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Overview

A lease amendment is a formal change to an existing lease that modifies specific terms
such as extending the lease term, updating rent amounts, or adjusting operating expenses
without having to create a new lease record.

STRATAFOLIO lets you enter these changes directly into the existing lease so you preserve
historical data, avoid re-entry of information, and keep your rent rolls and reporting
accurate.

This companion walks you through exactly how to enter an amendment including
extensions, escalations, expense period updates, and file attachments in STRATAFOLIO.
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What Is a Lease Amendment

A lease amendment is a documented alteration to the original lease agreement that
becomes part of the lease record.

It may involve changes such as:

Extending the lease end date

Modifying rent or adding escalations

Adjusting operational expense periods

Updating renewal option counts

Uploading executed amendment documents for reference

In STRATAFOLIO, entering an amendment updates the active lease’s details while
retaining all previously entered lease history, avoiding redundant data entry and
preserving audit trails.

IFSTRATAFOLIO Lease Amendment Companion

Version 1.1 | November 2025



IRSTRATAFOLIO

When to Use a Lease Amendment

You should create a lease amendment in STRATAFOLIO when:
e The lease term is extended beyond its original expiration date
¢ Rent rates change on a scheduled or negotiated basis
e Operating expense periods require updates to match the new term
e Only part of the lease terms change (i.e., you do not need to re-enter everything)

If the terms change completely or a tenant carries over a completely different lease,
you may instead create a new lease but for most extensions and partial updates, an
amendment is best.
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n Navigate to the Lease

B Jane Doe
Admin ~

All Leases ©

From the left-hand
navigation panel, go E

to: NewLeases mustbe aded 0 3 Uit
2 Dashboards
Operations » Leases —
Click the i icon next to e ~NoFiter - ~Nofier— ~NoFiter - ~NoFiter - -~ NoFier - ~NoTenants -
the tenant lease you —
want to amend to = NoFier - - NoFier - ~No Fier - ~No Fier - . gy iy
open the Lease Operating Expenses

Rent Collection

Abstract.

Excel ‘ v ‘ Report Settings

Work Orders

View Lease Details

) Finances »
o ] &
T h IS IS Wh ere a | I I ease ildings Address Building's RSF @ Tenants Lease Type Lease Pro-Rata Share Lease Start Date Lease End Date Annual Base Rent (Per RSF)
Reports
te rms an d & 123 Main Street, Cedar Rapids, IA 52404 5,000 Family Dentist Modified Gross 0% 01/01/2022 12/31/2028
! Communications
amen d ments are portal e o 3519 Partridge Parkway, Cedar Rapids, IA52404 9,900 The Bookstore Other 33.33% 01/01/2025 12/31/2027 $21.82
ortals
mana g ed . » Ermere e ¢ 5925 Prairie Road, North Liberty, IA 52317 7,000 Silas Anderson Gross 25.00% 04/01/2025 03/31/2027 $12.34
9 Blog e ¢ 700 Raccoon Road, Cedar Rapids, 1A 52401 5330 Samuel Fisher Gross 20.64% 01/01/2025 01/31/2027 $21.82
Knowledge Base e ¢ 5200 Bluebird Road, Cedar Rapids, A 52403 13,500 Chicken Restaurant NNN 11.11% 01/01/2024 12/31/2028 $16.00
Need Help? e ¢ 3519 Partridge Parkway, Cedar Rapids, IA 52404 9,900 Fleming Lawncare 2 NNN 33.33% 02/01/2022 03/31/2025 $9.09
e < 5200 Bluebird Road, Cedar Rapids, IA 52403 13,500 Betty Decker NNN 14.81% 02/01/2020 01/31/2024 $9.90
e ¢ 5200 Bluebird Road, Cedar Rapids, IA 52403 13,500 Millers Gross 11.11% 01/01/2019 12/31/2022 $14.80

a - e e e o bdie e — A vy e Rartng

Showing 1 to 9 of 26 entries

Copyright © 2025 STRATAFOLIO, INC.
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a Change the Lease Status (If Needed)

