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General Overview

The PDspect Due Diligence inspection product isgiesl for inspectors performing due
diligence inspections and is especially usefukitas that have multiple units, such as
apartment or office complexes and dormitories. f@petitive and similar nature of these
facilities allow for an ideal fit with the PDspeaaspection program because the program
allows the inspection process to be customizedydkand of application and
standardized to provide complete control over tispéction process.

The Due Diligence program is designed to providin laosnapshot of the condition of the
property being inspected and a good estimate afoliar amount needed for
updates/repairs. The due diligence inspector cam tise this information as a basis to
calculate costs associated with bringing the prydeack to acceptable standards.

The PDspect Due Diligence product is applicableafoy type or size of due diligence
undertaking. Whether a property has ten units wersé¢ hundred, PDspect Due Diligence
is the perfect tool for due diligence inspectorowispect large facilities and who value
accuracy, control, and efficiency in their work.

You need PDspect v5.17 to run the Due Diligencg@um. You also need Excel 2000 or
higher to produce the spreadsheets. PDspect Digebike has a pre-population feature
for the spreadsheets, but Excel 2003 or highexgaired to use this feature. The pre-
population feature is explained later in this doeaim

PDspect Due Diligence: Flexible, Efficient, and Tim e Saving

The PDspect Due Diligence inspection product i®tam the industry standard PDspect
inspection program. PDspect is known for its fldik§y ease of use, and the speed with
which it allows an inspection to be performed. Thee Diligence product features the
same capabilities but also produces a spreadsileag(with a printed report, if needed),
which then provides the calculations necessarpifompt and detailed analysis (Excel
2000 or higher is required).

During the actual inspection PDspect increasesieffcy by providing custom, detailed
templates for the specific property. The persotirgetip the inspection process can
exercise complete control over the inspection Iiyrgethe template design and
controlling the options and lists available to iesfors. Lists can consist of as many items
or descriptions as are needed for the applicasind,offered in a sorted dropdown format
to make selection quick and easy. Ratings can tadleshed in any way and in any
number that works for the property. Descriptive arfdrmative notes can be added to
the inspection and spreadsheet to help explaieseribe any item that requires
explanation.

The template can be adapted and customized quacklyeasily. If a property includes
similar items it is a simple matter to copy a lthat handles the information well then
duplicate it, changing only the prompt, for all t@er similar items. The inspector can
also perform this function during the actual indfmecif the template designer has
permitted it. This allows for quick and easy ad&ptaon-site, if it is needed.
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The real benefits of the PDspect Due Diligence mogbecome apparent in the “back-
end” analysis of the information after the inspactis completed. Data from multiple
units can be incorporated and calculated into pneaglsheet in a clear, readable manner
as soon as the inspections are complete. Cosks@en down in a variety of useful and
understandable ways so that analysis and intetfmetean be made quickly and easily.

PDspect Due Diligence improves accuracy by autaabyicalculating expenses and
allowing for a unified electronic reporting proce$his not only saves time but also
reduces the risk of loss of important informatimspectors will no longer have to spend
time sorting through various paper reports to ebtecessary information, as it will be
presented accurately and completely on a spreatigkise, the time involved in keying
information into a spreadsheet and the associakaf entry errors are now gone
completely.

Setting Up Your Template with PDspect Inspection De  signer

The PDspect Due Diligence product is part of thespdat family. It works like the
standard PDspect program in that it allows inspedim quickly and easily complete
inspections. It uses essentially the same forméia@pearance as the original PDspect
program.

NOTE: An important distinction to remember about the Digence program,
however, involves duplicating lines. Because tha daa due diligence inspection
can be sent to a spreadsheet for calculation @aelcdntains codes that govern how
the line will behave. Therefore it is necessary tha lines contain these codes for
successful completion of the spreadsheet. If yelwarlding a due diligence template
or conducting an inspection with the program yomiaapy a line that works the way
you want it and use it for a variety of items jbgtchanging the identifying prompt.
You can also add a line in the inspection withAldel Line feature and get the
results you need if you put the codes in when yauithe line. If you try to add a line
without the codes the results will not appear mnbsulting spreadsheet because an
added line will not contain the original codes #émals will have no instructions for
handling the data.

The PDspect Due Diligence program has a pre-pdpuolétature available for users with
Excel 2003 or higher. This is accomplished throtighinspection Setup worksheet as
shown next.
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By default, this worksheet has four columns: Uniiniber, Type, Unit Type, and Vacant.
You can add other columns, depending on your sédiug program will create a category
for each row you include in the setup worksheet fitst column (required) will contain
the unit number or the Bldg/Common Area ID. Theoselccolumn (required) should be
for either the Living Area or Common Area. The ¢thoolumn, which is optional, should
contain the unit type; i.e. Studiox2L, etc. The fourth column (also optional) should
contain a 1 if the unit is known to be vacant.

When you have your spreadsheet set up, cliciSthg Inspection button and PDspect
will open and create a new inspection with the gaies listed based on the Unit
Numbers. Answers will be completed based on tha idathe columns.

Multi-Unit Properties Area Breakdown

The process for multi-unit properties has been éndkto two categories: the living area
and the common area. The living areas, such asgj@partments, or offices, require one
type of inspection format. (When you are setting/apr template you can designate the
areas in any manner you choose, and PDspect walhatically number the units
consecutively.) Common areas, such as stairwaysegnand laundry areas, have a
different type of setup. PDspect Due Diligence amtmdates the inspection of both of
these types of inspection in one template.



