Official Request

COMMERCIAL INCOME &
EXPENSE SURVEY

CITY OF ALEXANDRIA
OFFICE OF REAL ESTATE ASSESSMENTS
703.746.4646

Tax Assessment Map # Abstract Code Account # . ) . ) . .
This form is accessible via the Office’s website
: at www.alexandriava.gov/realestate
Owner Name: If you wish, you may download the form and
Mail Addrl: enter the data via the fillable PDF and submit
Mail Addr2: electronically.
Mail City: RETURN TO:
State: Zip: CITY OF ALEXANDRIA
OFFICE OF REAL ESTATE ASSESSMENTS P. O.
BOX 178
ALEXANDRIA, VIRGINIA 22313-1501
Dear Property Owner:

The Office of Real Estate Assessments is in the process of collecting and analyzing information for the
annual reassessment of real estate located in the City of Alexandria. This is an official request pursuant to
Section 58.1-3294 of the Code of Virginia that requires you to furnish this office with income and expense data
for any income-producing properties for calendar year 2014. This request is also in compliance with Section
3-2-186 of the Alexandria City Code. All information submitted will be kept strictly confidential under the
stipulations of Section 58.1-3 of the Code of Virginia.

This survey form is to be completed by the property owner or a duly authorized agent, showing the gross
income (at 100% occupancy), vacancies and expenses for the above referenced property. The information
should encompass the 2014 calendar year.

Income information related to calendar year 2014 that you may have previously submitted to the Office of Real
Estate Assessments or to the Board of Equalization as part of a review or an appeal, must be resubmitted at this
time to satisfy this request. In addition to the information requested as part of this survey, we request that you
submit any other income or expense information that you believe to be relevant to the assessment of your
property. The income information requested by the Department of Finance in regard to business licenses is not
associated with this request.

If the property is 100% owner occupied, and therefore not income producing, please state this in writing on the front
of the form and return it to our office.

The enclosed self-addressed envelope is provided for your convenience. The income information must be
returned to our office no later than May 1, 2015 or postmarked by the U.S. Postal Service no later than May

1, 2015. We would like to remind you that any Request for Review of Assessment filed with this office, or
any Appeal of Assessment filed with the Board of Equalization, which is based upon the income or expenses
attributable to your property will not be considered unless this information has been filed on time.

If you have any questions regarding this matter, or wish to discuss this request form with a member of our
appraisal staff, please call between 8 a.m. and 5 p.m., Monday through Friday. Your cooperation and
timely response to this legal requirement will be greatly appreciated.

Sincerely,

The Office of Real Estate Assessments

Enclosure
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The Income and Expense information must be placed on this form. No alternative forms may be used. A detailed set of instructions is part
of this survey. These instructions are provided to assist you in completing the form. If you should have any questions or needassistance
please call our office at 703.746.4646.

CERTIFICATION
State law requires certification by the owners or officially authorized representative.
(Please type or print all information except signatures.)

Name of Building
Property Address
Owner(s) name(s)

All information including the accompanying schedules and statements have been examined by me and to the best of my

knowledge and belief are true, correct, and complete. Contact Person:
Management firm Phone
Address

Date Signature Title

A. ANNUAL INCOME (Calendar Year 2014)

01  Rental Potential Income — Office Space .. .
02 Rental Potential Income — Stores, Shops, Banks Restaurants etc ............................
03 Rental Potential Income — Basement or Storage Space ............ccocvveiiiiiiiiiiiiec e
04 Rental Potential INcOme — Parking ..........oviiiiiiiii e
05 Vacancy and ColleCtion LOSS ........oouinininiiii e

06 Effective Gross Income (Sum Lines 1-4, then subtract Line 5).........c.ccccovvccveernnnnes $0
07 Real Property Tax escalation or reimbursement ..o
08 Reimbursements for Operating EXpenses ..........ocuiiiiiiiiiii e
09 Reimbursements for Tenant Improvements ........ ...
10  Income from sale of Utilities or Services totenants ...,
11 Miscellaneous Income —Specify _ e

12 TOTAL INCOME (Sum of Lines 6-11)......ccuiuiiiiiiiiiiiiiiiiiirec s s e e s emeeesssnnessssne e $0
B. ANNUAL EXPENSES (Calendar Year 2014)
Utilities Services
13  Electricity (excluding HVAC) .................. 36  Janitorial contract or janitorial payroll
14  HVAC (Fuel Type: ) eenen (includes payroll taxes and benefits) ............
15  Combination Electricity for Power & HVAC 37 Landscape contract or landscape payroll

(Do not fill in if lines 13 & 14 were used) .......... (includes payroll taxes and benefits) ............
16 Water/Sewer ... 38 Trashremoval ..........c.ooooiiiiiiiinn.
17 TOTAL e e e e $0

