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PROPERTY PURCHASE CHECKLIST 
 

Th is  l i s t  i s  not  meant  to be al l .   I t  i s  meant  to be a star t ing point  f rom which one can take the 

necessary point s .   Over  analys i s  could al so lead to not  concluding a t ransact ion.   

 

 

Essentia l  checks to  be completed pr ior  to the purchase of  any Commercial ,  Retai l  or  Industr ia l  

proper ty.  

 

Property Name  

 

Address of  Proper ty  

 

 

 

1.  COMMERCIAL PROPERTY FINANCE 

 

As  most commercia l  proper ty investments have some form of  f inance, we wi l l  s tar t  here 

as th i s  i s  an area that sometimes takes  much work and t ime to get  in  order .   The l i s t  

below i s  not f in i te , but does give an indicat ion of  the type of  information banks requi re .  

P lease expect a commercial  property f inance appl icat ion to be a far  har sher  process 

than any res ident ia l  one.  

 

1 .1  Fu l l  name of  Bor rowing Ent i ty and Shareholders  together  wi th Banking detai l s  i .e .  

Bank , Branch, Account  number .  

1 .2  Copy of  regi s t rat ion/ company documents/  t rust  deed/ le t ter  of  author i ty .  

1 .3  Latest s igned and audi ted f inancials  of  bor rowing ent i ty (must  be reasonably  

  up-to-date -  banks do not accept f inancial s  of  years  beyond 1 year  back) 

1 .4  Latest s igned and audi ted f inancials  of  t rading ent i ty  as we l l  as management 

accounts not older  than 2 months .  

1 .5  I f  an ex i st ing ent i ty i s  purchasing conf i rmation of  address  (rates bi l l ,  etc) .  

1 .6  Signed and dated personal  s tatements of  Assets  and L iabi l i t ies  of  shareholder s/  

suret ies not older  than 3 months .  

1 .7  Bank detai l s  of  al l  suret ies  

1 .8  Conf i rmation of  address of  suret ies (rates , te lephone bi l l ,  e tc)  

1 .9  Copy of  ID of  suret ies  

1 .10  Detai l s  of  proposed/ ex i st ing tenants ,  showing lease term, rental  payable , 

escalat ions , s i ze of  space leased and conf i rmation of  monthly expenses .  

1 .11  Er f  diagram wi th s i ze of  er f/  sect ional  t i t le  descr ipt ion .  

1 .12  Finance type and amount requi red.  

1 .13  CV and background of  you and your  bus iness .  

1 .14  Fami ly t ree wi th al l  other  legal  ent i t ies  ( inc l .  reg numbers)  

1 .15  Copy of  s igned deed of  sale .  

1 .16  Value, source and t iming of  your  own contr ibut ion.  

1 .17  I f  bu i lding loan, drawings , speci f icat ion, profess ional  team and cost ing.  
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2 .  THE SITE  

 

2 .1  Local i ty P lan showing sur rounding area and names of  adjacent s t reets   

2 .2  Si te Area f rom a surveyors  diagram or  General  plan or  preferable , Diagram Deed 

wi th dimensions of  s i te  

2 .3  Servi tudes .  Obtain (i f  poss ib le) location, area, copies of  diagrams, durat ion, 

benef ic iar ies.   Eg.  R ights  of  Way, Eskom, Post Off ice, Munic ipal ,  Road widening, 

park ing, water  r ights ,  mineral  r ights  severed f rom ownersh ip?. ,  sur face r ights  

(min ing),  un-regi stered servi tudes such as squatters  and r ights  of  way.  

 

 

3.  LAND AND BUILDING INSPECTION 

 

 A vi s i t  to the s i te to check that land and bui ldings conform to what i s  indicated by the 

bui lding plans , s i te diagram, servi tude diagrams etc .  

 

3 .1  Descr ipt ion of :  

 

a)  The s i te (s lope, land use, condi t ion)  
b)  The sur rounding area (adjacent bui ldings , v iew, improving areas?)  

c)  Room for  expansion? 

d)  Poss ible contamination? I f  you suspect any user  or  previous users  of  

the proper ty were deal ing wi th any hazardous chemicals  or  mater ia ls  

such as  asbestos then get a repor t f rom an envi ronmental  exper t .  