STRATAFOLIO T —
H =] 3519 Partridge Parkway , Unit 2A
automatically marks a
lease as Expired when its
end date passes Lease Abstract @ Units G [3) Contacts B, Tenants @ [2 LeaseRates @ (3) OpEx [ [S) Invoices [ (3 Payments @ Insurance £ MW Files €

(oo

Lease Abstract

If you are extending a

Real Estate CPA Firm Lese T 01/01/2020 - $0.00
lease that is already
expired: s —— S
-I. From the Lease \ SUILDING'S RsF © 9,900 P iw” A $0.00
Abstract, click Edit ot ot frSyeng e e
1 1 I e Intentionally Omitted
Lease. This will open

Yes

the Edit Lease form.
2.Change the Lease

Status to the

appropriate status (for

example, Occupied).

. Confirm your lease details by specifying the unit, selecting the tenant, and choosing the lease type

3.Click on Save and status. The unit should match the leased space; you can include multiple units if a single lease
Cha nges (fOU nd at the covers several. Pick a tenant from the list or add a new one as needed. Select the lease type and
very bottom). :Z;g:;;;atus to reflect the lease's current state. These choices affect invoicing, rates, alerts, and

Tell us about your Lease.

* Indicates a required field.

This ensures the lease

* *
is active again before ,
. 2A o Real Estate CPA Firm .
you extend it.
* *
NNN X v Occupied v
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n Change the Lease Status (If Needed)

Here is a helpful guide on what the different Lease Statuses mean.

Lease Status

Future Lease

Occupied

Month-to-Month

Year-to-Year

Expired

Notice — Available to
Rent

Breach of Contract

Eviction Started

Evicted

IFSTRATAFOLIO

Meaning / When to Use

Lease is signed but has not started yet; typically used when
the tenant will occupy in the future (e.g., pending move-in or
build-out).

Tenant is currently occupying the space and lease terms are
active.

Tenant continues occupancy without a formal end date after
original term; used for short-term continuations.

Tenant continues annually without a fixed end date; typically
rolled each year.

Lease term has ended normally (no breach); tenant may have
vacated or stayed but new lease isn’t executed yet.

Tenant has given notice and may be vacating but the lease
has not yet expired; space becomes available.

Tenant has breached lease terms (e.g., non-payment, goes
out of business).

The legal eviction process has begun to remove the tenant.

The tenant has completed eviction and has been removed
from premises.

IRSTRATAFOLIO

How STRATAFOLIO Treats It

Automatically switches to Occupied on the lease start date.

Considered active and included on the Rent Roll.

Latest lease rate continues monthly until changed; included
on Rent Roll.

Latest lease rate continues yearly until changed; included
on Rent Roll.

STRATAFOLIO automatically switches to Expired the day
after the end date; not included on Rent Roll and will not
invoice.

Still included on Rent Roll until expiration; new tenants can
take over remaining term.

Rent is not added to the Rent Roll.

Indicates eviction in progress; rent is not added to Rent
Roll.

Rent is not added to Rent Roll.

Lease Amendment Companion
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H Extend the Lease End Date

1.0n the Edit Lease form,
update the Lease End
Date to reflect the new
expiration on the
amendment.

2.If the tenant has
executed renewal
options, update the
Lease Renewal section
to show how many
options remain.

3.Click Save to apply the
new end date.

4.This step extends the
active lease time frame
so STRATAFOLIO can
accept updated rates
and expense periods.

IFSTRATAFOLIO

Lease Duration

Enter the lease start and end dates exactly as stated in the lease agreement, including any
amendments. Make sure the start date reflects the true commencement date. If a lease is
extended or renewed, update the end date so the rent roll stays accurate.