Following is an opening screen in PDspect Inspdotoa 20-unit building. This
inspection was completed from a template creatdtDigpect Inspection Designer.
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The next screen shows the inspection for a livieg @f the property and the following
screen an inspection for a common area.
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Brief Overview of Process

To complete a comprehensive due diligence inspegto first conduct the physical
inspection using the PDspect program. (If you artefamiliar with the PDspect program
you should take some time to become acquainteditifore you attempt a due
diligence inspection.) After you have collectedddlthe information you send it to the
spreadsheet for breakdown and calculation usingdbie Send to Spreadsheet
command. These procedures will be discussed inl theter.

File Edit Review Setup Wigw Help

I —~ Add Picture alc+pP + =+ 5: ~Edit g o, =g
= I #Add Companent Al i| . = ‘ﬁEﬂ:E = e §Ei égll: t‘?

Add Category Alc+a
Movelp | Moy i A+l |#1 [ not Applicable
¥ General Informatic
Living Area #1 Rename Category h Mote I
Living Area #2 Delete Categary
Living Area #3 Delete Line
Livirg Area 4 [ 96 1=t Floor common Area Type: |Buj__]_d:i_ng Inte... ™
Living Area #5 Irnport Inspection -
Living Area HE - 0
Living Area #7 Save As Template F| Entry Door
Living Area #3 Send ko Spreadsheet F| Mailboxes
Living Area #9 : ) _
Living Area #10 Transrit Diata ot require attention
- Common Area # T & /2 w | Windows: b
Living Area #11 )
Living Area #12 @ [Repaint w| Walls: v
Living Area #13 w| Carpet -
Livhg rea 14 i o i hd

Spreadsheet Produces Analysis

The spreadsheet (Excel 2000 or higher is requ@d3 or higher for pre-population
feature) makes all the calculations necessaryrf@ralysis. The spreadsheet is divided
into several tabs or pages, each detailing diftemezas of the inspection.



Item Count Cost Extended cost Total Cost § 7 686.00
[Bathtub - Refinish - Master Bath 2% 1ooo % 220.00
Blinds - BR #2 3% 35.00 % 105.00
Blinds - Den 14 3500 § 35.00
Blinds - Dining Roormn 1% 4500 % 45.00
Blinds - Living Room 3% 4500 § 135.00
Cabinet Doors - Refinish 20 % 2600 % 520.00
Cabinets - Refinish - Bath 2 1% 3300 § §3.00
Cabinets - Refinish - Kitchen 1% 12900 % 129.00
Cabinets - Refinish - Master Bath 1 % 10300 % 103.00
Ceramic Tile - Repair - Kitchen (2.5 x 2) 1§ 22700 § 227.00
Ceramic Tile - Repair - Master Bath {1 % 1) 1% 14700 % 147.00
Ceramic Tile - Repair- Shower 1 (Studio) 24 g7.00 § 174.00
Ceramic Tile - Replace - Bath 2 (26 x 2) 1% g7.00 % 87.00
Ceramic Tile - Replace - Shower 2 (2.5 % 2) 1% 93.00 % 83.00
Countertops - Refinish - Bath 2 1% 7200 % 72.00
Countertops - Refinish - Master Bath 3% 3800 % 114.00
Countertops - Replace - Master Bath 1§ 22900 % 225.00
Dizposal 2% 20200 % 404.00
Drywall Repair Sy Fest 3B 5 2300 % §25.00
Fireplace - Repair 2% 1700 & 234.00
Housekeeping Estimate 250 5 250.00
Microwave 2 % 15200 % 304.00
Flumbing Fixtures - Kitchen Faucet 1% 7400 % 74.00
Flumbing Fixtures - Kitchen Sink 25 M300 § 226.00
Flumbing Fixtures - Master Bath Faucet 1% 4300 % 49.00
Range 1§ 33500 % 335.00
Range Hood 24 27100 & 542.00
Range Renlace Bumers | 45 6200 % 245.00
4[4 » M} Dashboard £ Estimates Needed £ Unit Overview ' Unit Item Counts { Unit Ttern Detal 4 Unit By Unit 4 Commaon . | 4 |
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The page shown here details the unit item courtigtwlists all of the items requiring
attention in the specified units. Note that thet tissis broken down in three ways: the
cost of each item individually; the extended cuodtich is the cost of each item
multiplied by the number needing attention; andttial cost of all the repairs and
replacements. This kind of detailed breakdown lesia comprehensive picture of the
cost of bringing all of the units up to standards.

A Due Diligence Inspection: Use our Default Templa or Modify it to your Process

The Due Diligence product requires a template ihdesigned specifically for the due
diligence application. As a user you can desigrr yovn templates or take an existing
template and modify it to fit their processes. Phecess can be straightforward. It often
involves simply taking a line that works the wayuywant then copying it and changing
the prompt to fit your purposes.

Inspection Designer

Following are the detailed instructions for cregtyour own lines manually for the due
diligence process.

1. Open PDspect Inspection Designer for the Due Dikigeprogram. You must be
licensed for the Due Diligence product and usind¥%r higher of PDspect
Inspection Designer for your inspection and sprieaeisto work correctly. You
will first see a copyright window. This window witlose in a few seconds or you
can click on it to close it. The PDspect Inspecfimsigner opening screen
appears below. Because you should be familiar thithPDspect program this
window, its various features, and how to perforrmemf the basic operations
will not be discussed at this time. Refer to tHeRIDspect Inspection Designer
user’s guide for help in using Inspection Designer.