 

3 .2  Bu i lding:  

 

a)  Inspection of  bui ldings  –  one must see al l  aspects of  the proper ty and 

bui ldings –  al l  dark corners ,  s tai r  wel l s ,  l i f t  rooms, ai r -condi t ioning 

plants ,  vacant and unused areas , etc .   

b)  Depending on the s i ze and nature of  the property , one may wish to use 

the services of  var ious profess ional s  to inspect aspects of  the proper ty 

and ver i fy that they are in  work ing order .   (eg.  ai r -condi t ioning or  

l i f ts ) .  Such profess ional s  may al so give one a better  unders tanding of  

est imates of  future maintenance. 

c)  Roof ing, st ructure , any cracks?.  
d)  Power supply .  

e)  Fixtures ,  f i t t ings , plant and equipment not to be the subject of  a lease 

agreement, credi t  sale  or  h i re purchase 

f )  Notar ial  hypothecation of  movables? 

g)  Mater ials  and f in i shes used –  durabi l i ty  

−  maintenance impl icat ions  

−  internat ional  s tandards 

 

3 .3  I f  demol i t ion or  al terat ion contemplated:  

 

a)  Cost est imates plus fees  

b)  Est imates of  t iming 

c)  Re-hous ing of  tenants/ removal  of  leases  

d)  Proposed new tenants  

 

Bear  in  mind that di f fe rent locations have di f ferent nuances , for  example, in  Gauteng, 

there may be s inkholes  one must look out for  :  in  Kwa-Zu lu Nata l ,  there may be areas 

susceptible to s l ide, etc.  

 

 

4.       SELLER INFORMATION 

 

4 .1  Who i s  the Sel ler  –  regi stered name.  
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4.2  I f  an individual ,  how marr ied and in which country did they get mar r ied (yes , th i s  

does have an ef fect on your  t ransact ion! ! ) .   I f  in  doubt, get both part ies to s ign 

sale  agreement.  

4 .3  Are they VAT vendors? –  th i s  i s  v i ta l ly  important to the st ructure of  the sa le .  

4 .4  I s  the Sel ler  res ident in  SA for  tax purposes?.  

4 .5  Ask  the Sel ler  of  Agent  i f  there are any mater ial  defects of  the Property?.  

4 .6  Deal ing through a reputable agent , l i ke Guy de la Por te Investment  Propert ies ,  

wi l l  ensure you get the cor rect information re lat ing to the Sel ler .   

 

 

5.  T ITLE DEED 

 

Obtain copies of  latest  Deeds (check wi th Surveyor-General  that they are the latest) .  

Check:  

a)  Owner and date of  purchase 

b)  Descr ipt ion :  location and area 

c)  Condi t ions of  t i t le  –  especial ly  res tr ict ions and servi tudes ;  any new 

restr ict ions or  bonds? 

d)  100% certain of  the ident i ty  of  the proper ty  

e)  Wr i t ten repor t f rom attorneys  (af ter  performing a Deeds’ Regi st ry 

search), conf i rming that there are no res tr ict ions to the development 

of  the s i te .  

f )  Attorneys to supply  l i s t  of  deed and pr ior  deeds to be obtained when 

tak ing transfer .  

 

 

6.  SELLER’S  MORTGAGE BOND 

 

As  a l l  ex i s t ing mor tgage bonds normal ly have to be cancel led pr ior  to regi s t rat ion of  

t ransfer  into the purchaser ’s  name, there i s  general ly  no need to check on the Se l ler ’s  

bond s tatus .  

 

  

7 .  MUNICIPAL VALUAT ION:  LAND AND IMPROVEMENTS 

 

7 .1   Munic ipal  Valuat ion Cert i f icate showing:  

 

a)  Value of  land and improvements  

b)  Owner (check the name on Ti t le  Deed) 

c)  Address of  owner  

 

 7 .2  Rates :  

 

a)  Present rates  
b)  Poss ible increases (reassessment of  proper ty or  increase in rates levels     

cents  in  the Rand) and when l i ke ly  

 

 

 

 

 

 

 

 

 

 

8 .  AVAILABIL ITY OF PUBLIC UT IL IT IES  

 

 

a)  Water :   suf f ic ient pressure for  spr ink lers  
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b)  Electr ic i ty,  sewerage, s torm water  

c)  Gas 

d)  How are the above charged?.  

e)  I s  the Sel ler/  tenants up-to-date wi th u t i l i ty  payments?.  

