
 2016 - 2017    
Annual Income and 
Expense Report 
  
 Name Parcel ID/PIN                                         
 Addr1 Parcel Location 
 Addr2 
 City, State   Zip 
 

Delaware County, in conjunction with Tyler Technologies, is currently undergoing a county-wide reassessment of all real property resulting in new 

residential and commercial property values for the 2021 assessment roll.  You are in receipt of this letter because the property listed above has 

been identified by the county as having either commercial, apartment, or industrial use.  For reassessment projects like Delaware County, 

commercial properties are valued by the “cost approach” and the “income approach”.  This mailer concerns the gathering of information for the 

“income approach” to value.  

 

To properly apply the income approach to value, we require current and relevant income and expense data from owners of commercial, industrial, 
and apartment properties in the county. This information will be used to develop local economic models that calculate the estimated market value 
for various types of commercial properties. Submitted information will be held in the strictest of confidence and at no time will it be available to any 
other party or subject to freedom of information laws or regulation.  Property owners/managers are encouraged to complete the forms provided to 
the best of their knowledge, as accurate and complete information is critical to determining fair and equitable values that reflect current local market 
conditions and will preclude the use of available published rental and expense information from nearby major commercial markets, such as 
Philadelphia. 
 

All information provided will remain strictly confidential. While there is no penalty for failure to provide this information at this time, 
submissions will ensure that the new assessments reflect the actual economic climate in the County, and how it specifically relates to each property.   

• Owner-occupied property - Check  Yes, this property is FULLY owner occupied.  You do not have to fill out this form, simply return it 

with the box checked “Yes”.   

• Non owner-occupied properties - Real estate occupied by a business and is owned by a principal of the business are not owner-occupied 

properties, and are asked to complete this form in its entirety for 2016 and 2017. If a property is partially rented and partially owner 

occupied, you are also asked to complete this form in its entirety.  Please be careful to identify which portions of the building are rented 

and which ones are owner occupied. 

• Owners of multiple properties - Please fill out a separate information survey for each property owned in Delaware County. Additional forms 

can be obtained by calling the number at the bottom of this cover letter.  

 
GENERAL INSTRUCTIONS 

Please be sure to provide information for the 2016 and 2017 calendar years.  

• Correct any ownership or property information shown that is incorrect 

• Complete Rental Information (non-apartment spaces) for 2016 and 2017 - A computer printout is acceptable provided all required information is given. 

• Complete Apartment Rental Information for 2016 and 2017 - A computer printout is acceptable provided all the required information is given. 

• Complete Expense Information for 2016 and 2017 

• If we have any questions, please write in a daytime phone number where we can reach you:__________________________________________________ 

 

• Complete the following Verification of Purchase Price if the property was sold after January 1, 2017. 

 

Purchase Price:  ____________________________________________________  Date:  ___________________________________________  

 

Was the property publicly listed?  ____YES    ____NO.  If No, Explain____________________________________________________________________ 

 

Did you materially change the property after the date of sale? ___YES     ___NO.  If Yes, Explain:______________________________________________ 

  

RETURN THIS INCOME AND EXPENSE REPORT ON OR BEFORE MARCH 1ST, 2019. 

Please return to: Tyler Technologies, Government Center, 201 W Front St, Media, PA 19063. If you have any questions, please call 610-891-5695. 

https://www.google.com/imgres?imgurl=http://www.monroecountypa.gov/SiteCollectionImages/MCSEAL.jpg&imgrefurl=http://www.monroecountypa.gov/Dept/Assessment&docid=D58i6M9E2vQ5xM&tbnid=3peGjpsOqy9pOM:&vet=10ahUKEwiSpvKGlZDTAhUN0IMKHW5KDOAQMwhqKEQwRA..i&w=150&h=151&bih=783&biw=1440&q=Monroe County PA&ved=0ahUKEwiSpvKGlZDTAhUN0IMKHW5KDOAQMwhqKEQwRA&iact=mrc&uact=8


Income and Expense Glossary Terms 
 

Annual Rent: This is the annual gross rent received for the calendar year during the period from January 1st through December 31st. 
 
Common Area Maintenance: income received from charges to tenant for common area maintenance or other income received from the common 

area property.  

 
Escalation Clause: This is the amount in dollars of adjustment to base rent either preset or tied to the inflation index. For tenants subject to escalation 
clauses related to taxes or operating expenses, indicate the terms. Use the comments section for elaboration. 
 
Free Rent : This is a rent concession in the form of free rent usually for a time period and determined at the beginning of the lease. 
 
Gross: A gross lease is when the lessor or landlord is responsible for all property operating expenses such as real estate taxes, maintenance, utilities, 
etc. 
 
Interior Finish: indicate whether tenant or owner provided interior finish and at what cost. 

 
Lease: This is a contract between a property owner (lessor/landlord) and the tenant (lessee). The lease sets forth the length of time the contract is to 
run, the amount to be paid by the lessee for the right to use the property, and other rights and obligations of the parties. 
 
Leased area (Sq. Ft.): This is usually the floor area that is occupied by the tenant. It is usually recorded on the lease in square footage. 
 
