probably fair to say that 2020 didn’t go according to plan for you 
and your property or business. In fact, it could be said that is the 
understatement of the year.

One of those plans that was disrupted was probably your budget. 
Projects may have been deferred or eliminated. Tenants may have 
gone into bankruptcy, moved out, refused to pay rent, or are in rent 
deferral. How many bottles of sanitizer, rolls of wipes, and face 
masks did you buy? Did you fill your property with pandemic signage 
recommended by the CDC? How many one-time charges did you 
have that would not be relevant if we were not experiencing a pan-
demic?” ?
As you are working on your 2021 budget, take a look at your 2020 
reforecast if you have prepared one. Notice the changes due to 
the pandemic. Your janitorial costs may be much lower, your trash 
removal may have some savings due to lower occupancy in the 
building, and your utilities and management fees will have decreased. 
If you use your current year reforecast to start your next year budget, 
be mindful of these changes to your 2020 budget directly related to 
COVID-19 and its effect on occupancy.

If you have done this before, you have your favorite ways of compiling 
information. We all have various deadlines. We have different budget 
programs – MRI, Kardin, Yardi, Excel, and others. If you’ve recent-
ly moved to another company or property, you have a new set of 
challenges: different account numbers; a new budget program; and 
possibly a different property type -– (office, retail, industrial, medical, 
flex, suburban, urban, office parks, work-live-play developments) and 
more.

It all seems confusing and overwhelming. I have never heard a 
property manager shout with joy at the beginning of another budget 
season. It has a reputation of taking time away from our families and 
making us work long hours. It’s stressful. The COVID-19 pandemic 
has certainly not made our jobs any easier. During budget season, we 
know we will be putting in a few extra hours because we have dead-

lines. And we know those deadlines are not suggestions. Due to 
the various reviewers that are involved before the final budget, 
deadlines keep everyone on track and on time. So, no matter 
what it takes, we make it happen. We become superheroes of the 
property management world who hone our skills of multi-tasking 
and stamina.

Is it really that bad? It doesn’t have to be. With a little planning, 
the process will be less stressful; become more enjoyable (dare 
I say), and there is that feeling of accomplishment when it’s com-
pleted, approved and finalized. You have created the roadmap for 
another year. We can’t do our jobs effectively without the budget. 
So let’s make friends with it and the process of creating it.

Here are a few tips to help you through the process.

HELPFUL PRE-PLANNING 
TIPS BEFORE ACTUAL
BUDGET INPUT
OPERATING EXPENSES:

Start a “Budget” File for the next year:    TIt is helpful to start a file 
with known expenses for the next budget year as soon as the 
budget for the previous year is complete and approved.

You can start the file on January 1st, but it’s never too late to 
create one. During your building inspections, keep in mind not 
only repair and maintenance items that need immediate attention, 
but also make a list of items that can be done the following year. 
Make a note and drop it in your budget file either a hard copy 
or electronic. Did you have items you wanted to complete in the 
current budget year but were removed during budget review or 
deferred due to COVID-19? Put it back in the file for next year. In 
other words – this is your file for those special, out-of-the-ordinary 

Budgets, COVID-19, Savings
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projects. Get pricing as soon as reasonable, and keep them 
in this file. Going a step further, put the account number on 
the proposal or note. That way it will be a breeze to drop the 
number into the budget. 

Review your service contracts:  Begin reviewing your service con-
tracts well in advance of budget season. Check to see which 
need to be re-bid, and re-bid them as early as possible so you 
have the numbers in advance of the budget preparation. Check 
with providers that may automatically renew, but the increased 
amount is not clear in the contract. Ask for the charges in writ-
ing. Once the increase, if any, is known, prepare amendments 
to the contract as necessary. Create or update a spreadsheet 
for your budget file with the vendor contracts including contact 
information; contract termination dates; monthly, quarterly and 
annual amounts as specified in the contract; account number 
it is charged to; and the last time the contract was bid. You will 
be happy when you are facing a deadline that you have this 
spreadsheet. You have the amounts, the account numbers and 
the frequency of the payments all in one place.