The following steps illustrate how to add categeaed lines to the template. In
many cases the Due Diligence default templatebeilsatisfactory for your needs;



however, you may need to modify it somewhat forrymarticular process so it is

important that you know this information.
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2.

3.

Starting with the default Due Diligence templatelcEdit

Template Properties

to name and describe your template. This templdteise the Due Diligence
library and rating set. (You will be able to custaeithe rating set to your
process.) Again, you should be familiar with thiseow and its functions.

Template Properties

M arne: |Due Diligence

Deszcrption: |Due Diligence

Library: |DueDiIigence j
Rating Set -
atlggusz: |Due Diligence ﬂ
Fepart Title: | Prints on cover page

]

i

Cancel

After you have named your template clioK. If you are using the default
template you can modify it to your process. To edtdgories click thédd
Categoryicon as in the standard PDspect program. The ebeansgd to show

this step here is the general information category.
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Name this categor§eneral Information in the Category Properties window.

Category Properties

Marne: |General [nformation

[+ Show on lnput Screen

[+ Show in Printed Report

I+ Use Line Mumbers

Cancel

Advanced

)
_ Careel |

4. Add the lines for the information you need to tteg¢egory using thAdd Line

icon.
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The Line Properties window will appear.

M Line Properties

v Show on lnput Screeré

[v Show it Printed Bepart

Cancel

Advanced

B
_ Cancel |

Add the lines and elements you need for all yowessary information, such as
property name, contact name, date etc. using tihe steps as outlined in the
PDspect user’s guide. Be sure to save your temfadeoid losing information.

Following is a completed example of a General Imfation category for an
apartment complex as it appears in an inspection.

General Information [ ] Mot Applicable

[ Disclaimer || Tech Hate |

@ Property
@ Contact Mame:
@ Inspection Date
@ Inspectar:

Joe's Apartments hd
Joseph Tribianni v
5/2/2008

Joe Wilson v

Year Built
Fhone:

1994

123-5355-1234

@lSDme of the maintenance tasks are behind, but the property seems to be well maintained as a whole....




5. Add common areas and living area units withAle Category command or the
Add Category button on the toolbar just as you did with theegahinformation.

6. Add any information to the common area and livinggdines that you need.
Again, refer to the PDspect Inspection Designer’siggiide for help adding lines
and elements.

Following are examples of living and common areagaries for an apartment

complex.

Category - Living Area

@ Line |BEChk - Unable To Ins | BEChE - Vacant Bk - Living Area Bkt - Commaon Area

@ Line |Unit # Anz = | nit Type: Bdcrk - Den

@ Line |Rae~]- Standard Dishwrasher:

@ Line - Standard Refrigerator:
Preview Living Area
* Input
" Pint @ [ ] Unable Tao Inspect [ ] wacant

Edi @ Unit # | |Unit Type: v| [] Den

Frogram & Dishwrasher: v

EEL @ | w| Refrigerator: -
Category - Common Area -

@ Line |Buildingfarea Comman Area T ‘EChk - Comman Area EChk— Living Area
@ Line |#of Units:
@ Line - Custom :Z:E :Z:E Entry Doar
@ Line |Bate~]- Custom :::t :::: Mailboxes ™
Preview Common Area [ | Not Applicable
" Input | Disclaimer || Tech Mote |
" Pririt
Edi @ Building/Area # Common Area Type[ 7|
Frogramm & # of Units: hd
EEtings @ w| Entry Doar
Clear P} w| Mailboxes
Answers @ select areas that require attention
2 CAWindows: v
= - | A Sl | -]

Required Entries

The PDspect categories except for the Generalrivdtion category require specific
elements for due diligence reports. You will now e these elements and their
properties. You can set the order of these elemersy order you wish, but note that
the analysis will follow the order you have setckaategory requires the elemebitst
Number andLiving Area or Common Area (one of the two). The living area categories
must also include these elemendsiable to Inspect Vacant, andUnit Type. Optional
elements include Unit Type Modifier 1, Unit Type Mfier 2, and Unit Type Modifier 3.

7. Set up thé&nable to Inspectelement as a checkbox on line 1 and indicateithat
is to appear on the screen and in the printed tepor

10



B Checkbox Piece Properties @

[V Show on lnput Screer

[v Show in Printed Report
Frint;

Cancel

Screem

Text: |Unable To lnspect

[ Only print if checked
I+ Print checkbox

|L| nable Tao lnspect

Advanced

If the inspector is unable to inspect this unitk check this box in the
inspection. If the template design allows he mayp @dd a line explaining why he
could not inspect this unit.

Category - Living Area #1
@ Line |BAcrk - Unable Tolns  |BChk - vacant - Living Area
@ Line |Unit # £rs ¥]| Unit Type: Bchk - Den
@ Line |Bate~]- Standard Dishwasher: {E:E EE:E Ohverview
& Line - Standard Refrigerator: :2:: Ezzt Chverview
Presvigw Living Area #1
* |nput
" Prirt @ [ ] Unable To Inspect[ ] “acant
Edit | @ Unit # | | Unit Type: |'

8. Add the next required elemeMacant, on the same line. Indicate again that this
element is to appear both on the screen and omreploet. This element is self-
explanatory. The inspector will check it if the uisi vacant.

On the same line addving Area andCommon Area. Indicate that these are not

to print anywhere. They are here for classificaponposes only.
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B Checkbox Piece Properties

[ Show on lnput Screer
[ Show in Printed Report

B
_ Cared |

Cancel

Frint; Screen;
Text: |Living Area |Living Area
[ Only prick if checked
[v Print checkbox
Advanced |

10. Add another line. Add the next required elemémtit Number. This is the
specific unit identifier, such as building numblenécessary and the unit or
common area numbeYou can use any unit designation system you are
comfortable with as along as each unit designatiois unique. This means that
you can call the units living areas, units, apartteeor whatever your system

requires. This element will print.

