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Description automatically generated](Location) (Month) P&L Review Worksheet


\

Accounts Receivable
30 Days Past Due
	Company Name
	$ Amount Past Due
	Reason
	Dates of Follow-Ups

	
	
	
	

	
	
	
	

	
	
	
	



60 Days Past Due
	Company Name
	$ Amount Past Due
	Reason
	Dates of Follow-Ups
	RGM Notified / Next Steps

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



90 Days Past Due
	Company Name
	$ Amount Past Due
	Payment Plan Update
	Eviction/Notice Update

	
	
	
	

	
	
	
	

	
	
	
	




Bad Debt 
	Company
	$ Amount to Write Off
	Reason
	Completed by Asset Management Date

	
	
	
	

	
	
	
	



Operating Statement
Revenue
	
	Variance from prior month
	If current month is 10% above/below budget, explain reasoning for variance
	Breakdown Revenue Sources (website, partnerships, 3rd party) – sometimes not enough info in Tableau to know where the revenue to know what source it’s from
	Which companies are driving this? Reason for usage?

	Squad 
	
	
	N/A
	N/A

	Flex Desk
	
	
	N/A
	N/A

	Conference Room
	
	N/A
	
	

	Credit Overages
	
	
	
	



Special Events
· Note any events and who booked it 

Expenses
Ensure all recurring monthly expenses have been accounted for this month (paid or accrued). Refer to Operating Statement and check off each category. 
	Expense
	Crafty
	Vero/
Quench
	Shred-It
	Great America
	Specialty Business
	Essensys
 (3 invoices)
	Yardi
	Music System
	Cleaning 
	Electric 

	Paid this month?
	
	
	
	
	
	
	
	
	
	



Note any expense categories that are at least 5% (with $500 minimum variance) above budget, or significantly below budget. This can be screenshots pulled from Tableau if easier for larger locations. Provide reasoning:
	Expense Category
	Variance
	Reasoning

	
	
	

	
	
	

	
	
	

	
	
	



Denote any FF&E or R&M charges:
· Explain significant charges
Broker Commissions
· Explain any commissions
Member Tech 
	Company
	Service(s)
	Cost
	Active?

	
	
	
	

	
	
	
	

	
	
	
	


Accruals
Directions: In your email to your Asset Manager, attach the accrual list that was sent to CBRE at the end of the month. Add one additional column at the end of the chart titled “Accrued Correctly”. Then, go through your operating statement in Tableau to ensure that each accrual line has been accounted for and properly accrued for the correct amount and in the correct GL category. If there are any errors, be sure to denote them. 
Example below:

	ExpenseID
	Current Accrual Month
	Date of Transaction
	Entity ID
	GL Name
	Cost
	Vendor
	Accrued Correctly

	Studio at Beverly Hills - 34429
	4/1/2024
	4/16/2024
	6C23
	Studio - Bank Fee
	$39.00 
	amazon
	 Yes

	Studio at Beverly Hills - 34658
	4/1/2024
	4/25/2024
	6C27
	Studio - Pantry
	$30.65 
	Amazon
	 No – Operating statement in Tableau says $40.65 instead of $30.65

	Studio at Beverly Hills - 34691
	4/1/2024
	4/25/2024
	6C27
	Studio - Pantry
	$155.24 
	amazon
	 Yes

	Studio at Beverly Hills - 34649
	4/1/2024
	4/29/2024
	6C27
	Studio - Printing
	$722.03 
	Great American Financial Services
	No – this line item got accrued to the wrong GL. It got accrued to R&M instead of Printing.

	Studio at Beverly Hills - 34650
	4/1/2024
	4/24/2024
	6C27
	Studio - Pantry
	$179.25 
	La Colombe 
	 No – this line item is missing from the operating statement

	Studio at Beverly Hills - 34017
	4/1/2024
	4/1/2024
	6C27
	Studio - Pantry
	$903.39 
	Quench
	 Yes
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