Engineers:   Engineers must be empowered to contribute to the 
budget. It is customary the property manager or administra-
tive team enters the information into the budget program, but 
engineers play a vital role in the preparation. Ask their opinion 
about the equipment. Give them a copy of the detailed budget 
pages for repair and maintenance (R & M) accounts from the 
current budget and ask them to update it for the next year. They 
can prioritize replacements, repairs, and upgrades. They should 
solicit preliminary pricing for projects they feel are important 
for the budget year, and those that can be entered into the 5 
or 10-year plan. Engineers can create a spreadsheet with the 
project description, account number, priority and dollar amount, 
or simply update the individual general ledger page from the 
budget. Be efficient and keep it simple. Drop this spreadsheet 
into your “budget file” and update as projects become known 
throughout the year with the help of the engineering team. Now 
you have the special R & M projects with account numbers all 
in one place and ready to go when you start the budget.

Administrative Expenses:  As with R & M expenses, involve your 
administrative team if possible. Do you need to replace office 
equipment such as a copier or computers? If so – these items 
take a little while to competitively price. Start early. Do you need 
to adjust tenant event dollars if your occupancy increased? 
The 2020 budget year most likely eliminated all tenant events 
and gatherings. Get new pricing from your event vendors. Take 
inventory of office equipment and plan to replace aging comput-
ers, copiers, etc. Will employees attend additional training? 
Check the options from BOMA or other relevant programs.

Capital:   As you go through the year, review your five-year capi-
tal plan, update it and discuss items for next year’s budget with 
your asset manager and engineering team. List the cosmetic 
and mechanical priorities and begin to solicit pricing so it is 
ready when you begin budget input. Be sure to check Lender 
requirements, or items noted in a Property Condition Report 
and include those items in the year suggested. Drop this infor-
mation into the budget file.

Income:  Each time a lease is signed for a new tenant, an ex-
pansion, or renewal, drop the abstract into your budget file. At 
budget time, you won’t have to search for changes. Video: Operations Budgets on the Rise 

Recorded Webinar

During the Year Budget 
Checklist

Start a budget file for next year that includes:

 Review of Service Contracts

 Engineer Recommendations 
 and Data

 Administrative  Expenses

 Capital  Updates

 Additional Income

http://www.creinsightjournal.com
https://leader.creinsightjournal.com/1345-2/
https://leader.creinsightjournal.com/1345-2/
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the expenses as if the tenants have returned to their 
space. Kardin has a feature to automatically calculate the 
variance in these types of expenses based on income and 
occupancy. As the leasing team updates their projections, 
it saves time from manually inputting certain operating cost 
updates. This is a real time saver.
Capital Expenses:  Begin with the 5-year plan. Start by inputting 
the projects already earmarked for the budget year. Then, 
update with any additional projects you identified earlier 
in the year and have already priced. Input the information. 
Again, add in contingencies and CM fees as appropriate. 
Owners may request additional reports including market 
information, stacking plans, multi-year expense history, etc. 
That information should be readily available or included in 
your budget package as required.
Finally, run a comparison between the current year budget, 
current year reforecast and the 2021 budget. Note any 
significant variances and check your numbers again. 
Explanations may be required between large variances 
from one year to the next. With COVID-19 during 2020, 
the variances from reforecast 2020 income and expenses 
and 2021 projected income and expenses in occupancy-
driven and income categories will be significant. Check 
all the CAM estimates, base years, pro-rata shares, etc. If 
you are required to write a business plan for the upcoming 
year, this is a good time to complete that.

Once you have thoroughly reviewed your budget and you 
are satisfied that the information is accurate, prepare a 
professional package for your review team and ownership. 
Ensure all items required are included. 

