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OUR COMPANY AND ITS PHILOSOPHY

Gallelli Real Estate is redefining 

commercial real estate with a unique 

blend of tradition, style and kinship. 

Designed with a modern approach far 

from the typical corporate policy and 

the profit fundamentals of international 

firms, Gallelli Real Estate’s mission is 

simple - focus on our culture, tradition,  

and the relationships we have with our 

team and our clients. 

We believe that as a boutique firm 

whose understanding of the business 

runs as deep as our core values, our 

advantage is large. We take pride in 

our unique approach to offer more 

individual solutions that address the 

ever changing needs of our clients and 

the industry. After all, our success is 

measured by the success of our clients 

and the strength and longevity of our 

relationships.

The Gallelli Real Estate Management Team 

understands the importance of increasing 

the value of our clients’ properties. Our 

primary goal is to maximize our clients’ 

return on investment over the holding 

period of the property asset. To ensure 

our ability to achieve this result, we 

have assembled a team of qualified, 

talented professionals, each of whom are 

dedicated to providing the finest asset and 

property management services available. 

By recognizing our clients' needs and 

committing our cumulative efforts to 

continuous improvement, Gallelli Real 

Estate achieves its goal of providing the 

best property management possible in all 

circumstances.

Quality property management is a primary 

factor in the ongoing success of an 

income producing property. The quality 

of management services will define the 

character nature and profitability of a 

project and its long-term reputation in the 

community.

The competition for quality tenants, 

changing tenant-landlord laws and the 

ever increasing sophistication of tenants, 

place greater demands and expectations 

on owners than ever before. The higher 

level of tenant services now being 

demanded and the extremely competitive 

nature of the real estate market requires a 

superior property management team.

An excellent management team will insure 

that rents are collected on a timely basis 

and rent levels are maximized through 

a thorough knowledge of each lease 

and the nature of the tenants’ business 

operations on the premises. The team will 

employ cost effective, reliable high-quality 

vendors, understand tenant-landlord law 

and utilize effective accounting control 

systems. The management team works 

closely with the owner’s marketing team to 

ensure that vacancies are quickly leased 

and renewals are made at prevailing 

market rates. 

As investors ourselves, our company 

brings an owner’s point of view to property 

management. This is something few, if 

any, of the larger property management 

firms can afford to do given their size. 

Our primary approach to maximizing 

the value of a client’s investment is to 

ensure that the greatest possible income 

stream is generated and operating costs 

are reduced without sacrificing service 

or appearance, all the while achieving 

occupancy levels above market standards. 

We have successfully accomplished this 

difficult task in every property we have 

managed.



Quality service not only entails 

professional day-to-day management, 

but also an understanding of how the 

economy and the real estate investment 

market affect management decisions. At 

Gallelli Real Estate, we routinely track the 

following list of performance measures in 

order to ensure their standards of service 

are met:

Tenant Turnover & Occupancy

Gallelli Real Estate expects all of 

its properties to have above market 

occupancy rates. Turnover is minimized 

by a proactive approach with existing 

tenants.

Rental Rates

Gallelli Real Estate’s goal is to provide a 

level of service and knowledge of market  

conditions which will result in rental rates 

superior to comparable properties.

Expenses

Through competitive bidding, attention to 

detail and our construction background 

and expertise, Gallelli Real Estate 

constructs improvements and maintains 

operating costs at levels below market 

averages.

ACCOUNTING / FINANCIAL 
REPORTING

•  Cash or accrual basis of accounting

•  Cash management/cash investment

•  Computerized processing of accounts 

    payable, accounts receivable,  

    mortgages, property taxes and  

    insurance

•  Computerized processing of security 

    deposits

•  Reconciliation of bank statements

•  Compilation of annual budgets

•  Various documents for lenders; and 

    Payroll

Gallelli Real Estate generates the following 

accounting reports on a monthly basis:

•  Client’s Narrative Report

•  Actual Operating vs. Budget  

    Comparison Report

•  Cash Reconciliation

•  General Ledger

•  Rent Roll

•  Capital Expenditure Summary

•  Accounts Receivable Aging Analysis

•  Accounts Payable Aging Analysis

•  Expense Register

•  Income Register

To ensure that costs are reduced without 

affecting service and proper property 

maintenance, the manager must diligently 

question each and every line item in the 

property operating budget. Our managers 

are trained to discern between a low price 

provided due to inferior quality and a low 

price generated by superior efficiency 

and productivity. This is why Gallelli Real 

Estate has successfully reduced operating 

costs in certain instances by up to 40%.