Monthly Rent: Indicates the monthly rent for leased areas as of January 1st of the reported year. 
 
Net: This references a net lease, where the lessee assumes payment of some of the property operating expenses, such as taxes, insurance, 
maintenance. 
 
NNN: This is an acronym for a triple net lease. Tenant pays all operating expenses related to the property. 
 
Overage: This is an additional fee or rental income added to the lease terms. This is usually based on a percent of sales or income. 
 
Parking: indicate the number of parking spaces and annual rent for each tenant, include spaces or areas leased or rented to a tenant as a 

concession. 

 
Percentage Rent: A lease that provides for rent based on a percentage of business income or retail sales level. 
 
Renewal Option: A lease provision that gives the tenant the right to extend a lease at the expiration of a primary term of previously executed renewal 
period. The amount of rent and other provisions may be set at the time of the original execution of the lease, or may be negotiable at the time of 
renewal. 
 
Reserve for Replacement: This is an allowance in the annual operating statement to provide for replacement of shorter life items. 
 
TAW: This is an acronym for “tenant at will”. The agreement is usually on a month-to-month term and can be terminated by either the tenant or 
landlord at will. 
 
Tenant Name: This is the name of the lessee who occupied the unit as of January 1st. For any space that is vacant, write “vacant”. Indicate any areas 
that are occupied by the owner of the building. 
 
Total Collection Loss: This indicates the total amount of revenues lost due to bad debt and collection losses for the calendar year. 
 
Total Concessions: This indicates the total amount of revenue foregone through rent concessions (free rent) for the calendar year. 
 
Total Other Income: This indicates the total amount of miscellaneous income not listed elsewhere derived from the property for the calendar year. 
 
Total Parking Income: This indicates the total amount of parking income collected from the property for the calendar year. 
 
Total Potential Gross Income: This indicates the total amount of income that the property would have generated during the calendar year if all units 
or area are at full occupancy. 
 
Total Rent Collected: This indicates the total amount of miscellaneous income derived from the property during the calendar year. 
 
Total Vacancies: This indicates the total amount of revenue loss due to vacancies in the calendar year. 
 
Use: Examples of uses include business activities such as retail, restaurant, office, warehouse, manufacturing, etc. 



Property Address:            

 _______________            

             

 

 

 

O P E R A T I N G    S T A T E M E N T 
GENERAL RETAIL, WAREHOUSING, INDUSTRIAL, OTHER 

PARCEL ID: _____________________ 
 
DBA: 

TOTAL GROSS BUILDING AREA   _____________ 
NUMBER OF FLOORS                    _____________ 

MULTI - TENANT ________ 
SINGLE TENANT ________ 

CURRENT OCCUPANCY     YEAR  _____                 
                      __________% 

FLOOR 
LEVELS 

TYPE USE OR 
OCCUPANCY 

TENANT NAME 
(VAC. IF VACANT) 

LEASE SIGNED 
DATE      TERM 

MONTHLY 
RENT ( in $) 

SPACE 
LEASED SF 

OWNER 
MARKET RENT (in $) 

____to___
_ 
____to___
_ 
____to___
_ 
____to___
_ 
____to___
_ 
____to___
_ 
____to___
_ 
____to___
_ 

LANDLORD EXPENSE STATEMENT  

CHECK WHERE APPROPRIATE 
 

ACTUAL:YEAR____ 
 

ACTUAL:YEAR___ 
 

ACTUAL:YEAR___ 
 

ACTUAL YEAR__ 
 

UTILITIES (in $) 

INSURANCE 
(in $) 

REAL ESTATE TAXES  
(in $) 

GROUND LEASE  
(in $) 

MAINTENANCE (in $) 

ALL 

EXT & STRUCT ONLY 

OTHER 
 

JANITORIAL 

ALL 

ALL EXCEPT ELEC 

OTHER 

TRASH REMOVAL 

PAYROLL 

SECURITY 

RESERVES FOR  REPL 
 

MANAGEMENT 

MISCELLANEOUS 

OFFICE BUILDINGS 

TOTAL GROSS BUILDING AREA__________ 
 

NET RENTABLE AREA __________________ 
 

TOTAL RETAIL AREA____________________ 
 

LEASED ON GROSS AREA BASIS __________ 
 

CURRENT OCCUPANCY 
OFFICE          RETAIL 

% % 

INCOME STATEMENT LANDLORD EXPENSE STATEMENT 

FLOOR LEVELS 
 

____to___
_ 
____to___
_ 
____to___
_ 
____to___
_ 
____to___
_ 

SQUARE FOOT RENTS ( in $) 
OFFICE : YEAR___  RETAIL :  YEAR___ 

ESCALATION 
CLAUSES 
YES     NO 

____to___
_ 

OTHER INCOME / EXPENSES 
(in $) 

CHECK WHERE APPROPRIATE 
(express in $) 
 

ACTUAL:YEAR___ 
 

ACTUAL:YEAR___ 
 

MAINTENANCE 

UTILITIES 

INSURANCE 

REAL ESTATE TAXES 

GROUND LEASE 

ALL 

EXT & STRUCT ONLY 

JANITORIAL 

ALL 

ALL EXCEPT ELEC 

OTHER 

TRASH REMOVAL 

PAYROLL 

SECURITY 

PLEASE 
EXPLAIN: 