 

 E lectr ical  compl iance cert i f icates? 

 Genera l  compl iance wi th the Occupational  Heal th and Safety Act?.   I f  a large proper ty ,  

 I t  i s  advi sable to use the services of  a specia l i s t  to  check on compl iance in th i s  regard.  

 

 

9.  TOWN PLANNING 

 

Obtain of f ic ial  zoning sheet  of  the s i te and ensure that i t  cover s  the fol lowing,  or  

al ternat ive ly obtain th i s  information 

 

a)  Use Zoning and def in i t ion of  uses  
b)  Consent uses and def in i t ion 

c)  Bui lding l ines  
d)  Coverage and Def in i t ion  

e)  Height and def in i t ion 
f )  Park ing Requi rements  

g)  Any Annexures , Schedules or  notes re lat ing to the s i te  
 

I f  s i te has been re-zoned, obtain  

 

a)  Photocopy of  new zoning 

b)  Condi t ions of  Amended Scheme 

c)  Has deve lopment contr ibut ion been paid? 

 

Zoning of  sur rounding areas  

 

Any unusual  condi t ions  apply ing to the s i te?.   D i scuss wi th munic ipal  town planners  or  

equiva lent .  

 

Any probable changes to the present s i tuat ion? 

 

 

10.  BUILDING PLANS 

 

 The approved bui lding plans at  the local  author i ty must be checked to see that the 

ex i st ing bui ldings on the s i te (and al terat ions)  have been approved.  I f  not ,  the se l ler s  

must undertake to have the al terat ions  approved at thei r  cost .   Al so compare the 

avai lable r ights  in  terms of  the zoning wi th the exi st ing bui lding to see whether  extra 

r ights  ex i st .  Make sure the rentable areas are  cor rect and conform to the leases , i f  in  

doubt measure the bui lding.  

a)  Age of  bui lding 
b)  History of  renovations ; approved by munic ipal i ty? 

c)  Extra r ights  –  height ,  coverage,  land uses  
d)  Adequate l i f ts  
e)  Protect ion agains t  wind, rain  

f )  Ease of  access  

g)  Ef f ic iency of  bui lding des ign 
 

 

 

 

Occupation/ complet ion cert i f icates?.  

 

Does i t  look l i ke any boundar ies have been encroached?.   Conservat ive purchasers  may 

wish a land surveyor  to  conduct a bas ic survey.  
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11.  ACCESSIBIL ITY 

 

 Where access ibi l i ty  i s  an i ssue, eg. As  in  shopping centres and industr ia l  propert ies ,  

check ex i st ing roads and proposed changes (wi th dates of  ant ic ipated implementat ion) .   

For  al l  proper t ies ,  ease of  access ibi l i ty  and poss ib le res tr ict ions on access ibi l i ty  (eg.  

Munic ipal ,  Department  of  Transport ,  and Prov incial  control s )  and proposed changes (wi th 

dates) to be checked. 

 

 11.1  Ex i s t ing access ibi l i ty  

 

a)  pr ivate vehic les  
b)  publ ic t ranspor t  
c)  pedestr ian 
d)  ra i l  s id ing or  s iding r ights  
e)  other  

 

11.2   Proposed access ibi l i ty ,  new; 

 

a)  roads  
b)  ra i l ,  bus  
c)  pedestr ian routes  
d)  ai r  

 

11.3  Container  handl ing faci l i t ies ,  or  wi th in Free Del ivery area of  a s tat ion (for  

industry)  

 

 

 

 

11.4  avai labi l i ty  of  on-s i te  park ing 

 

a)  no. of  bays  
b)  rat io of  s i ze of  development (no of  bays /  100  sqm) 

 

11.5  Access ibi l i ty  to Social  services , Envi ronmental  Qual i ty  

  Th i s  i s  especial ly  re levant for  res ident ial  bui ldings ;  

 Prox imi ty and access to shops ,  schools ,  parks ,  l ibrar ies ,  spor ts  faci l i t ies ,  noi se , 

pol lut ion (temperature  invers ions , local i zed pol lu t ion) ,  e tc  

 

 Any proposed Road widenings? 