Another primary objective of Gallelli Real 

Estate is to obtain quality tenants. The 

manager works with the leasing team 

in screening prospective tenants to 

insure that only qualified occupants are 

accepted. With quality tenants there are 

reduced delinquencies, less turnover, 

fewer evictions and reduced maintenance. 

Our management team is educated 

in tenant-landlord laws and the most 

effective way to remedy problems.



OUR PROFILE

Gallelli Real Estate has 
100 years combined 
experience in all aspects 
of development, 
leasing, management, 
acquisition and sales of 
commercial real estate. 

NAME SQUARE FEET CITY

153 Kearney Street 25,621 San Francisco

2661 Lake Tahoe Blvd. 23,932 Lake Tahoe

Arden Square 100,162 Sacramento

Audiffred Building 24,908 San Francisco

Balfour Village 84,724 Brendwood

Blue Oaks Town Center 371.861 Rocklin

Brentwood Town Center 125,731 Brentwood

Cahill/Lowen 4,748 Yuba City

Center at Secret Ravine 20,600 Rocklin

Coffee Place 46,155 Modesto

Cottonwood Center 65,000 Woodland

Country Club Centre 358,235 Sacramento

Davis Center 19,687 Davis

Feather River Crossing 90,580 Oroville

Five Star Plaza 12,035 Rocklin

Folsom Corners 20,099 Folsom

Folsom Creek 19,938 Folsom

Galt Village Center 102,383 Galt

Green Valley Marketplace 106,332 El Dorado Hills

Iron Horse Shopping Center 182,890 Sparks

Laguna Reserve 33,308 Elk Grove

LaTrobe Town Center 9,466 El Dorado Hills

Marketplace at Town Center 112,604 El Dorado Hills

Mesa Tidwell 102,640 Houston

Missouri Flat Village 119,928 Placerville

Natomas Village 49,756 Sacramento

NVIH Springfield 23,474 Chico

Olivewood Shopping Center 52,226 Sacramento

Plaza 56 7,939 Sacramento

Plaza at Blue Oaks 91,000 Roseville

Plaza North 191,309 Petaluma

Purity Plaza 15,645 Woodland

Reynolds Ranch (2620, 2640, 2660) 15,202 Lodi

Shops at The Brenden 84,419 Modesto

Springfield Village 107,577 Chico

Stanford Ranch Village 101,098 Rocklin

The Brickyard 129,382 Roseville

Trestle Fairfield 103,559 Fairfield

Tukwila - Washington 54,869 Tukwila

West Court Plaza 86,220 Woodland

TOTALS *3,297,242

COMMERCIAL PROPERTIES

*Square Footage Approximate



Gallelli Real Estate 
currently manages 
a variety of retail shopping 
centers throughout 
the Western United States.

"The professional, proactive approach Gallelli Real Estate took in running the operation along 
with a strong sense of accountability using an ownership type mentality made them a plea-
sure to work with. Laurinda Gallelli, acting as the Senior Property Manager for the project, 
knew the tenants, leases and exclusives thoroughly, providing strong leadership to her group 
and keeping tenant and capital improvement projects on track".

Jim Harper, Asset Manager
T.A. Associates Realty

"Considerable experience in all aspects of the real estate field and the commitment of 
their team personally involved in the operations of the property convinced us to make the 
change to Gallelli Real Estate. I would like to take this moment to thank the team for 
following through with their commitment. The properties performance has exceeded our 
expectations".