39  Security contract or security payroll

Maintenance & Repair (excluding capital expenditures) (includes payroll taxes or benefits) ................
18 Maintenance and Repair Payroll 40 Window washing ..........coooeiiiiiiiiiennns

(includes payroll taxes and benefits) ............. 41 Snowremoval ..........ccoeiiiiiiiiiieeen,
19 SUPPlIES wnvniiiii 42  Miscellaneous (specify) ..........coceevenennns
20 HVACTEpairs .....cocvvuevieiiieiieieeeenn 43 TOTAL oo $0
21 Electric/plumbing repairs .............c...e....
22 Elevator repairs & maintenance contract .. Insurance and Taxes
23 Exteriorrepairs .........cocoiiiiiiiiii 44  Insurance (1yearonly) ........ccooovieneene.
24 ROOfrepairs .......ccooeeeviiiiiiiiiiiiien, 45  Personal Property Taxes ..........cc.ccce....
25 Parking lot and paving repairs ................ 46 RealEstate Taxes .........ccocvvvivviiiiinnnnns
26  Tenant Improvements (specify) ............... 47 TOTAL .o $0
27  Public area improvements .....................
28  Other repairs (SPecify) .....ovvvvveerieniennnnen. Other Expenses
29  TOTAL oo $0 48 Payments for Ground Rent ..................

49 Replacementreserves ........................

Administrative 50 Other (identify) .....ccoevviiiiiiiiiiiiies
30  Administrative payroll 51 TOTAL ..o $0

(includes payroll taxes and benefits) ............
31 Advertising ......cooooiiiii 52 TOTAL EXPENSES
32 Managementfee ............cooeviiiiiininnl. (Sum of Lines 17,29,35,43,47, & 51)............ $0
33 Leasing fees (Specify) .......cccvveveneniennnn. 53 NET OPERATING INCOME
34  Other administrative costs (specify) ......... (Total Income less Total Expenses;
35 TOTAL it ee s $0 Line 12 minus LiN€ 52) .....ccvvvneeeeeeeeeannn. $0
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Capital Expenditures

Have there been Capital Improvements or Capital Renovations to the property during this reporting period? |:| Yes |:| No
If yes, please provide total cost here and attach a detailed list on a separate page.

Reflect only those capital costs that were expensed in calendar year 2014.

Total Capital Costs

C. COST INFORMATION (applicable if property was built within last five years)

Estimated total development costs (includes all direct or "hard" costs plus all indirect or "soft" costs, including marketing costs, leasing

commissions, etc. to achieve initial stabilized OCCUPANCY) ........ooiiiiiiiiii e e $
PUrChase PriCe OFf [ANM ..........ooiiiiiiiie et e e e e e e e e e et e ee e e e s e baaeeeeseasnseeeeeeesaasse sanraeeeeeannreeeas $
TOTAL COSTS ...ttt ettt $ $0

NOTE: A detailed construction cost breakout report may be substituted in lieu of the above information.

D. SALES INFORMATION
Date Acquired Price
Date Sold Price

E. MISCELLANEOUS INFORMATION & CONCESSIONS

Is there a premium for: Elevation? Yes No View? Yes No Front & back? Yes No
Annual increases: Flat: %lyear or % of CPI

Free rent Yes No Months free rent:

Moving allowance Yes No How much?

Cash allowance Yes No How much?

Parking charge Yes No How much?

Fix-up allowance Yes No How much?

F. VACANCY INFORMATION
Space vacant January 1, 2015 sq. ft. rentable

Space vacant January 1, 2014 sq. ft. rentable

Estimated income loss from vacancies in 2014 not compensated by lease: $

Actual loss of income in 2014 from bad accounts: $

Current market rent per sq. ft. for vacant space: $

G. TENANT INFORMATION
Please complete the enclosed Tenant Information Form (K) and/or submit a copy of the most up-to-date rent roll.
Responsibility for normal operating expenses: Owner | Tenant
Responsibility for insurance & real estate taxes: . Owner Tenant

Other provisions or modifications

Submit a copy of lease summary for all recently signed or executed leases (within the last two years) or a copy of the lease document

if a summary is not available.