NOTE: You can set up the unit number or designation ynraanner that your
process uses, such as unit, apartment, officegiarea, etc. It is important to
remember, however, that the reports use theseslakatientifiers, so in order to
have a descriptive, accurate report it is importhat the individual units be

labeled uniquely.

B QuestionfAnswer Piece Properties E|
W Show on |nput Screen 0K
[v Show in Printed Feport Caricel
[v Required for Completeness
[ Print anly if data is entered
Frint; Screen
Prompt Test: |Unit #: |Unit #:
Advanced

Living Area #1
|_@-4-omatle To Inspect | | vacant
: & Unit & Be-101 | Udit Type: studio hd [ Den
T =femed_____ Ww| Dishwasher. T v
& (Hew w| Refrigerator: -
@ Missing w| MiCrowave: v

Note that the required elements are listed asitstefdéur columns in the spreadsheet. The
optionsUnable to InspectandVacant were not checked in this inspection so by default
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the answers here were “No.” The unit could be inggeand it was not vacant. The other
two elements include the unit number and type.

Unit # {Unit T'_-,-'p? Unable To Inspect acant
96-101 {Studio Mo Mo
96-102 i1 % 1 Mo Mo
96-103 i2 % 1 Den Mo Yes

Unit Type—This element describes the unit you are inspectmthis template for an
apartment complex the unit types were listed adi8td x 1, which means one bedroom
and one bathroom, 21, or two bedrooms and one bathroom, etc. Noteythacan edit
this list in any manner you need. Also, you cartlsefprogram to sort the list according
to the types used most frequently if you want.

When you develop your list of unit types it is edgad that you use it and be consistent.
Costs are sometimes separated based on the uagsdyhis information is important.

Living Area #1
@ [ | Unable Ta Inspect [ | Wacant
@ Unit # [ps-101 Unit Type: Studio EQ Den
& [pood w| Dishwasher: <Edit List>

w | Refrigeratar: +1x1

w | Microwave: +2xl

w | Washer: G Ed oS

w| Dryer; tex2

+2.5x 2
w| Range: L )

Unit Type Modifiers—You can add up to three unit type modifiers tougror separate
the unit types by specified criteria. You can addaifier that limits the number of
options and replaces them with specific designatiéor example, you may have unit
types differentiated by the number of bedroomshVdiunit type modifier you could use
the Den modifier to change a unit option from 2 5 (two-and-a-half bedrooms and two
bathrooms) to 2 2 and den (two bedrooms, two bathrooms, and a tfeygu have
several variations involved in your inspection thgion can limit the length of the unit
type list.

11. Start a new line. This line will begin the itemsatltompose the actual inspection.

You can also set up lines in whatever order yolhwie lines in this example
are set up with the rating set first.
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To start a new line click th&dd Line icon on the Inspection Designer window.
When the Line Properties window appears clickAbdganced button to see the
full window.

M Line Properties

Cancel

]
[v Show on lnput Screen

[v Show it Printed Bepart

[v Include in line numbering

Summary Prampk:

[ Draw a box around line in printed report

Thickness: |0

Color; | Black j

[ Shade background on printed report
Colar: |Ela|:k j

Inztaction: |Elver'-.fiew

Note that in addition to the options for formattiting line there is also an
Instruction box at the bottom of this window. Ifyadd the cod®verview to

this box the line will appear in the Unit Detail @view report on the
spreadsheet. You can also add the &m@ak Costs by Unit Typeto the
Instructions box to have different costs for theeatems broken out by unit
types. For example, when this code is used thef¥ényl — Kitchen (Studio)”
will be listed separately from “Vinyl — Kitchen §32.5)” in the report. The order
in which you add these codes does not matter. @ppéies to common areas as
well.) In the following illustration the lines fishwasher, Refrigerator,
Microwave etc. had the cod@verview added to the Instructions box in the Line
Properties window so they appear in the Unit Ovampage.

Unit #

Unit Typ?UnabIe To Inspect vacant iDishwasher Refrigerator iMicrowave \Range  ‘Range Hood iDisposal iHVAC (Water Heater iFireplace i Ceramic Tile

96-203

Studio Mo Mo e Good Good Good  Good Good Good iGood AR Good

96-204

1x%1 Yes Mo

96-205 3 x Z2Den iMNo Yes Good Good Good Good  Good Good Good :Good Good Good

96-206 3 % 2 Mo Mo Good Good Good Good  Good Replace (Good (Good Repair  Good

96-207 25 x2 Mo il Good Good Replace  Good  iNew Good Good iReplace Good Replace
1.Bath 2
2.Shower 2

[« » [ v} Dashhoard 4 Estimates Mesded % Unit Overview 4/ Unit Ttem Courits £ Unit Ttem Detal 4 Unit By Unit £ Cornmon . | « |

Ready
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Rating Sets

The way in which you set up your rating sets i/weportant to the accurate reporting
of your inspection data in your spreadsheet. Bifsil, you can set up the wording of the
rating sets to fit your specific needs. You cam &asily customize the rating sets for
each different item within an inspection if you dde.

The following ratings examples were taken fromshme template. In the first example
the ratings for the washer were set upNas;, Good, Repair, Replace andN/A, for Not
Applicable.