Jim Hill, Principal
Hill Companies, LLC



PRIOR MANAGEMENT ASSIGNMENTS

Madison Marketplace

A 258,773 square foot retail center in Fair 

Oaks, CA. Major tenants include Raley’s, 

TJ Maxx, Dollar Tree and Petco.

Southgate Plaza Shopping Center

A 350,455, square foot retail center in 

Sacramento, CA.

Granite Creek Office Park

A 40,527 square foot, five building office 

complex in Rocklin, CA.

731 Market Street

A 75,000 square foot office building in 

San Francisco, CA.

One Ecker Street

A 60,000 square foot office building in 

San Francisco, CA.

642 Harrison Street

A 56,000 square foot office building in 

San Francisco, CA.

Former Macy’s Building – REO

A 136,667 square foot building in  

Downtown Sacramento.

Francisco Bay Office Park

A 300,000 square foot 2 building office 

park in San Francisco, CA.

535 Pacific Street

A 37,000 square foot office building in San 

Francisco, CA.

25 Kearny Street

A 45,000 square foot office and retail 

building in San Francisco, CA.

College Square - REO

A 126,055 square foot retail center at the 

corner of March Lane and Pershing 

Avenue in Stockton, CA.

The center was anchored with Mervyn's 

and was replaced by Hobby Lobby and 

Planet Fitness under Gallelli Real Estate’s 

management.

Eureka Ridge Shopping Center – REO

A 37,419 Shopping Center anchored by 

Sienna, located in Roseville CA.

Sterling Point and Sterling Point 10 – 

REO

A 129,015 square foot retail shopping cen-

ter in Lincoln, CA. Anchored by Raley’s, 

Raley’s Gas Station and Wells Fargo Bank.

La Borgata Shopping Center – REO

A 62,167 square foot retail/office Plaza in 

El Dorado Hills, CA. 

Azalea Court Apartments

A class C, 119 unit apartment project 

built in 1960 in Sacramento, CA.

Quail Ridge Apartments

A Class B, 46 unit apartment project built 

in 1989 in Cameron Park, CA.

Sierra Oaks Apartments

A class B, 72 unit apartment project built 

in 1990 in Cameron Park, CA.

The Winsted at Sunset West

A class A, 208 unit apartment project built 

in 2001 in Rocklin, CA.

Westwood Apartments

A class B, 182 unit apartment project 

built in 1968 in Carmichael, CA.

Folsom Central

A 139,377 square foot retail center in 

Folsom, CA. 

Vintage Fair 

A 94,400 square foot residential property 

with 112 units in Fair Oaks. 

•  ABA Investments, LLC

•  ACF Properties

•  Bank of America

•  Barings Asset Management

•  Beth Walter, McNellis Partners

•  Boyd Cahill, Tri Commercial

•  Butte Properties, LLC

•  Buzz Oates Development Company

•  Canal Farms

•  Dave Lazzarini, Preferred Community 

    Management

•  DC Sacramento LLC

•  Donahue Schriber Realty Group

•  Estate of James Campbell

•  Evergreen Companies

•  FIT Development

•  Fulcrum Capital

•  GE Capital

•  Greystone Servicing Company

•  Hill Companies

•  Jeter Construction & Development

•  Jones Lang LaSalle 

•  LNR Partners

•  McNellis Partners, LLC

•  Pacific Capital

•  Panattoni Development

•  RCMI

•  Ridge Capital Investors

•  RREEF

•  SCI Real Estate Investments

•  Stockbridge Realty

•  TA Realty  

•  US Bank 

•  Wells Fargo Bank

PROFESSIONAL AFFILIATIONS
•  Association of Commercial Real Estate  

   (ACRE)

•  Building Owners and Managers  

   Association (BOMA)

•  ChainLinks Retail Advisors

•  Chamber of Commerce

•  Institute of Real Estate Management  

   (IREM)

•  International Council of Shopping  

   Centers (ICSC)

