Property File Organization Checklist
REI Grid
Standard folder for every property you own
Template for reference and customization only. Not legal, tax, or financial advice. Laws and requirements vary by state and locality — consult a licensed professional and verify your jurisdiction’s rules before use.
	Property address: ______________________
	


Keep on file
☐  Closing statement / settlement (HUD/CD)
☐  Deed & title policy
☐  Survey
☐  Loan documents / note
☐  Insurance policy & declarations
☐  Property tax records
☐  Leases & addenda
☐  Tenant applications & screening
☐  Move-in/out condition forms
☐  Warranties & manuals
☐  Permits & inspection reports
☐  Rehab scope, invoices & lien waivers
☐  Before/after photos
☐  Receipts & expense records
☐  Utility account info
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