 

 

12.  SOIL  AND SUBSURFACE CONDIT IONS 

 

Check for  the ex i s tence of  e .g. col laps ing soi l s ,  heaving c lays .  Ecca Shales ,  do lomi te , 

undermin ing, watercourses (50 year  f loodl ine) .  I f  necessary have soi l  tests  done and 

f loodl ine drawn and a repor t on the impl icat ions of  subsoi l  condi t ions for  foundations 

and deve lopment.  

 

 

13.  TENANT MIX AND DESCRIPT ION 

 

13.1  Speak to the tenants to get and idea of  the att i tude towards the bui lding and 

l i ke l ihood of  them renewing thei r  leases .  

13.2  Ensure tenants not al l  dependent on buoyant economy, not  al l  in  the same 

economic sector .   

13.3  Turnover  of  tenants over  the past 3  years  

13.4  Change in type and s tandard of  tenant over  past 3  years .  
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13.5  Descr ipt ion of  tenant’s  bus iness  

13.6  F inancial  s t rength/credi t  rat ing of  ex i s t ing tenants .  

 

 

14.  CURRENT LEASES  (obtain copies of  leases and check –  especial ly  for  ambigui t ies . )  

 

14.1  What premi ses are rented?  I s  i t  c lear ly s tated? 

14.2  Check that the actual  measured areas in  the bui lding said to be rented 

correspond wi th the areas stated in the lease.  

14.3  Compar i son of  rentals  wi th market :   h igh/ low 

14.4  Graph of  lease expi ry date to show when bui lding wi l l  requi re let t ing.  

14.5  Check that leases proper ly executed by al l  par t ies :   

 

a)  Stamped correct ly –  re fer  latest  Stamp Duty ru les  

b)  Signed and al l  pages in i t ia led 
c)  Al l  annexures refer red to accounted for  and in i t ia led 
d)  I f  any guarantees –  phys ical  inspection essent ial ,  proper ly  executed,   

s igned, s tamped          

e)  I f  any suretysh ips ,  proper ly executed, s igned, stamped 

f)  Al l  reso lu t ions cor rect ly s igned and attached to leases? 

g)  Al iens :  do they have necessary author i ty to enter  into the lease 
h)  Foreign companies :  Reserve Bank permi ss ion?.  

 

 Check:  

 

a)  Are the leases cur rent  
b)  Are renta ls  paid actual  rental s  as calculated in terms of  the lease as 

shown to purchaser  

c)  Are renta l  f igures c lear ly s tated and correct ly  calculated 
d)  Escalat ions  

−  Al lowed 

−  amounts c lear ly s tated 

e)  Commencement date c lear ly s tated 

f )  Durat ion c lear ly s tated 

g)  Any renewal opt ions :   length of  opt ion 

h)  Any sub- leases  

−  Cess ion 

−  lease ass igned 

i )  Ar rears  due? 

−  what  

−  amount 

−  age analys i s?  

−  ask i f  any bad payers  

−  credi t  check on any substant ial  tenants  

 

j )  Other  payments due? 

−  tenants extras  

−  loans  

−  electr ic i ty  

−  other  

k)  Any var iat ions? 

−  are they recorded 

−  executed 

−  stamped 

−  verbal  var iat ion  

 

Insurance 

a)  Landlord obl igat ions  
b)  Rights  of  tenants  
c)  Insurer  



 

Guy de la Por te           Te l :  083-400-2121 

 
    SUB SR IBE   f o r  f u r the r  t i ps  on  commerc ia l  p roper ty  i n ves t i ng  and advance no t i ce  o f  p r oper ty  oppor tun i t ie s   

                                              

             www.guyde lapor te .co . za/company/subsc r i be/  

 

                                                   Copy r i gh t  :  Guy  de  l a  Po r te      

d)  Cost of  insurance 

 

Any unusual  or  onerous c lauses :  