CURRENT & PAST CLIENTS





MEET OUR TEAM OVERVIEW

LAURINDA GALLELLI - Executive Vice President of Property Management, Partner
Laurinda has over 30 years of property and construction management experience with a number of major 

companies, including: Urban Retail – Stonestown Galleria Mall and medical building in San Francisco, CA; 

CB/Koll – General Manager, Vintage Oaks Shopping Center a ±835,000 square foot power center in Novato, 

CA; and most recently as Senior Real Estate Manager for CB Richard Ellis managing three retail shopping 

centers totaling 800,000 square feet. Laurinda’s experience also includes Manager of Tenant Construction 

for Regency Centers, responsible for reviewing landlord building plans and tenant plans for any conflicts be-

tween them, oversight of construction of the tenant spaces to ensure required landlord work was completed 

for the tenant, and full coordination from lease signing to tenant opening for business. Other notable property 

developments she has worked on were Slatten Ranch in Antioch CA, and Gilroy Crossing in Gilroy CA. Prior 

to her move to construction management, Laurinda was a senior property manager for Regency and respon-

sible for over 1,000,000 square feet of grocery anchored shopping centers.

RANDY BACCHUS - Vice President of Property Management
Randy joined Gallelli Real Estate in 2017 as Vice President of Property Management.  He brings more than 30 

years of real estate experience in commercial, residential, and condominium management throughout 

California.  He has an extensive background in investor relations, budgeting, CAM reconciliations, and 

construction management.  Randy was most recently Sr. Property Manager for Potter-Taylor & Co. where he 

was responsible for overseeing a retail portfolio in excess of 1,000,000 square feet for the past 23 years.  In 

this capacity, Randy worked on the development of Sterling Pointe Shopping Center in Lincoln, Galt Village 

Center in Galt, Williamson Ranch Plaza in Antioch, as well as a major renovation of the Madison Mall Shop-

ping Center in Fair Oaks.  Randy’s early real estate experience includes managing a large office portfolio for 

Southmark/Johnstown Management as well as an office portfolio for The Cook Company both in Rancho 

Cordova, CA and Karl Karcher’s commercial and retail real estate holdings in Southern California.   

JULIE GALLELLI - Director of Accounting, Partner
Julie has over 30 years of experience in real estate.  She started her real estate career in Reno, Nevada 

managing residential properties, homeowner associations and HUD properties.  Her experience includes 

leasing and accounting of her portfolio.  In 1995, she relocated to California and joined Gallelli Real Estate.  

At Gallelli Real Estate, she managed commercial property in Northern California ranging from Office 

Buildings, Retail Shopping Centers to an Industrial Warehouse.  She expanded her career to include leasing 

retail shopping centers and tenant representation.  Her extensive background includes accounting, preparing 

financials, budgeting, CAM reconciliations, property management, lease administration, leasing and tenant 

representation.



CHRISTINA COOK - Property Manager
Christina started with Gallelli Real Estate in 2018 as a Property Manager. She has 9 years of property 

management experience that includes management of office, retail, industrial flex space and residential. Prior to 

joining Gallelli Real Estate, Christina worked for Ethan Conrad Properties Inc. and managed over 1 million square 

feet of office, retail and industrial flex space throughout the Sacramento/Central Valley Region. Her management 

included Eureka Ridge Center in Roseville, the Stonecreek Shopping Plaza and San Luis Shopping center in Los 

Banos and a Class A office building near the Highway 50 Watt Avenue business center. Christina oversees the 

day-to-day operations of properties including budgets, monthly reporting, tenant relations, maintenance/repairs 

and strategic planning to increase property profits and efficiencies. 

CAROLYN AUFRANC - Executive Vice President of Operations
As Director of Operations, Carolyn is directly responsible for all operational functions for the company. With over 

20 years of experience and a CPA background, she drives and manages key finance and administration areas 

including financials, revenue recognition, forecasting and planning, payroll, and employee benefits. She also 

streamlines and oversee sales financial operations, commissions, and contracts administration.

