
It’s not as scary as it sounds, promise! The following documents will be sent over in order to
create the Owner Profile in our Appfolio software. The faster you are able to complete these
forms, the faster we are able to onboard the property. After this, it’s all downhill!

• Property Information Sheet (only fill out the selected items)
• W9
• Direct Deposit Form
• Additional Insured Form

This document outlines the next steps for Auben Realty in the Investor Onboarding Process.
Review of this document will make for a smooth transition of your property and existing
residents (if there are any).

Once you have confirmed with an Investor Account Manager that you would like for Auben to
manage your property, the following steps will occur:

Once the above forms are completed, your Investor Account Manager will create the Owner
Profile and Property Page in our software. From there, you will receive a digital copy of the
Management Agreement and are able to electronically sign and return. Pretty simple.

Also, the Appfolio Owner Portal will house all important documents going forward including
your monthly owner statements and copies of leases. You can also make owner contributions
for renovation projects or maintenance work orders when they arise. We recommend using the
Owner Portal to contribute your escrow funds to gain familiarity with the system.

Upon takeover of the property, our Project Management team will transfer utilities into
Auben’s name via a third-party utility service provider that offers a streamlined process to
handle utilities with no reconnect fees, and an all-in-one utility bill for tenants. We will bill back
utility bills to your owner ledger, and this will appear on your monthly Owner Statement.

If the property is occupied, our team will handle communication with the existing resident(s).
We will notify them of a change in property management and how to make rent payments in
our system. If they are on an executed lease, the terms will remain the same. If they are not on
a current lease, we will work to renew utilizing our standard lease. Our team will also schedule
and notify the residents of a takeover inspection. The takeover inspection will be e-mailed to
you and uploaded into your Owner Portal upon request.

Paperwork

Utility Transfer and Takeover Inspections

Management Agreement and Owner Portal Establishment

YOU WANT US TO MANAGE YOUR PROPERTY.

What's Next?



Going Forward

aubenrealty.com

Going forward, your main point of contact will remain your Investor Account Manager. They will
be reaching out to you periodically to inform you of the status of your property throughout the
leasing, tenancy, or turnover process. At any time, if you have questions, please do not hesitate to
reach out to your Investor Account Manager.

Monthly, our payouts occur no later than the 10th of each month, or the closest business day
after the 6th if it falls on a weekend or holiday. Typically, it takes 24-48 hours for the
disbursements to show up in your bank account. Please allow 7-10 days if a check is mailed.

Auben Realty’s goal is to provide an efficient process for quick onboarding and clear
communication and consistent communication. Auben Realty strives to have the process
completed in 24-48 hours, but this is dependent on the timeliness of the information. We will
work diligently to help in the process and list or transition the property as quickly as possible.

Thank You For Your Business.

IAM@aubenrealty.com P: (706) 558-5058


