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OCCUPANCY

SOLUTIONS, LLC





Product Knowledge Notebook

Purpose: 
To serve as a quick and easy reference for information about your apartment community, surrounding area, and other pertinent information.

Usage: 
Complete the information in these pages that applies to your apartment community. Add additional categories and information as appropriate. Keep the information current, and available for easy access.  Maintain familiarity with the contents of this notebook at all times, and use it to lease more apartments!

Community Information
Apartment Community Name: 


Address: 


Telephone Number: 


Emergency Service Number: 



Fax Number: 


Web Site Address:  



General Community E-Mail Address: 


Nearest Major Intersection: 



GPS Coordinates: 



Facebook Name/URL:



MySpace Name/URL:



Twitter Name/URL:


Driving Directions to Community:

	From Major Landmark
	Directions

	
	

	
	

	
	

	
	


Community Information (cont’d.)

Community Style: 


Community Profile: 


Opening Date: 

Last Renovation: 


Number of Buildings: 


Number of Apartments:  

Unit Mix: 


Non-Smoking Apartments/Buildings: 


Number of Parking Spaces: 


Number of Garage Spaces: 


Number of Carports Locations : 

Number of Mail Centers/Locations: 


Resident Parking Policy: 


Guest Parking Policy: 


Community Information (cont’d.)

Community Access Policy: (gates, secure doors, etc.) 

Locations of fire extinguishers: 


Storage Facilities: 


Trash Facilities/Locations: 


Recycling Facilities/Locations: 


Additional Facilities Not Previously Listed: 


Amenities

Pools and Rules: 


Playground amenities: 


Laundry Center (include cost of operation and hours open): 


Fitness Center: 


Social Amenities/Activities: 


Pet Amenities: 


Other amenities: 


Personnel 
IMPORTANT NOTE:  your team’s personal contact information must remain protected from access by unauthorized persons, so if you choose to include home addresses as well as personal phone and e-mail contacts here, please be certain that the notebook is stored in a secure location when not in use, or simply remove this page for appropriate safeguarding. 
	Name
	Position
	Home Phone
	Cell/Beeper
	Office E-Mail



	Home Address
	Personal E-Mail



	Name
	Position
	Home Phone
	Cell/Beeper
	Office E-Mail



	Home Address
	Personal E-Mail



	Name
	Position
	Home Phone
	Cell/Beeper
	Office E-Mail



	Home Address
	Personal E-Mail



	Name
	Position
	Home Phone
	Cell/Beeper
	Office E-Mail



	Home Address
	Personal E-Mail



	Name
	Position
	Home Phone
	Cell/Beeper
	Office E-Mail



	Home Address
	Personal E-Mail



	Name
	Position
	Home Phone
	Cell/Beeper
	Office E-Mail



	Home Address
	Personal E-Mail



	Name
	Position
	Home Phone
	Cell/Beeper
	Office E-Mail



	Home Address
	Personal E-Mail



	Name
	Position
	Home Phone
	Cell/Beeper
	Office E-Mail



	Home Address
	Personal E-Mail



	Name
	Position
	Home Phone
	Cell/Beeper
	Office E-Mail



	Home Address
	Personal E-Mail



	Name
	Position
	Home Phone
	Cell/Beeper
	Office E-Mail



	Home Address
	Personal E-Mail




Perks

Use this page to list all special offers / cooperative discounts that you’ve arranged with local vendors and service providers for residents of your community.

	Provider
	Location
	Perk
	Details of Offer

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Pet Policies
Pets Allowed: 

Weight Restrictions: 


Breed Restrictions: 


Deposit Policy: 


Pet Waste Policy: 


Identification Policy: 

Immunization Policy: 

Procedures/Penalties For Non-Compliance: 

Pet Amenities/Services: 

Nearest ASPCA/Shelter: 

Nearest Vet: 


Nearest Emergency Vet: 

Nearest Dog Park: 



Neighborhood Map

Community Map
Be sure to mark emergency water and gas shut-offs, as well as fire hydrants.

Floorplans & Rental Rates
Individual Apartment Information
Construction information: 


Security: 


Equipment: 


Appliances: 


Heating: 


Air Conditioning: 


Water Heater: 


Carpeting: 


Smoke Detectors: 


Fire Extinguishers: 

Individual Apartment Information (cont’d.)
Window Treatments, sizes: 


Electrical Switches and Outlets: (which switches operate outlets, etc.)