CAROL SACHS - Senior Controller
Carol worked in Public Accounting as a Staff Accountant for 25 years performing all aspects of bookkeeping, 

accounting, audits and tax preparation before coming to Gallelli Real Estate. Carol has substantial computer and 

software experience which include QuickBooks Pro, CCH Prosystems FX, Yardi-Voyager, Rent Manager Property 

Management and Microsoft Operating Systems. Carol is also an Enrolled Agent licensed to practice by the 

Internal Revenue Service since September 1990.

ELISA CARLINI-SORIA - Accounting Supervisor
Elisa started with Gallelli Real Estate in 2021 and has over 30 years of experience in commercial brokerage and 

property management covering many different roles, specifically as an Operations Coordinator and Property 

Management Accountant. Elisa leads the accounting department and provides support to Property Management.  

Elisa's key accounting and financial competencies include overseeing property accounting staff by monitoring 

and approving financial operations, maintaining financial records, and preparing monthly financial statements.



"Randy Bacchus has been managing our retail properties for over 20 years. When he recently 
made the decision to move companies to Gallelli Real Estate, there was no question that our 
business would follow Randy. His professionalism with our tenants and vendors is outstand-
ing, and his constant, close contact with his owners is more than appreciated on an ongoing 
basis. Randy does his job as if he is a partner in each asset and really cares about our long 
term success". 

Boyd Cahill
Tri Commercial



LISA MCMURTRIE - Lease Administrator 
Lisa has over 17 years of experience in Commercial Property Management accounting and lease administration. She handles lease 

abstracting, setting up leases in accounting/property management system, tenant billing and collections, tracking gross sales, 

calculating percentage rents and CPI adjustments, CAM reconciliations and assists with budgeting.

MOLLY FELIX - Junior Property Manager
Molly joined Gallelli in 2018 as an Assistant Property Manager to the commercial property management team. Molly has experience in 

commercial and residential property management, where her focus was accounts payable and accounts receivable including monthly 

and year end reporting.  Molly has a proven track record of outstanding relationship building gained through her experience as an 

Executive Assistant in both the public and private sector. Molly comes to us from eRepublic’s Governing Institute where she assisted in 

facilitating  government performance via public and private sector partnerships across the US.

REAGAN SMITH -  Assistant Property Manager
Regan joined Gallelli Real Estate in 2021 as part of the commercial property management team.  Reagan's duties include detailed 

record-keeping, follow-thru of all maintenance or repairs on properties in addition to day-to-day management assistance and            

operational functions on assigned properties.  Reagan works side-by-side with the property managers, tenants, vendors and others to 

assist in all aspects with the management of commercial properties.

IRINA GANAPOLSKIY -  Assistant Property Manager
Irinia joined Gallelli Real Estate in 2022 as a part of the commercial property management team. Irina began her career in residential 

property management in 2014 working as an Assistant Property Manager and most recently worked as a Property Supervisor handling 

single houses, apartment complexes and HOA.

JAMIE HINTON - Property Accountant
Jamie joined Gallelli Real Estate in 2018 as part of the property management accounting team. She graduated from California State 

University Channel Islands with a Bachelor of Science in Business Administration. Jamie is responsible for utilizing cash and accrual 

accounting principles in order to prepare, analyze, maintain and deliver complete financial reports.  Prior to joining Gallelli Real Estate, 

Jamie had two years of retail bookkeeping and cash management at Sprouts Farmers Market. 



GALLELLI REAL ESTATE FOUNDERS
GARY GALLELLI, SR. - Chairman & Founder
Chairman GRE Management Services, Inc. (GREMS), Gallelli Real Estate, Inc. dba GRE Commercial Real 

Estate (GRE), GT Retail Services.  GREMS is a full service property management company.  GRE buys and sells 

commercial properties for its own account and for a selected number of clients.  GT Retail Services specializes 

in retail leasing in Northern California.  Mr. Gallelli has an M.B.A. from the Harvard University Graduate School 

of Business and a Bachelor of Science Degree (Civil Engineering) from the University of Alberta, Canada.