OWNER-OCCUPIED SPACE

If the owner or management occupies space on a rent-free basis, please identify the amount of space assigned and use:

Above grade retail space: (sq. ft.)
Above grade office space: (sq. ft.)
Below grade space: (sq. ft.)
Total owner-occupied space: (sq. ft.)
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Has there been a professional appraisal on this real property in the last five years? Yes No
If yes, appraiser’s estimate of value $ Date of value
Please identify each level as Basement, Mezzanine or Numbered Floor.
Gross Gross
Level Gross Sq. ft. Rentable Sq. ft. Level Gross Sq. ft. Rentable Sq. ft.
In lieu of the above, please include a copy of the most recent rent roll.
Garage Surface
Number $ / Mo. Number $ / Mo. Total Spaces
Parking
spaces 0
Loading
spaces 0
tach Fie  [SUSMIN
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Map-Blk-Lot

Property Address
K Commercial Tenant Information Form (use additional copies if necessary)
Rent Additional Amounts Adjustments
Expense Reimbursements and Pass Throughs
1 2. 3. 4. 5. 6. 7. 8. 9. 10. 11. 12, 13. 14.
Tenant Name Sq. Ft. Lease Original Current Rent Parking Expense Amount Common R. E. Taxes Mo. Total Landlord Paid
and Leased Dates Annual base Annual Escalations (if any) Stop Paid in Area (if separate) Free Leasing Build Out
Unit Number Mo/Yr-Mo/Yr Rent Amount Rent Amount Fixed or CPI Excess of Maintenance Rent Commission Costs
Expense Stop
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Map-Blk-Lot

Property Address
K Commercial Tenant Information Form (use additional copies if necessary)
Rent Additional Amounts Adjustments
Expense Reimbursements and Pass Throughs
1. 2. 3. 4. 5. 6. 7. 8. 9. 10. 11. 12. 13. 14.
Tenant Name Sq. Ft. Lease Original Current Rent Parking Expense Amount Common R. E. Taxes Mo. Total Landlord Paid
and Leased Dates Annual base Annual Escalations (ifany) Stop Paid in Area (if separate) Free Leasing Build Out
Unit Number Mo/Yr-Mo/Yr Rent Amount Rent Amount Fixed or CPI Excess of Maintenance Rent Commission Costs
Expense Stop
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INSTRUCTIONS FOR COMPLETING
THE COMMERCIAL INCOME AND
EXPENSE SURVEY FORM

The following instructions are provided to aid you filling out this survey form. If you have any
questions, please call this office at 703.746.4646.

Certification

Certification of this information by the owner or officially authorized representative is required by
state law (Code Virginia 58.1-3294). Please print or type the name and title of the person
certifying the information, and the name and phone number of the person to contact with
questions about this information.

A. Annual Income

1. Rental Potential Income - Office Space - Enter the total potential income that the office
space will generate, if 100% occupied.

2. Rental Potential Income - Stores, Shops, Banks, Restaurants, etc. - Enter the total
potential income that all retail space will generate, if 100% occupied.

3. Rental Potential Income - Basement or Storage Space - Enter the total potential income
that the basement or storage space will generate, if 100% occupied.

4. Rental Potential Income - Parking - Enter the total potential income that the garage
and/or surface parking areas will generate.

5. Vacancy and Collection Loss - Actual income loss from all vacancies during the calendar
year that is not compensated by existing leases, plus all actual income loss during the
calendar year from collection and bad debts.

6. Effective Gross Income — Add lines 1-4, then subtract line 5

7. Real Property Tax escalation or reimbursement - Income to the property from the
tenant’s prorata share of real estate taxes (pass-throughs), usually above a base amount
or tax stop as specified in the terms of the lease.

8. Reimbursements for Operating Expenses - Income to the property from the tenant’s
prorata share of the operating expenses (pass-throughs), usually a base year amount or
expense stop as specified in the terms of the lease.

9. Reimbursements for Tenant Improvements - Income to the property from the tenant’s prorata
share of tenant improvements cost.

10. Income from Sale of Utilities or Services to Tenants - Income in addition to the actual
rental income or operating reimbursements.
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11. Miscellaneous Income - Any additional income received and not covered in another category.
Specify the type or source of income.

B. Annual Expenses - Calendar Year Only, Do Not Amortize

UTILITIES

13. Electricity (excluding HVAC) - Electricity expense if the building’s power source for heating is
a fuel other than electricity.

14. HVAC Fuel Expense - Indicate the expense and specify the primary fuel used to heat and
cool the building. Do not include any electricity expenses included in line 11 above.

15. Combination Electricity for Power and HVAC - Total electric charges if a building uses

electricity for all heating, cooling and power requirements. (Do not use line 15 if lines 13 and
14 were used.)

MAINTENANCE & REPAIR

18. Maintenance & Repair Payroll - Payroll expenses for maintenance staff, including payroll
taxes and employee benefits.

19. Supplies - Expenses for maintenance supplies.

20. HVAC Repairs - Maintenance and repair expense for heating, ventilation and air-conditioning.
Do not include capital items and related maintenance and/or repairs.

24. Roof Repairs - Include repairs and routine maintenance expenses. Do not include the cost
to replace the entire roof. Roof replacement is a capital expense and should be reported in the
Capital Improvement, Renovations section below (line 46).