The ratings for the Ceramic Tile aB®od, Repair, andReplace

The ratings for the Cabinet Doors @eod, Refinish, andReplace
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All of these different types of items were includadne template because they are all
part of one living area. However, they are all@liéint and will require different rating
information. PDspect Due Diligence lets you seyapr ratings in any way you choose.

The other important function of rating sets is tawd attention to items requiring costs.
This is done when the rating sets are created.

Any rating set you create provides the option gate a summary of items marked with
that rating. To do this check tireate summary of items marked with this rating
when you set up your rating set. This will creatimmmary of the items with this rating.

In the following case, the ratingissing shows the optio€reate Summary of items

marked with this rating checked. When the ratindissing is indicated for any item in
this inspection that item will appear in the Migsgsummary.
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It will also appear with its unit number in the spdsheet reports.
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You can edit any rating in the rating set to bated this way. All of the items indicated
on this unit by unit page had ratings set up ttuhe items that will require expenses in
summaries and in cost calculations in the spreatshe

Using PDspect Inspector to Complete an Inspection

The PDspect Due Diligence product uses essenttalgame format and appearance as
the original PDspect program. Refer to the PDspset’s manual for help in completing
an inspection. The PDspect program uses a categoriine-based model. A General
Information category is usually the first categehpwn, followed by the categories for
the specific areas to be inspected. Followingessitreen for an inspection from a multi-
unit inspection. Although this program has the télgg to complete inspections of
hundreds of units, this example shows only 20 uoitsimplicity. The categories include
the general information category, the 20 livingaaeand the two common areas.
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Entering Data

Shown next is the completed General Informatioegaty of this program. This
category presents general information such asrbygepty address, date, inspector’'s
name etc. You can include any information you nedtis category.

As stated, the PDspect program uses a categoryreablased model and the Due
Diligence product uses the same format. One difis#doetween the Due Diligence
product and the basic PDspect program, howevérnatghe lines in the Due Diligence
program behave differently depending on the codegsin the template, as discussed
previously.

Each category must include some basic elementstefiiglate designer can set the order
of these elements in any order he wishes, andrtkysas will follow the order as it is set
up. The required elements are Unit Number, Livirgador Common Area (one of the
two), Unable to inspect, Vacant, and Unit Type.iQml elements include Unit Type
Modifier 1, Unit Type Modifier 2, and Unit Type Mdaer 3. Following is a screen
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showing some completed lines included in the Livitrga #1 category. Because the
units in this property are similar in most respehtscategories for the living areas are
almost identical.

20

Unable to Inspect—Check this element if you cannot inspect the ol can still
add any information that you do have about the, @mitl you may wish to add a note
about why you could not inspect it.

Vacant—This element is self-explanatory. Check this eleniiethe unit is vacant.

Unit Number—Add the specific unit identifier, such as buildingmber if necessary
and the unit numbeAs indicated previously, any unit designation systa can be
used here as long as each unit designation is unghis means that you can call
the units living areas, units, apartments, or wetgour system requires.

Unit Type—This element describes the unit you are inspectmthis template for

an apartment complex the unit types were listeStadio, 1x 1, which means one
bedroom and one bathroomx 24, or two bedrooms and one bathroom, etc. Note tha
you can edit this list in any manner you need. Al can set the program to sort
the list according to the types used most freqyehtvant. In this example the unit is
a studio apartment so that choice was selected.

Unit Type Modifiers—Unit type modifiers group or separate the unietypy
specified criteria. In this case the modifier ismDmdicated on the line by a
checkbox. A modifier is useful in limiting the nuetbof options in a list because it
can be used to replace one unit type with a spegésignation. This property has a
number of bedroom number options available, buteéhgplate designer chose to use
the Den checkbox to change a unit option fromx225two-and-a-half bedrooms and
two bathrooms) to & 2 and den (two bedrooms, two bathrooms, and a tfemnit



modifier is available check it if it is applicabldp to three unit-type modifiers can be
used in a category.

Line Behavior

All the lines include various pieces or elemenis] these lines and elements can include
specific instructions. The line codes &eerview andBreak Costs by Unit Type The
element codes afating, List, Desc(Description),Count, andCost, and they

determine how the information in the line will wedted when calculating costs. See the
Appendix for a listing of these codes and how theyern the reporting of the line data

in the spreadsheet.

Rating—You will enter your rating for the item in this .oNote that the template for
this inspection listed four possible ratings fasttype of line: New, Good, Replace, and
Missing. This inspector indicated that the dishvesishas in good condition.

When you set up your ratings set you can indidadé d¢ertain ratings, such as “Replace”
or “Missing” be listed separately in the costingags. The way to do this is to check the
Requires Noteoption on the Add Rating Set window.
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Sometimes multiples of a particular item, such@mtertops, appear within a unit. When
this happens you should copy the line as many tasggu need and assign the
appropriate rating to each. Do not choose multiglimgs for one line.

Some of the lines in this example follow the saratgwn, such as Dishwasher,
Refrigerator, Microwave, etc. These items will agp@ the Costs section of the
spreadsheet depending on the rating you choosigRatre set up to require that items
given a specific rating must appear in a summaryehlthis is done the items will appear
in the Costs section for further analysis. Addiibitems in the line, such as burners for
the range or a valve for the water heater, willesgppn the Costs section of the
spreadsheet also if they are checked.

Some items, such as ceramic tile, countertopscahuhets may appear multiple times
within a unit. In cases like this you can have @esate listing for each room if you
choose a rating that indicates a need for atteritibaoseonly those rooms that require
attention in these cases). For example, assuméngbthat the countertops in both the
kitchen and half bath need refinishing.