As a broker with Knowlton Realty, Grubb and Ellis, Colliers International and GRE, Mr. Gallelli closed over 

$1,000,000,000 of commercial real estate transactions.  Before bring his family to the Unitied States, Mr. Gallelli 

ran the Gallelli Group of construction companies in Alberta and was a major shareholder in two Canandian 

development companies - Pacific Developments and Venture Properties, which developed industrial, retail, 

residential & office projects.    Mr. Gallelli was the Chairman and CEO of Pacific Jade Industries Ltd., and largest 

producer of nephrite jade in the world.  

GARY GALLELLI, JR. - Chief Executive Officer & Founder
Gary is a second generation real estate professional with over 30 years of commercial real estate experience. 

Gary began his brokerage career with Grubb & Ellis in 1993 and was named Overall Top Producer in 1994 his 

second year in the business. In 1995, Gary and his family started their own brokerage firm which was sold to 

Colliers International in September, 1997. Over the course of his career at Grubb & Ellis, Colliers International 

and Voit Real Estate Services, Gary has consistently been the highest producing agent or second highest 

producing agent. He has been awarded the Apartment and or the Investment Broker of the Year 6 times 

from the Sacramento Region Association of Commercial Real Estate and in 2005 Gary was the Overall Top 

Producing agents for Colliers International nationally. Gary has sold over two billion dollars of commercial 

real estate over the course of his career.  Toward the end of the 1990s and through the early 2000s, Gary was 

instrumental in identifying and acquiring turn around properties for his clients which led to him being asked to 

join the partnership structure and provide the presentation packaging for the equity and financing sources to 

fund the acquisition.  In 2014, Gary left Voit Real Estate and started Gallelli Real Estate.

JASON GALLELLI. - President & Founder (1968 - 2020)
As one of the founding members of Gallelli Real Estate, Jason created his team through his vision of how retail 

in commercial real estate ought to be and they continue to operate with the same vision.  Jason's attention to 

detail and expert knowledge in the overall real estate market at the local, regional and national levels made him 

and his team the most reputable and highly sought-after group of retail brokers in Northern California.  Jason 

through his team was the most awarded agent in the Sacramento region.  Jason was named the Sacramento 

Region's Association of Commercial Real Estate's Broker of the Year five times and the Sacramento Region's 

Association of Commercial Real Estate's Retail Broker of the Year eight times.

Jason along with his team have been instrumental in the development of numerous shopping centers 

across Northern California.  Dedicated to our landlord clients, Jason and his team provided a fully integrated 

marketing program for each shopping center listing.  The team develops and executes a comprehensive plan 

to strategically target users and brokers and to maximize their exposure to all of our property listings.  From 

entitlement all the way through project completion and lease-up, his team covers every aspect of development 

with the same commitment to service and strict attention to detail.  Our tenant representation experts fully 

understand our clients’ business strategy and financial objectives.  They aim to understand the future goals 

of the client’s business as well as the industry drivers that can influence their choice of space, location, 

functionality, flexibility and cost.  Currently, the Retail Team at Gallelli Real Estate represents approximately 30 

national and regional tenants. 

The Retail Team is continuing with the same philosophy and understanding of our clients’ business strategy and 

financial objectives which was Jason’s trademark.   They continue to focus on having the most accurate market 

knowledge, creative thinking and real estate strategies to suit current and future needs of our clients. 



ACCOUNTING & FINANCIAL REPORTING

ORGANIZATION AND STAFFING 

Gallelli Real Estate uses Yardi Voyager for 

its operating system for reporting. All client 

reports produced by Gallelli Real Estate’s 

Accounting department are reviewed and 

approved by Gallelli Real Estate’s 

executive team prior to being forwarded

with a narrative comment to the client.

Gallelli Real Estate maintains and 

establishes separate trust accounts for 

each property and does not commingle 

funds in a general account.