Telephone Jacks: 


Cable Jacks: 


Breaker Box: (location and operation)


Water Shut-Off Valves: (locations and operation)


Individual Apartment Information (cont’d.)
Fireplaces: 


Television Antenna System: 


Other Technology: 


Other Special Features: 


Furniture Sizes
Couches: 


Bookcases: 


Dining Room Table & Chairs: 


Bar Stool Heights & Sizes: 


Chairs: 


Triple Dresser: 


Chest of Drawers: 


Desk: 


Beds (King, Queen, Standard/Double, Twin): 


Ceiling Heights: 


Coffee Table: 


End Tables: 


Televisions: 


Other: 


Local Entertainment & Recreation
Movie Theaters: 


Performance Theaters:   

Comedy Clubs: 


Concert Venues: 

Bowling Alleys: 


Golf Courses: 


Parks: 


Night Clubs: 


Museums:  


Art Galleries: 


Libraries: 


Fitness Centers: 


Festivals/regularly-scheduled community events: 


Other Entertainment & Recreational Facilities: 


Dining Information
Fine Dining: 

Fast Food: 

Breakfast/Diner: 


Coffee Shops: 

Pizza Delivery: 


BEST PLACES IN THE NEIGHBORHOOD FOR…

	Type of Food
	Restaurant
	Location
	Phone

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Local Specialties: 

Places of Worship
Voter Registration/Information
Shopping/Service Information

Nearest gas stations: 


Nearest Convenience Store: 

Nearest 24-hour Pharmacy: 


Nearest Shopping Mall: 


Nearest Supermarkets: 


Nearest Discount Retailers: (e.g. Wal-Mart, Target, etc.)


Nearest Shopping Clubs: (e.g. Sam’s / COSTCO)


Nearest Hardware/Home Supply: 


Nearest Furniture Store:


Nearest Florist: 


Nearest Full-Service Salon: 

Nearest Spa: 

Nearest Nail Salon: 


Nearest Barber Shop: 

Nearest Book Store: 


Nearest Music Store: 


Nearest Bike Shop/Repair: 


Nearest Full-Service Auto-Mechanic: 

Nearest Office Supply Store: 


Nearest Copy Shop: 

Nearest Pet Groomer: 


Nearest Full-Service Optical Shop: 

Nearest Electronics Retailer: 


Nearest Computer Repair: 


Other Shopping Information: 


Shopping/Service Information (cont’d.)

BEST PLACES IN THE NEIGHBORHOOD FOR…

	Goods/Services
	Provider/Retailer
	Location

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Transportation Information
Nearest DMV Office / Driver’s License Bureau, and Hours: 


Local Transit Website: 

Nearest Bus Stop: (when, where, cost)


Taxi Services: (phone numbers, cost to local landmarks, etc.)


Airport: (name, 3-letter code, location, distance from community) 


Train Station:  (location, distance from community)


Bus Station:  (location, distance from community) 

Postal / Express Mail: 
Nearest Branch Post Office: 


Main Post Office: 


Nearest Mailbox: (with pick-up times)


Nearest FedEx Drop Box: 


Nearest UPS Drop Box: 

Nearest Full-Service Shipping Center: 

Utilities / Communication Information

Be sure to list providers, how to order, and typical monthly cost.
Newspapers:


City Magazine:


Electricity:


Gas:


Mobile Phone: 


Telephone:


Cable/Satellite TV (including community restrictions):
 


Internet: 

Phone/Internet/Cable Package Providers:


Community-based Wireless Internet (where it’s available, how to access): 


Emergency Contacts
Apartment Emergencies:  (Maintenance, etc.) 

IMPORTANT NOTE:  Residents should be aware that to obtain emergency medical, law enforcement, or fire assistance, their first call should always be 911.
Police:  (Location, number to call for non-emergency inquiries, etc.) 

Fire Department:  (Distance, number to call for non-emergency inquiries, etc.) 

Poison Control:  

Animal Control: 


Hospitals:  (Distance, location, phone numbers, directions)

Schools / Child Care
School Board Website: 


School District: 

Public Elementary School: (grades, location, phone, web URL)


Public Middle/Jr. High School: (grades, location, phone, web URL)


Public High School: (location, phone, web URL)


Local Colleges / Universities:

	School
	Address
	Phone
	URL

	
	
	
	

	
	
	
	

	
	
	
	


Preschool/Child Care Providers:

	Name
	Address
	Phone
	URL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Babysitters: 

	Name
	Phone
	E-Mail

	
	
	

	
	
	

	
	
	

	
	
	


Reduce / Reuse / Recycle
Community Recycling: (policies, opportunities, restrictions, pick-ups, etc.)

Hazardous Materials Disposal: (paint, batteries, computers, etc.) 


Local agencies that accept recyclable clothing, household goods, etc.:  (names, locations)


Other Community “Green” Activities and Initiatives:  (e.g. community yard sales, book/music/movie swap programs, etc.) 


Carpools/Rideshares: 
	To/From
	Contact

	
	

	
	

	
	

	
	


Contact Occupancy Solutions for your solution today!  1-800-865-0948

www.occupancysolutions.com