To indicate this and have a separate listing faheaom choos®efinish as the rating
for Countertops then click the dropdown arrow fog tlescription. Chood€tchen, then
click the dropdown again. When the list appearsragalus sign will appear in front of
the choices. Click the plus sign in frontkdlf Bath and that item will appear on the
Countertops line as well.
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That line in your inspection will look like this.

In this case the spreadsheet will show two listimg<ountertops:
Countertops — Refinish — Kitchen
Countertops — Refinish — Half Bath

Items like this that appear multiple times in diéfiet locations can be duplicated as often
as necessary. For example, if the countertopseitviiaster Bath need replacing you can
copy this line then indicate that those countertogsd replacing. The lines will now look
like this:

The spreadsheet will show three lines:
Countertops — Refinish — Kitchen
Countertops — Refinish — Half Bath
Countertops — Replace — Master Bath

These ratings indicate a need for attention forcthentertops in the kitchen, half bath,
and master bath. This means that these items ppiar in the appropriate cost
classifications in the spreadsheet and be delidesteording to the “rooms” indicated.

Other items, such as carpeting and plumbing fist@gpear throughout the unit. When
you inspect these items you will be able to indidaeir respective rooms from the lists
available. (Make sure that you choose only the tmt require attention.) Following is
a list for plumbing fixtures with Master Bath Fatiead Kitchen Sink chosen. Note also
that with the Edit List feature you can add to ardify this list if the template designer
has allowed this. This will be discussed later.
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Because the plumbing fixtures in the master bathkaichen sink were selected as
needing attention the spreadsheet will show twimtis for plumbing fixtures in this unit:

Plumbing Fixtures — Master Bath Faucet
Plumbing Fixtures — Kitchen Sink

Items that are duplicated throughout a unit, sicbadinet doors and smoke detectors
combine their ratings with the ability to “countid number of items that require
attention. This is done by including the cdgieunt in the Instruction property of the
Advanced window of the Q/A piece property window.

Cost Estimates

Any rating that requires the item to be includea@ isummary will cause that item to be
included in a cost total that will be based onribenber entered. The following screen
shows part of an inspection that indicates thatdalunet doors need refinishing.
Because the Instruction property of the CabinetrBetement contained the codeunt
this number will be calculated in the Unit Item Biépage of the report.
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The program will accumulate the total based orgtlnentities you enter.

The Housekeeping Estimate line uses a cost estendite that carries forward into
reports. You can enter text in this entry instebd oumber and the entry will be added to

the Cost Estimates Required Report.

In the following example the tekteavy Mold in Bathroornwas added to the
Housekeeping Estimate line in Unit 96-110.

The cost of correcting this problem was determitoelle $227 and the entry and cost are
both included in the report.
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The line for Drywall Repair Square Feet works like Cabinet Doors entry in that it uses
the Count function to provide a number. Enter thmber of square feet of repair
required and it will be counted using the Countecddscribed in the discussion of smoke
detectors and cabinet doors.

Importing Inspections

PDspect Due Diligence software allows you to incogpe the work of multiple
inspectors into one report. After the inspectioms@mpleted use th@ols  Import
Inspection command to import other inspections.

Click Import Inspection and the following window will appear, allowing yéo choose
the inspections you want to import.

Choose the inspection you want, clioken, and the Import Inspection window will
appear.
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The Categories that have data enteregrane of this window lists the categories that
have inspection information and that are availablee imported. You can choose one
category at a time to import to the current insjpecthen click the right arrow button to
move it to theCategories to Import pane. Or, you can click thdl button to move all of
the available categories to the right pane. Youatso use the left arrow to move one
back if you choose not to import one that you moved

This window also provides a convenient option foe dliligence reports, tHaon't
Replace Existing Categorie®ption. Clicking this option will prevent categesi with

the same name from being overwritten. For exangdsme that you want to combine
inspections for two buildings in one complex. Bothpections contain a category called
“Unit 100.” If you import the inspection withouticking theDon’t Replace Existing
Categoriesoption the imported category will overwrite thasg category with the
same name. This option keeps this from happenidgdows for both categories with
the same name to appear in the final inspectiorsprehdsheet.

When you have moved the categories that you wathetémport pane clicK and
those categories will be added to the current ictsp@ You can then produce the report
from the various inspections.

The Spreadsheet

The PDspect Due Diligence spreadsheet takes tbemation included in the inspection
and presents it in a variety of useful and infor@atvays. It provides much of the detalil
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and calculations needed for a comprehensive digedde inspection. Along with the
information such as market valuation and otherfacassociated with property
ownership it can help present a clear picture efdattual value of the property.

A typical spreadsheet produced by the Due Diliggarogluct on Excel will have a series
of pages (tabs), each one covering a separatetasyibe inspection. These tabs are set
up according to the reports generated. Currerite/program provides the following
reports: Dashboard, Estimates Needed, Unit Overviinit Item Count, Unit Item

Detail, Unit by Unit Costs, Common Area Overviewgr@mon Area Item Counts,
Common Area Detail, Common Area by Area Costs,Motds. These reports will be
explained in detail later.

Dashboard Tab
The first section in this example is tBashboard which presents an overview of the

property.

The Dashboard is designed to give a quick vievhefdroperty and indicates items that
require attention in order to complete the proc&kge. sample shown provides a
breakdown of the property as to type, vacancy,ramdber of units inspected, along with
costs associated with the various areas.
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The dashboard is comprised of the information agsn the report and provides a
summary view of the inspection.