 

a)  Devaluat ion 

b)  “Gold” c lauses  

c)  Exclus i v i ty  
d)  Th i rd par ty r ights  or  obl igat ions (e .g. consent of  3 r d  par ty requi red for  

cess ion of  lease) 

e)  Options or  pre-emptive r ights  

f )  Other  

 

 

Check author i ty to enter  into the leases :  

 

a)  I f  a company leas ing:  

−  Check Ar t ic les of  company 

−  Inspect resolu t ions to enter  into lease 

−  Has s ignatory been author i zed 

(resolu t ion) to s ign  

b)  I f  a par tnersh ip or  f i rm:  

−  have a l l  par tners  given author i ty  to 

enter  into the lease 

−  have a l l  par tners  s igned resolu t ion 

empower ing s ignatory to s ign lease 

c)  I f  an individual  –  check whether  marr ied woman (in communi ty of  

proper ty) ,  minor  or  prodigal .   Must  then be ass i s ted by a re levant  

person.  

  

 

Deal ing through reputable  brokers  l i ke Guy de la Por te Investment Proper t ies who 

special i ze in  tenanted proper t ies ,  and use state-of- the-ar t  computer  sof tware to 

analyse and present in formation, wi l l  ensure the above information i s  provided in an 

easy to user  f r iendly  format.   

 

 

 

15.  RENTAL HISTORY 

 

Gross and net  rental s  over  the past 3  years  to evaluate:  

 

a)  Trends  in  expenses  
b)  What escalat ions there  were and when appl ied 

c)  Trends  in  net renta ls  
d)  L ike l ihood of  tenants ask ing for  rent reductions  

 

 

 

 

16.  EXPENSE ANALYSIS  

 

One needs to  ascertain what the real i s t ic  expenses are for  the f i r s t  year  of  ownersh ip as 

wel l  as unders tand what they wi l l  be for  the foreseeable future .  Al so , who pays for  

each expense and are  they recoverable f rom the tenants in  terms of  thei r  leases .  

 

Expenses for  a proper ty wi l l  vary f rom proper ty to proper ty .  A l i s t  of  expenses wi l l  

inc lude:  

 

Rates  

Refuse and waste removal  



 

Guy de la Por te           Te l :  083-400-2121 

 
    SUB SR IBE   f o r  f u r the r  t i ps  on  commerc ia l  p roper ty  i n ves t i ng  and advance no t i ce  o f  p r oper ty  oppor tun i t ie s   

                                              

             www.guyde lapor te .co . za/company/subsc r i be/  

 

                                                   Copy r i gh t  :  Guy  de  l a  Po r te      

Sewerage 

Water  

Insurance 

Repai rs  & Maintenance 

Management 

E lectr ic i ty 

Meter  Reading 

Local  Counci l  levies  

Improvement Di st r ict  levies  

Ai r -condi t ioning maintenance 

Cleaning –  ins ide and out  

L i f ts  and Escalators  

Gardens and Landscaping –  ins ide and out  

Hygienic services  

Mechanical  equipment 

Pest control  

Faci l i ty  management 

E lectr ical  service contracts  

Consumables  

Sa lar ies and wages 

Secur i ty  

Accounting and Audi t ing 

Market ing, merchants  associat ion/  promotion funds  

Tenant Instal lat ion costs  

Lett ing Commiss ions  

 

Any contracts wi th service provider s  for  any of  the above expenses?.  I f  so, how much 

and for  what per iod?.  

 

Any recover ies of  these expenses in  terms of  occupiers’  leases must  be recognized as  

income – preferably to  be inc luded in gross  renta ls  col lected f rom tenants .  

 

 

 

17.  NETT  RENTAL PROJECT IONS 

 

Obtain project ions f rom vendor  of  gross  and net renta l  project ions for  coming year  to 

compare wi th the PURCHASER est imates of  nett  rental  and to see projected change in 

expenses .  

 

 

 

18.  IF  LEASEBACK OR COMPANY PURCHASE 

 

I t  i s  general ly  advi sed agains t  purchasing the ent i ty that holds a property .  

 

 

Obtain suf f ic ient information to form an educated opin ion of  the f inancial  heal th and 

prospects .  

 

18.1  F inancial  evaluat ion (audi ted statements)  

 

−  Gross and net  income trends and prospects  

−  What management/ di rectors  feel  of  the next  2  years t rading? 