Gallelli Real Estate follows full GAAP 

accounting standards and performs the 

following accounting services:

•  Cash or accrual basis of accounting

•  Cash management/cash investment

•  Computerized processing of accounts  

   payable, accounts receivable,  

   mortgages, property taxes and  

   insurance

•  Computerized processing of security  

   deposits

•  Reconciliation of bank statements

•  Compilation of annual budgets

•  Various documents for lenders; and 

    Payroll

Gallelli Real Estate generates the following 

accounting reports on a monthly basis:

•  Client’s Narrative Report

•  Actual Operating vs. Budget  

   Comparison Report

•  Cash Reconciliation

•  General Ledger

•  Rent Roll

•  Capital Expenditure Summary

•  Accounts Receivable Aging Analysis

•  Accounts Payable Aging Analysis

•  Expense Register

•  Income Register

Gallelli Real Estate prides itself on its 

ability to furnish timely and accurate 

accounting information to each client. The 

following are Gallelli Real Estate’s policies 

and procedures for all accounting and 

financial reporting.

ACCOUNTING REPORTING, 
CONTROLS, AND PROCEDURES

Billing Procedures 

The accounting department will generate a 

tenant charge detail report on the 20th

of each month for the property manager to 

review. Corrections, changes or approvals 

are noted on the schedule and it is 

returned to the accounting department.

On or near the 25th of each month, 

tenant invoices are sent to each tenant 

outlining the base rent and their portion 

of the Common Area Maintenance Costs, 

amounts outstanding from the last billing 

period and payments received.

When payments are received, the checks 

are copied, posted to the tenant’s ledger, 

and deposited into the client’s account.

Control of Delinquent Payments

On the 5th of the each month, unpaid 

amounts are considered delinquent

and the collection process begins with the

Assistant Property Manager placing a 

telephone call to the tenant to determine 

if payment has been sent and obtaining a 

check number and amount. Any tenant

with an unpaid balance on the due date 

outlined in the lease is charged a late fee 

along with a late notice. The Property 

Manager follows up with the tenant on 

these unpaid balances. Delinquency 

reports are prepared on the 5th, 10th, and 

20th of the month, if 

necessary, for review by the Property 

Manager. If deemed necessary, a demand 

notice is issued. If the demand notice 

(Notice to Pay) does not result in the 

delinquency being paid in full by the 

tenant, a written recommendation is 

provided to the owner within 5 business 

days for legal action for eviction, 

assignment to a collection agency, 

charge off, etc. To determine the ability 

of the tenant to pay, an asset search is 

performed or current financial statements 

are obtained and reviewed. The written 

recommendation will include an analysis of 

the asset search or financial statement to 

determine whether it is better to incur legal 

fees or send the account to a collection 

agency.

Accounts Payable

Operating expense invoices are 

batched by property and coded with the 

appropriate general ledger coding by 

the Assistant Property Manager. A copy 

of the purchase order or service order is 

attached to any invoice for non-contract 

services. All invoices are then sent to 

the Property Manager for approval on 

a weekly basis. Approved invoices are 

prepared for payment bi-weekly by 

completing a payables batch form for each 

property. This form includes the invoice 

number, vendor name, general ledger and 

invoice amount and a total of all payables 

to be paid for that property. The payable 

batches are approved by the Property 

Manager prior to being processed for 

payment. Checks are reviewed by the 

Accountant and forwarded to the Property 

Manager for final approval and signing. 

Copies of paid invoices with a copy of 

the check are filed alphabetically in the 

property file. New vendors are required to 

furnish W-9 information and are entered in 

the computer system for 1099 processing.



Internal Controls

Internal control procedures to prevent 

misuse of client funds are followed closely.

The Assistant Property Manager makes 

all bank deposits which are posted by the 

accountant. Payment in the form of cash is 

discouraged, but in the rare circumstance 

that it does occur, the amount will be

verified by the Accountant, Assistant 

Property Manager and Property Manager. 

All accounts payable must be approved by 

the Property Manager prior to processing

the check. Bank statements are reconciled

by the Accountant, verified by the 

Assistant Property Manager and reviewed 

by the Property Manager with the month 

end reporting. The Accountant who 

prepares a check may not void that check 

without the Property Manager approval.

