Welcome to our Operations Manual Suite! We are delighted to introduce this comprehensive guide
designed to provide our team with the necessary tools and knowledge to excel as property managers
and value creators.

The Operations Manual Suite includes hundreds of standard practices that have been customized
to meet our unique needs:

e Corporate Standard Practices
Portfolio- and Property-Level Standard Practices
o Including property-type-specific (office, industrial, retail, and multifamily) Standard
Practices
Emergency Manual
Safety Manual
Tenant/Resident Manual

As a property management team, we play a vital role in overseeing and maintaining our properties,
ensuring they operate at peak performance while delivering exceptional value to our stakeholders,
including investors and tenants. This Operations Manual Suite has been carefully crafted to serve as
areference and guide, outlining standardized procedures and best practices that will streamline our
operations, enhance efficiency, and uphold the highest standards of service.

Within these manuals, you will find detailed instructions and guidelines on various aspects of
property management, covering everything from property inspections and maintenance to tenant
relations, financial management, and risk mitigation. By adhering to these established practices, we
can consistently deliver exceptional results, exceed expectations, and foster long-term relationships
with our stakeholders, including investors and tenants.

These manuals are designed to be dynamic and adaptable to the evolving needs of our properties
and industry. They will be updated periodically to incorporate new industry trends, technological
advancements, and regulatory changes. Therefore, we encourage you to engage with these manuals,
provide feedback, and suggest improvements to ensure their continued relevance and effectiveness.

Our collective commitment to adhering to these Standard Practices will not only strengthen our
organization but also elevate our individual professional development. By mastering these
processes, you will acquire a valuable skill set thatwill contribute to your personal growth and career
advancement within our organization.

We believe that these Operations Manuals will serve as invaluable resources, empowering each
member of our team to deliver exceptional property management services. By following these
standardized procedures, we can achieve operational excellence, drive efficiency, and provide
unparalleled service to our clients and tenants.

Thank you for your dedication, professionalism, and commitment to upholding the highest standards
in property management.
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