IN SUMMARY
Budgets don’t have to be stressful if you plan ahead. It is 
the best way to learn about a new property, or reconnect 
with a property you’ve managed for years. Take one 
section at a time and complete it. Your budget will come 
together perfectly.

BUDGET INPUT TIPS
So now you have the information in one place that you’ve 
been gathering for several months. It’s time to create your 
budget.

First thing, relax. You are well prepared to do this because 
you have the budget file.  

The main components of a budget are income, operating expenses 
non-operating expenses, debt service and capital expenses. Break it 
down, and the process does not seem as overwhelming.

Income:  Correct Rent Roll and Input Updated Leasing Projections:  
First, use your current rent roll and check that all tenant 
spaces listed in the budget match the rent roll. You may have 
had some tenants that terminated their leases early due to 
COVID-19. Update that information. Perhaps they sub-
leased their space. Identify the changes for those tenants. 
Leasing projections may be less than in previous years. 
Check square footage, lease commencement and expiration 
dates, current rent and rent increases, operating expense 
base years (or triple net, or modified), any operating expense 
cap amounts, etc. Does the tenant have a monthly storage 
charge, parking charge or other income that needs to be 
included? Make changes and modifications as necessary 
utilizing your budget file where you have all of the abstracts 
and information needed at your fingertips! Next, input the 
leasing projections from your leasing team or asset manager. 
Update leasing commissions, and tenant improvements 
according to the lease projections. Check your CAM pools 
and Controllable Expense Cap amounts if you use your 
budget program to calculate estimated operating expenses 
for the upcoming budget year.

Operating Expenses:   Start with the budget file. You have been 
keeping track of your contract amounts and your special 
project costs for months. Now is the pay off. You can enter 
accurate numbers without much anxiety this year. Sit down 
with your engineer and discuss any budget changes from 
the mechanical projects that were recommended and 
priced earlier. (Hint: I always add a contingency to the larger 
projects, and I include any Construction Management fees 
if allowed by the management agreement for large R & M 
projects). Compare your operating budget expense portion 
with the previous year to double-check that all necessary 
monthly expenses have been included that may not be 
a specific contract, especially administrative and non-
recoverable. If your budget program has a feature to adjust 
certain costs automatically based on connected parameters 
and occupancy fluctuations, such as janitorial costs, utilities, 
paper supplies, trash removal, occupancy, income, and 
management fees, input those formulas now. Be mindful 
that during COVID-19, certain operating expenses for 2020 
were much less – janitorial, trash removal, paper products, 
utilities, etc., as an example. Use the 2020 budget rather 
than a 2020 reforecast to estimate these expenses for 2021. 
Check previous years’ averages to input the cost per square 
foot as if your leases spaces were fully occupied. While the 
expectation is that occupancy may not get back to “normal” 
until sometime next year, it would be better to assume 

About the Author
Judi Sponsel, RPA, HP currently serves as 
the Vice President of Property Operations 
for the America’s Capital Partners Office 
Building Portfolio. Her role consists of 
creating policies and procedures, training, 
hiring, or assigning teams for each 
property, assisting with due diligence for 
acquisitions and dispositions, preparing 
and hosting a Property Manager 
Conference each year and assuring 
policies are understood. She also assists 

with capital cost approvals, capital cost tracking, construction 
management, monthly financial reports, CAM reconciliations, and 
budgets among other duties.
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Budgets, COVID-19, Savings

Considerations for Considerations for 
Budgeting 2021Budgeting 2021

“The focus will shift from amenities 
and enhancements to health and 
safety.”
Amy Mesteller, Property Manager 
The RMR Group

“What will it cost to make our tenants feel safe when 
returning to the office? What staffing will be needed to 
serve our tenants needs?”
Tammy Ruppel, Director of Property Management
Portman Holdings

With all the uncertainty surrounding budgeting for 2021, we collected insights from real estate industry leaders 
that can help inform the considerations for other property professionals going into 2021. 