SIGNATURE 
 

DATE 
 



Property 
Address: 
 

O P E R A T I N G    S T A T E M E N T 

APARTMENTS 

PARCEL ID #: 
 
DBA: 
 

UNIT 
TYPE 

  NUMBER         
OF UNITS 

CURRENT QUOTED 
RENT / MONTH ($) 

PROJECT AMENITIES  

UTILITIES (IN $) 
 

ALL 
 

ALL EXCEPT ELEC 
 
TRASH REMOVAL 
 
PAYROLL 
 
SECURITY 
 
RESERVES FOR  REPL 
 

LANDLORD EXPENSE STATEMENT 

MAINTENANCE (IN $) 
 

ADDITIONAL COMMENTS 

INCOME STATEMENT 

EFFICIENCY 
 

1 BEDROOM 
 

2 BEDROOM 
 

3 BEDROOM 
 

4 BEDROOM 
 

SWIMMING POOL 
 
TENNIS COURTS 
 
CLUB HOUSE 
 
EXERCISE ROOM 
 
SAUNA 
 
COVEREDPARKING 
 
BALCONIES/PATIOS 
 
AUX STORAGE 
 

APARTMENTS NCLUDE 
 

RANGE 
 
REFRIGERATOR 
 
DISHWASHER 
 
DISPOSAL 
 
CARPET 
 
DRAPES 
 
FIREPLACE 
 
WASHER / DRYER 
 CONNECTIONS     
ONLY W/D 

YEAR ________ 
 
YEAR ________ 
 

ACTUAL RENTAL INCOME $___________________ 
 

OTHER INCOME (LAUNDRY, CLUBHOUSE RENTAL, ETC.,$______________ 
 

ACTUAL RENTAL INCOME$___________________ 
 

OTHER INCOME (LAUNDRY, CLUBHOUSE RENTAL, ETC._$______________ 
 

PARKING 
 

NUMBER COVERED    ___________________ 
  NUMBER UNCOVERED___________________ 
 

MONTHLY CHARGE 

 FOR PARKING  UNCOVERED$___________________ 
 

 COVERED    $___________________ 
  

CURRENT 

OCCUPANCY 
% 

HOTELS & MOTELS 

ROOM COUNT SERVICES AMENITIES TOTAL GROSS INCOME 

NUMBER WITH SINGLE BEDS 
 
NUMBER WITH DOUBLE KING BEDS 
 
NUMBER WITH 2 DOUBLES 
 
SUITES 
 

TOTAL KEY ROOMS 
 

INCOME STATEMENT PER NIGHT 

SINGLES 
 

DOUBLES 
 

SUITES 
 

EXTRA PERSON 
 

OTHERS 
 

@ ___________ 
 

@ ___________ 
 

@ ___________ 
 

@ ___________ 
 

@ ___________ 
 

RESTAURANT 
 

BAR / LOUNGE 
 

PARKING 
 

RECREATIONAL 
 

OTHER INCOME 
 

YEAR FACILITY BUILT 
 
AVERAGE NUMBER OF ROOMS SOLD / YEAR 
 

YEAR______ 
 

YEAR______ 
 

AVERAGE RATE / OCCUPED ROOM 
 

YEAR______ 
 

YEAR______ 
 

INSURANCE (IN $) 
 
REAL ESTATE TAXES (IN 
$) 
 GROUND LEASE (IN $) 

ACTUAL:YEAR___ 
 

ACTUAL:YEAR___ 
 

CHECK WHERE APPROPRITE 
 

EXT & STRUCT ONLY 
 
JANITORIAL 
 

ALL 
 

MANAGEMENT 
 
MISCELLANEOUS 
 

COFFEE SHOP 
 
RESTAURANT 
 
BAR 
 
NIGHT CLUB 
 
SHOPS 
 
GAME ROOM 
 

COLOR TV 
 
EXERCISE FACILITIES 
 
TENNIS 
 
SAUNA 
 
POOL 
 
OTHER 
 

YEAR ________ 
 
YEAR ________ 
 

$_____________ 

$_____________ 

TOTAL OPERATION EXPENSES 
 

YEAR ________ 
 
YEAR ________ 
 

$_____________ 

$_____________ 

EXPENSE STATEMENT (IN $) 

MANAGEMENT 
 

MARKETING 
 

WAGES 
 

HOUSEKEEPING 
 

SUPPLIES 
 

CONTRACT SERVICES 
 

UTILITIES 
 

DECORATING 
 

REPAIRS 

MAINTENANCE 

INSURANCE 
 

R E TAXES YEAR  
 

P P TAXES YEAR  
 

OTHER TAXES  
 

MISCELLANEOUS  
 

APPRAISERS USE 

STABLIZED INCOME 

STABLIZED EXPENSES 

NET INCOME BEFORE RECAPTURE 

INDICATED VALUE, INCOME APPROACH 

YEAR ________ 
 
YEAR ________ 
 

SIGNATURE 
 

DATE 
 