Purchasing Policies

It is our practice to bid most service 

contracts out on an annual basis. A 

minimum of three (3) bids are obtained to 

ensure the most competitive and qualified 

company is selected. A formal solicitation 

for proposal is distributed to responsible

bidders stating what the service will be 

and where it will be performed and a 

detailed scope of work. Contract terms, 

insurance requirements and the due date

is also included in the request.

Requests for any service not covered 

on a contract basis are written up on a 

work order. When the invoice is received, 

the work order is attached to ensure the 

services requested are in concert with the

charges on the invoice. Any expense in 

excess of $5,000 and not a budgeted 

item requires client approval. The property 

manager approves all invoices for 

standard operating expenses.

Budget Process 

Budgets are prepared annually on either 

our Excel budget schedule or a budget 

package provided by the client. The 

process includes an in depth analysis of 

every contract value and scope to ensure 

accurate expenses are reflected. An 

income schedule is created utilizing the 

lease and the lease abstract to ensure 

the budget will accurately reflect each 

tenant’s monthly rent, CAM impounds and 

percentage rent. Detailed reimbursement 

schedules are utilized to ensure the 

budgeted income reflects accurate 

recoveries. The budget is prepared by the 

property manager. A detailed narrative 

accompanies the budget explaining both 

income and expenses by general ledger 

account number. Reconciliations are 

performed as required by the lease. In 

most cases, the CAM reconciliations are 

performed annually prior to the end of 

the first calendar quarter. Many anchor 

tenants require quarterly billings based 

on actual expenses and no impounds 

are collected. These quarterly billings are 

prepared 30 days following the end of the 

quarter.

Lease Renewals/Exclusive Uses

A listing of all exclusive uses and 

restrictions and rights of first refusal is 

updated regularly and retained in each 

property

file. This information is input from the 

lease profile. Lease expiration, option and 

rent increase reports are run monthly and 

cover six months into the future.

The responsible leasing individual would 

be notified so tenants can be contacted 

six months prior to their lease expiration.

Computer Systems

All management and support staff are 

technologically proficient and are

equipped with modern laptop or desktop 

computers capable of running a variety of 

software systems.

Information Back Up

A full system backup is performed nightly 

using an automated online backup and 

recovery service. All data is duplicated, 

compressed, encrypted, and transmitted 

to an off-site data center ensuring easy 

recovery if necessary. A backup is also 

performed on the last Friday of every 

month and the information is stored 

historically on a monthly basis. Our 

network administrator is immediately

notified in the event of any disaster to 

determine the best plan of action to 

restore the computer systems to normal 

operations as quickly as possible.



REFERENCES

Gallelli Real Estate is a longstanding full service property management company 

with a full team of qualified, highly experienced professionals and support staff, who 

consistently deliver the most personal and comprehensive management services 

possible to each of its clients. We look forward to becoming part of your team and 

embrace the challenge of improving your real property assets to maximize cash flow and 

profit potential for you.

Russ Jeter

Jeter Development & Construction

1004 Commercial Avenue, #1112

Anacortes, WA 98221

P 360 630 5177

James R. Hill

Hill Companies

6312 South Fiddlers Green Circle

Suite 590N

Englewood, CO 80111

P 303 329 9900

Vince Maestri

Franklin Distillers Company

P.O. Box 610877

San Jose, CA 95161

P 408 259 8900 x319

Jim Harper

T.A. Associates Realty

1301 Dove Street #860

Newport Beach, CA 92660-2440

949-852-2030

Scott Wilson

Regency Centers

2999 Oak Road

Suite 1000

Walnut Creek, CA 94597

(925) 279-1800

Boyd Cahill, VP

TRI Commercial

532 Gibson Drive 

Suite 200

Roseville, CA 945678

(916) 806-1676

PROPERTY MANAGEMENT
3005 Douglas Blvd #200
Roseville, CA 95661
P 916 774 9097
F 916 774 9384
www.GallelliRE.com