25. Parking Lot and Paving Repairs - Include the calendar year expenses for minor amounts
of parking lot and paving repairs. Do not include any major repaving or other capital
improvements.

26. Tenant Improvements - Include all calendar year expenses for minor amounts of standard
tenant improvements (carpet, paint and other minor changes), do not amortize any of the
expenses reported. Please provide a detailed explanation of all expenses reported as tenant
improvement items, including the name of the tenant, the amount of space improved, the total
cost for the tenant improvements, the terms of the lease and all other pertinent information. If
necessary attach a separate sheet. All major tenant improvements and renovations to the
building should be reported in the section for Capital Inprovements, Renovations
below (line 46).

27. Public Area Improvements - Repairs and maintenance to common area in the building. Do not
include any major renovations or other capital items.

28. Other Repairs - Specify all maintenance and repair expenses not covered in the
categories above. Do not include major capital improvements.
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ADMINISTRATIVE

32. Management Fee - Amount paid to a management company or self for operating the building.
Do not include management expenses if the same administrative costs are shown elsewhere.

33. Leasing Fees - Include all leasing fees paid during the calendar year; do not amortize. Please
provide a detailed explanation of all expenses reported as leasing fees, including the name of
the tenant, total space leased, total leasing fees involved and the terms of the lease. If
necessary attach a separate sheet.

34. Other Administrative Costs (Specify) - Include all administrative costs not reported above.
Please detail each line item and attach a separate sheet if necessary.

SERVICES

42. Miscellaneous - Include and specify all miscellaneous service items.

INSURANCE AND TAXES

44. Insurance - Include all calendar year expenses for insurance. Some insurance policies are
multi- year contracts. Please report the cost for one year only.

45. Personal Property Taxes - Include all other taxes and fees except real estate taxes.

46. Real Estate Taxes - Amount paid in real estate taxes for the calendar year. This should reflect
any adjustments made to the assessment.

CAPITAL EXPENDITURES

Capital Improvements, Renovations - Capital expenditures are investments in remodeling or
replacements which materially add to the value of the property, or appreciably prolong its
economic life. Generally, expenditures on materials or equipment with a life of more than
one year should be considered capital and included here. If this section applies to your
property, please answer yes and list on an attached sheet the items considered to be
capital improvements. Enter the total amount of the capital cost expensed for the
calendar year only.
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G. TENANT INFORMATION

Form H - Use additional copies if necessary. In lieu of filling out Form K, you may submit a copy of
the most up-to-date rent roll.

1. Tenant Name - Please indicate the name or tenant identification and unit number for each lease
space. Also indicate any vacant spaces with appropriate sizes in the next column.

2. Square Feet Leased - The square feet of space specified in the lease.
3. Lease Dates - The effective beginning and ending dates for the leases of the current tenants.

4. Original Annual Base Rent Amount - The original base (face) rent for the first year of the
current lease in total dollars. This does not include escalations or reimbursement for any
expenses, nor does it include adjustments for free rent or concessions.

5. Current Annual Rent Amount - The current amount of rent now being paid for current year. This
amount includes CPI or percentage escalations, but does not include reimbursements for utilities,
common area expenses, or taxes.

6. Rent Escalations (Fixed of CPI) - Show the percentage increase or percentage of CPI
(Consumer Price Index) from the escalation clause in the lease. The additional income generated
by the escalation clause in the lease for this period should be included in current rent.

7. Parking - Indicate any additional amount paid by the tenant for parking.

8. Expense Stop - Indicate any expense stop. This is the amount of expenses, usually expressed in
dollars per square foot, that the landlord has agreed to include in the basic rent. If there is no
expense stop and the tenant pays common area maintenance and/or real estate taxes separately,
write “none” and show the amounts in the appropriate columns.

9. Amount Paid in Excess of Expense Stop - The total dollar amount paid by the tenant for
expenses in excess of the agreed upon expense stop.

10. Common Area Maintenance - The annual expense paid by tenant to maintain common areas that
are not designed for lease, e.g., parking, sidewalks, landscaped areas, hallways, public restrooms,
etc. If common area maintenance is paid separately or not included in the expense stop, show that
total dollar amount.

11. Real Estate Taxes - If real estate taxes are reimbursed by the tenant, show the annual amount.

12. Months Free Rent - If there was a period of free rent agreed upon in the lease, show the number of
months here. If there was a flat dollar amount, indicate that amount on separate sheet. Indicate the
total amount for the lease term.

13. Total Leasing Commission - If a fee was paid to a leasing company for obtaining a tenant, indicate
the amount paid for the entire term of the lease.

14. Landlord Paid Build Out Costs - If there has been substantial build out costs associated with this
lease paid by the landlord, and those costs are not being reimbursed separately by the tenant,
indicate the amount.

F-REA-038B (2/13)
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