What are your major considerations when budgeting for 2021?
“While I believe the pandemic will come to an 
end, I am still challenged with whether or not 
to continue incorporating many new sanitization 
practices and products going forward.”
Leigh Ann Gantt, Senior Property Manager
OA Management

“Trying to provide class A services with
increased protection from COVID-19 
without drastically increasing operating 
expenses.”
Terri Barret- Viteri, Senior Property Manager
Anchor Health Properties

“That we haven’t seen the full extent of 
the effects of COVID-19 on company 
closures/rent collection.”
Traci Porto, Senior Property Manager
The Simpson Organization 

“Our company is exploring feasibility and cost of UV 
lighting for HVAC; air purification fans for elevator 
cabs; AHU pan coatings; higher MERV count filters, 
etc. All options are being considered in order to keep 
our buildings clean and safe for our tenants.”
Sandy Hilton-Jacob, Senior Proeprty Manager
The Simpson Organization

“Reducing or controlling operating expenses 
during the pandemic.”
Diane Dameron, Senior Property Manager
Regent Partners

“Utility budgets will need to be based on 
kWh and water use consumption years 
prior to 2020.”
Chris Lelle, Portfolio Chief Engineer
Lincoln Property Company
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What questions are you asking about next year when it comes to budgeting?

“What will be the effective ways to limit/control 
virus spread and exposure and their associated 
costs?”
Terri Barret- Viteri, Senior Property Manager
Anchor Health Properties

What is your biggest unknown?

“Will shuttles, cafes and fitness centers 
be operating in 2021?  Will there be 
enough people in the building to justify 
cost of their reopening?”
Traci Porto, Senior Property Manager 
The Simpson Organization 

“Whether tenants that are coming up for renewal will 
renew. If they do renew, how will COVID-19 play into 
the renewal?”
Diane Dameron, Senior Property Manager
Regent Partners

“I am currently questioning whether or not 
we need to look into adding more touch-free 
technology. “
Leigh Ann Gantt, Senior Property Manager
OA Management

“We are asking our team to consider the effects 
of reduced occupancy for existing tenants on all 
controllable and non-controllable expenses.  
We are striving to deliver the best service with the 
least financial impact to tenants and ownership.”
Sandy Hilton-Jacob, Senior Proeprty Manager
The Simpson Organization

“Can we maintain contract prices without 
increases? Are we refocusing capital items on 
COVID-19 related signage, touchless up-
grades, air purification?”
Trraci Porto, Senior Property Manager
The Simpson Organization 

“The impact of the virus on leasing
 is our biggest unknown.“
Sandy Hilton-Jacob, Senior Proeprty Manager
The Simpson Organization

“How long will we be affected by the pandemic?  
Is this our new normal?”
Terri Barret- Viteri, Senior Property Manager
Anchor Health Properties

“One of my biggest unknown factors is trying 
to predict whether or not leases that expire in 
2021 will be extended. With so many tenants 
continuing to work remotely, it is hard to deter-
mine if they may choose to continue down that 
path or return to properties.”
Leigh Ann Gantt, Senior Property Manager
OA Management

 “How COVID-19 will affect commercial real estate?”
Diane Dameron, Senior Property Manager
Regent Partners

“We are partnering with our vendors to help 
us survey the buildings and count fixtures that 
need to be upgraded. We are also looking at 
costs to put in ADA touchless actuators on all 
restroom doors.”
Amy Mesteller, Property Manager
The RMR Group

“My biggest unknown is what impact COVID-19 will have on 
the commercial real estate industry and its leasing efforts. 
Budgeting rental income and tenant improvements will most 
likely look very different in 2021.”
Amy Mesteller, Property Manager
The RMR Group

“How do we, at this point, even guess at what next 
year’s leasing assumptions should be? 
Will the new normal require more or less office 
space? ”
Tammy Ruppel, Director of Property Management
Portman Holdings

“Will we have enough tenants paying rent to cover 
the property expenses?”
Tammy Ruppel, Director of Property Management
Portman Holdings