Estimates Needed Tab

The next tab in this example is tBstimates Needeghage. The Estimates Needed page
displays information that is produced when the @étspr adds text where a cost estimate
is expected. This allows an on-site inspector &s& a flag” for review in an area where
he does not have expertise or would prefer to domek and review. In the following
example Unit 96-110 has heavy mold in the bathradncte the cost estimate to
remediate this problem has been determined, ibeaantered here and the cost will be
included in the Summary section of the dashboad®utOther Estimates”. Also note
that the dashboard will identify how many of thetcestimate items do not have costs
associated with them yet in the General secticgh@flashboard under “Estimates need
Attention”.

Estimates Needed Page

Unit Overview Tab

TheUnit Overview page places each unit in the property in a rowpaodides the status
of the items contained in the unit. The unit isdlibalong with its status and type and the
components specified in the template. The statemo element as indicated in the
inspection appears in the cell beneath the rom¢jgshe components.

In this example (two sections are presented fobiity) Unit 96-206, which has three
bedrooms and two bathrooms, was inspected, isawant, and needs to have the
disposal replaced. The fireplace also needs repait.b of this page shows that one
countertop and one cabinet in the second bathramad to be refinished. Some cabinet
doors also need refinishing.

The first four columns, Unit #, Unit Type, Unabtelhspect, and Vacant, are standard
and will always appear on the spreadsheet. Theinamgacolumns will appear only if the
Overview command appears in the line’s Instruction propértys allows the template
designer to specify the items that will appeara$ pf the unit overview. (The limit for
the number of items that can appear in this summsa2$0.)
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Unit Overview Page (a)

Unit Overview Page (b)

Other columns not shown in this example includeoad¢keeping Estimate column and
Drywall Repair Sq. Feet column, which allow for testimates for these expenses. In
the case of issues such as the presence of hedshyomextensive drywall damage the
inspector can enter this information and costglese repairs can be estimated. The
spreadsheet also provides a comment area for matds in the inspection in an Other
Comments column.

Unit Item Counts Tab

The next tab shows thénit Item Counts page. This example shows a partial listing of
repairs and costs for the property. Each line shewarticular item requiring correction
then lists the number of those items that needntipeovement and the costs. It then
multiplies the number of those items by the coghefrepair. In this instance the
inspection showed that 20 cabinet doors need shiimg at a cost of $26.00 each. The
total cost for the refinishing is $520.00, as chlted on the spreadsheet. The spreadsheet
also shows the total cost for all of the expendiuralculated to this point, in this case
$7686.00, so that the user not only has an itertdmy-breakdown but also has a running
total of the costs involved.

The program also allows for accessories or modifietbe added to a basic line. This
allows for a part or component of an item that mexyuire attention to be addressed
without involvement of the main item. For examghes burners on a range may require
replacement but the range itself is in good coaditiThe modifier “Replace Burners” can
be added to the line “Range” and checked.
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The Unit Item Counts page will then show both liaesl the expenses associated with
each. In the following illustration you can seettbiae range needs to be replaced but the
burners need to be replaced on four ranges. Brgalawn costs in this way allows for a
clear picture of exactly what expenditures are eded

Unit Item Counts Page
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Also, the kitchens in these units vary in size iy type of unit. A cost such as vinyl
replacement for a kitchen in a studio apartmentldvbe different from that for a vinyl
replacement cost for the kitchen in a bigger apantmrhis distinction is made when the
template is designed, and this page designatedifteeent costs based on the unit types.

Unit Item Detail Tab

The next page is thgnit Item Detail page. This page shows the expenditures broken
down by unit. In this example the microwaves int9®6-101 and 96-207 need to be
replaced. Where the Unit Item Counts page indicttatitwo microwaves needed
replacing the Unit Item Detail page breaks downcéyavhich units are affected. This
page again includes the cost, extended cost ofehre and the total cost of all items
noted thus far. Note that the 20 cabinet doorsribat refinishing are listed individually
by unit. If you were to scroll all the way down thage you would see how many cabinet
doors need to be replaced in each unit. The numbd@ackets after the unit number
indicates how many cabinet doors need refinishingpat unit; i.e., 96-101 - [2] means
two cabinet doors in unit 96-101 need refinishing.
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Unit Item Detail Tab

Unit By Unit Tab

TheUnit by Unit page shows the expenses specific to each unitnAlje costs for

each item are calculated according to the numbeszding repair or replacement. Note in
the following example that Unit 96-101, which istadio apartment, has several items
requiring expenditures. Two cabinet doors neeadhisfing so that expense is multiplied
accordingly. The total cost for the expenditureagain presented in the Total Cost cell.

Unit By Unit Tab

33



Common Area Overview Tab

TheCommon Area Overviewpage covers conditions in the common areas préasent
multi-unit properties, such as stairways and laymdoms, with each common area in a
row. This is just like the unit overview page exctyat it details the common areas, and
the rules and procedures that apply to the uniepadso apply to the common area
pages. The Common Area Overview page shown détailares of two of these areas.
(This spreadsheet is shown in two parts for beisbility.)

Common Area Overview Tab (a)

Common Area Overview Tab (b)

Common Area Item Counts Tab

TheCommon Area Item Countspage breaks down the costs for the items listedan
Common Area Overview tab. Note that the Overviegepadicated that one carpet
needed cleaning and one needed to be replacedtei€ounts page shows the costs
for this work and again calculates the costs foltiple items and the total cost.