−  Capi tal  s t ructure and t rends  

−  Tax l iabi l i ty :   past and future 

−  Financial  heal th :  h i s tor ical  and future  

 

 

18.2  Memorandum and Ar t ic les of  Associat ion  



 

Guy de la Por te           Te l :  083-400-2121 

 
    SUB SR IBE   f o r  f u r the r  t i ps  on  commerc ia l  p roper ty  i n ves t i ng  and advance no t i ce  o f  p r oper ty  oppor tun i t ie s   

                                              

             www.guyde lapor te .co . za/company/subsc r i be/  

 

                                                   Copy r i gh t  :  Guy  de  l a  Po r te      

 

Check that a l l  the books requi red by the Companies Act are in  order ,  

s igned, up- to-date, audi ted etc .  

 

 

 

19.  FOR SECTIONAL T ITLE PURCHASES 

 

 

Detai l s  of  sect ion scheme 

 

19.1  Check on the solvency of  the scheme by s tudying the f inancials  of  the Body 

Corporate  

19.2  Check wi th the managing agents whether  there are any special  lev ies pending 

such as  for  repai r s  to l i f ts ,  paint ing or  waterproof ing the bui lding and roof  repai r s  

etc .  

19.3  Check whether  there i s  a real  r ight to extend the scheme in ex i s tence and 

whether  the exerc i se of  that r ight wou ld adverse ly impact on the f lat/apartment 

you intend to purchase 

19.4  Check on the ru les govern ing the scheme and fami l iar i ze yourse l f  w i th them.  For  

example i t  should be noted whether  pets  or  noi sy/  di r ty industr ies are al lowed. 

19.5  Check on the monthly levies payable  for  the uni t  you wish to purchase and for  

any exclus i ve use areas such as park ing bays  or  gardens etc .  

19.6  Purchase park ing bays  and in par t icu lar  lock up /  covered park ing or  garages .  I f  

poss ib le , as the provi s ion of  suf f ic ient secure and safe  park ing for  the occupants 

of  the proper ty being purchased to le t i s  very important  

19.7  Check on the phys ical  condi t ion of  not only  the premises you wish to purchase 

but al so of  the common property such as the roofs ,  l i f ts  and exter ior  of  the 

bui ldings etc .   I f  necessary  get exper t opin ion.  Request that the se l ler  provide a 

warranty that he/she i s  not aware of  any latent (h idden) defects in  the proper ty 

which have not been di sc losed 

19.8  Remember that whi le the Body Corporate i s  respons ible for  the repai r  of  the 

common property such as the roof  and the exter ior  of  the bui ldings  etc and that  

you personal ly wi l l  not  be cal led upon to carry out any such repai r s ,  you wi l l  

have less  control  over  expendi ture on repai r s  and maintenance, than you would 

have wi th convent ional  proper ty  

 

 

20.  STRUCTURE OF TRANSACTION 

 

At  th i s  point one shou ld, i f  not a l ready done so, star t  th ink ing about  the st ructure of  the 

transaction.  

Depending on the s i ze and nature of  the deal ,  i t  i s  advi sable to consult  one’s 

accountant and attorney to make sure a l l  aspects one has cons idered are taken into 

account .  

 

 

The above information i s  extens ive and may take some effor t  in  accumulat ing.  I n  order  to  

achieve the best resu l t  for  your  proper ty ,  we encourage you to be as comprehens ive as 

poss ible .  

 

 
 

Whi l s t  every  e f fo r t  has been made to  ensu re the accuracy  of  the in fo rmat ion conta ined he re in ,  no  

l iab i l i ty  can be accepted for  any e r ror s  or  omiss ions and Purchasers  and Se l le rs  a re  encouraged to  

ver i fy  fac ts  p r io r  to  any  t ransact ion.   These par t icu lars  are  for  in fo rmat ion on ly  and do no t ,  in  any  

c i rcumstances,  fo rm par t  o f  any cont ract ,  e i ther  express  or  impl ied.   Guy de la Por te  Inves tment  

P roper t ies  can and wi l l  i n  no way be held responsib le  fo r  the in te rp retat ion or  usage of  the in fo rmat ion  

detai led he re in .  

 