“The biggest question is what do we 
expect from leasing?”
Chris Lelle, Portfolio Chief Engineer
Lincoln Property Company

“What impact will leasing have on the 
operating budgets?”
Chris Lelle, Portfolio Chief Engineer
Lincoln Property Company

http://www.creinsightjournal.com
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Build a Strong Foundation
Resources Available from the BOMA Georgia Foundation

Salary and Benefits Survery Bundle of Both

Whitepapers Staffing Ratio STudy

Find the resources you need for benchmarking your organization 
all in one place.The research includes extensive salary and 
benefits data for various property management and building 
engineering positions. Position titles have been standardized 
and include descriptions, which enable Georgia real estate 
companies to benchmark their salary and benefits. Budgeting for 
personelle in 2021 is more difficult this year than ever, but a tool 
like this can provide a much-needed set of data. Reasearch is 
powerful, consistent tool, especially in uncertain times

Stay competative with as much research as possible. In 
this bundle, professionals recieve both the 2018-19 Metro-
Atlanta Property Management and Building Engineering 
Salary and Benefits Survey and the 2016 Metro-Atlanta 
Staffing Ratio Study. Use these guides to address the roles 
and workloads of personnel serving commercial office 
buildings in metro-Atlanta. This extensive publication will 
provide professionals with the tools they need to staff and 
manage their organizations. 

The BOMA Georgia Foundation has produced six whitepapers 
available for free download. During the COVID-19 pandemic, 
the BOMA Georgia Foundation produced three white papers 
focused on operational savings and providing up-to-date 
information for property professionals.
 Beyond COVID-19, the BOMA Georgia Foundation is 
commited to providing research and resources about the future 
of comemrcial real estate. With white papers on beekeepoing 
and the future workplace, the BOMA Foundation wants to use 
research to drive innovation in the industry. All whitepapers are 
free to download. 

It is important to investigate the roles and job titles in yoiur 
industry. This study addresses the roles and workloads of 
personnel serving the commercial office buildings in metro-
Atlanta. The study produces an average full-time equivalent 
staff for various property management, building engineers, 
leasing, and accounting positions, and provides a formula 
to real estate professionals understand how the property 
they own and manage compare to the industry average. 
The results are from 26 building ownership/management 
organizations and represent 110 metro-Atlanta buildings, 
comprising approximately 27 million square feet.

Budgets, Education and Training

https://www.bomageorgiafoundation.org/research-products/18-19atlantasalary
https://www.bomageorgiafoundation.org/research-products/16-staffing-ratio
https://www.bomageorgiafoundation.org/whitepapers
https://www.bomageorgiafoundation.org/research-products/18-16-bundle-staff-salary
https://www.bomageorgiafoundation.org/research-products/18-19atlantasalary
https://www.bomageorgiafoundation.org/research-products/18-16-bundle-staff-salary
https://www.bomageorgiafoundation.org/whitepapers
https://www.bomageorgiafoundation.org/research-products/16-staffing-ratio
https://om.creinsightjournal.com/e-newsletter/
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SERVING WITH

INTEGRITY

Plumbing Expertise for 
the Atlanta Metro
HM Plumbing is the Atlanta Metro’s 
premier plumbing contractor, providing 
service & repair for residential, multi-family, 
commercial, and industrial properties. In 
addition to general plumbing service & 
repair, we offer the following services:

• Water repiping

• Leaky pipe troubleshooting

• Drain cleaning

• System replacements

• General maintenance and repair

•  24-hour emergency service  
(Call 770-792-1200)

We Serve With Integrity! Our dedicated, 
experienced staff offers quick response, 
professionalism, and performance that 
exceeds your expectations. If you’re looking 
for plumbing in the Metro Atlanta area,  
give us a call!

HM Plumbing
770.792.1200
www.hmplumbing.com

1635 Old Highway 41, NW
Suite 112– 372
Kennesaw, GA 30152

http://www.creinsightjournal.com
http://www.hillmechanical.net