Common Area Item Counts Tab

Common Area Item Detail Tab

TheCommon Area Item Detail page breaks down the common area expenditures by
location. The two carpets pointed out earlier sedimeg attention are in Building 96 on
the first floor (cleaning) and Building 96 on thecend floor (replacing). The total cost is
again displayed on this page.
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Common Area Item Detail Tab

Area By Area Tab

TheArea By Area page further breaks down the common area expéysasthe
expenses for one location. In the example showrdh@non area on the first floor of
Building 96 lists four items that need work alonghatheir expenses. The expenses for
the second floor common area are indicated indh@eswvay.

Area By Area Tab

Item Cost Listing Tab

The Item Cost Listing page lists all of the itene®ding attention along with their costs.
Note theGet items that Need Costdutton on this page. If you click this button the
program will go to the other worksheets and deteemvhich of the items listed are not
included here. If they are not included here th& @oll be empty in the calculations.

The number of how many items need costs is disdlayethe dashboard in the General
section under the Unit Items need Costs and Comfnea ltems need Costs counts.

32 Unit Items need Costs
6 Common Area ltems need Costs
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Item Cost Listing Tab

Notes Tab
The Notes tab lists all of the notes entered dutiegnspection process. In the following
example the inspector provided a comment aboubvkeall condition of the property

then listed comments specific to individual units.
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Notes Tab

As stated, this spreadsheet takes the informaticinded in the inspection and presents it
in a variety of useful and informative ways forarprehensive due diligence inspection.

Modifying Inspection Forms to Fit your Process

Once you have your template set up to fit your ess¢you can also customize it even
further for different situations. You can also allochanges to the inspection format itself.
The stipulations about adding new lines bear repgabowever. The first is that the
easiest way to do this is to find a line that hesrbpreviously set up and that works the
way you want it to, then copy and paste it and riydatiie text as needed. The second
thing to remember concerns adding lines in an ictspe if you add or create a new line
you must include the appropriate instructions st the data gathered in the line is
appropriately included in the cost calculationsydti try to add a line in the inspection
without adding the proper codes the program witlkmow what to do with the data
included in the line and the report results wilt be accurate.

The PDspect Due Diligence product is applicableafoy type or size of due diligence
project. No matter what size property you are ioipg, PDspect Due Diligence is the
perfect tool for conducting your inspection quicklyd efficiently. The spreadsheet
feature allows for the inspection information todst up in clear, understandable fashion,
allowing for accurate cost breakdown and analydsve your due diligence inspections
a giant step into the future with PDspect Due [@itige.
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Appendix: Codes

As stated, the lines in an inspection include waipieces or elements. These lines and
elements can include specific instructions to deiee how the information in the line
will be treated when calculating costs in the sgsbaet. Following is a listing of the line
codes and the element or piece codes and howrnHfagnce the data.

Line Codes
Overview
Break Costs by Unit Type

When you create a line you can include informatiotheInstruction code box of the
Line Properties window to indicate special treattradrthe line itself.

In this example both code®yerview andBreak Costs by Unit Type,were added to the
Instruction box. The Overview code means that it Will appear in the Unit or
Common Area Overview report on the spreadsheetBFbak Costs by Unit Type code
allows for different costs for the same item tdobeken out by unit type. For example, a
property may have vinyl in two types of kitcherudib and 3 2.5. When this code is
used for the kitchen vinyl these lines will beddtseparately in the report. This allows
you to break out the difference in cost for the tywes of kitchen.

The order in which you add these codes does ndemat
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Element Codes
Rating
List
Desc
Count
Cost
Accessory

Rating

Ratings are set up in the template. Iltems withifpdaatings can be made to appear in a
summary and/or require a note. This means thesteonld be included in the analysis
for cost purposes, such as when the item is migsimgeds to be repaired or replaced.

List
Appears in a Question/Answer or Note piece.
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Each item in the list appears separately. For el@mipe lineCabinetsmay list master
bath, kitchen sink, and others. The report willgthbese as separate categories.

Desc
This lists (describes) the name or text that appathe piece or element.
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If a description is included the item will appeaitihe printed report only unless no rating
is included. If this is the case the descriptioit appear in the Unit Detail Overview.
If Desc is used in a Q/A, as shown in the exantpke entered text (Dishwasher)
will be used.
If Desc is used for a text box the text of the otk be used.
If Desc is used in an option list the selectedaptwill be used.

Count

Count is used with a Question/Answer in the cadesr&va quantity would be entered;
for example, the number of smoke detectors to oepta square feet of drywall to be
repaired.

The cost of replacing the smoke detectors will dlewdated based on the number entered.
Cost

The Cost code is designed for manual entry of essinates. With the manual entry it is
assumed that this item does not multiply by a gtiarthat is, each item stands alone.

Text entered for this code, as opposed to a zebtaok, will add the item to the
Estimates Needed page, indicating that the itemiresymore attention. The following
window shows this code used for the item Housekep@ecause a Housekeeping
problem could encompass a variety of issues witkrthig costs, such as heavy mold or
pet odor, the item itself is left blank. The insjpeavill add the data for the specific
problem, and the cost of remediation will be cadted based on that information.
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Accessory (Accessory2, Accessory3)

Accessories are modifier codes added to a lineekample, adding a modifier such as
ReplaceBurnersto theRangeline means that these items can be addressedsspar
from the main item. Accessories will be added ®riport if anything is entered or the
option is checked or selected.
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Because an accessory is part of another lin®#ta ID box identifies what the line item
is. One line can contain up to three accessories.
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