01/01/2020 12/31/2025

N

Lease Renewal

Document any renewal options or communication status for the lease. Indicate whether renewal
options exist, and add notes about terms or amendment details. Keeping this section updated
ensures renewal decisions are tracked clearly.

Yes h

Original Lease - 2 options to renew for 3 years each at FMV

Lease Amendment Companion
Version 1.1 | November 2025
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Add Lease Rate Escalations

O nce t h e | ease te rm IS eXte n d ed = 7| = Partridge Parkway > [ 3519 Partridge Parkway, Cedar Rapids, IA 52404

1.From the Lease Abstract, go to =] 3519 Partridge Parkway , Unit 2A

the Lease Rates tab. e

2.Click Add a Lease Rate. This will >
open the Add Lease Rate form. [ Lease Abstract & units G [@ Contacts G J, Tenants EB M (+) opEx @ (@ Invoices [ (@) Payments @ () Insurance g BB Files [N

3.STRATAFOLIO will suggest
dates for the next rate period, a Q0
adjust them if needed. Brmmmm———

4. Enter the new lease rate
amount, rate type (per RSF or
flat), and check Lease Amount
Confirmed if appropriate.

5.In the notes, include any
reference to where the rate is

=_r M Partridge Parkway > [ 3519 Partridge Parkway, Cedar Rapids, IA 52404 m
=] 3519 Partridge Parkway , Unit 2A

Tenants: Real Estate CPA Firm

lu Pr ties

% Operations v % T

stract Units Contacts Tenants = Lease Rates s) OpEx Invoices Payments Insurance Files
& 2 » y

Lease Rates + Add aLease Rate

<<<<<< Show| Al v|entries Excel | ¥ || ReportsSettings
documented (such as
"
A m e n d m e n t eXeC u ted o n Lease Rate Start Date Lease Rate End Date Total Monthly Due Total Annual Due (Per RSF) Monthly Base Rent Annual Base Rent (Per RSF) Monthly Additional Charges @ ‘Annual Additional Charges (Pe|
”
m m/d d/yyyy ) . rd 01/01/2020 12/31/2020 $4,500.00 $16.36 $4,500.00 $16.36 $0.00 $0.00
6- Cl I Ck Save Or Ad d Another Lease Vd 01/01/2021 12/31/2021 $4,590.00 $16.69 $4,590.00 $16.69 $0.00 $0.00
Ra te Afte r SaVI n g to I n p u t Vd 01/01/2022 12/31/2022 $4,640.00 $16.87 $4,640.00 $16.87 $0.00 $0.00
multiple escalations.
rd 01/01/2023 12/31/2023 $4,900.00 $17.82 $4,900.00 $17.82 $0.00 $0.00
rd 01/01/2024 12/31/2024 $4,998.00 $18.17 $4,998.00 $18.17 $0.00 $0.00
C] v 01/01/2025 12/31/2025 $5,097.96 $18.54 $5,097.96 $18.54 $0.00 $0.00
Showing 1 to 6 of 6 entries Previous - Next
Save Cancel

Lease rate start and end dates must fall within
the revised lease term.
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H Extend Operational Expense Periods (If Needed)

If the amendment affects a @-e_

operational expense (OpEX) R S € e
periods:

1.Click the OpEx tab. =——n~o___|
2.Find the expense year or

period you need to extend

. o e =| LeaseAbstract ) @ Units [ (8} Contacts B J, Tenants [N |';°‘ Lease Rates [ gsj OpEx @ @ Invoices [} (@) Payments (@ () Insurance 3 Wm Files B
and click the pencil icon. — (9 ool

3.Update the expense end
date to match the extended

lease term. -
Operating Expenses
4.Save your changes. peratng =@ e

% & Partridge Parkway > [J 3519 Partridge Parkway, Cedar Rapids, IA 52404 m
3519 Partridge Parkway , Unit 2A =

papts: Real Estate CPA Firm

flonthly Invol

n 01/01/2020 - 12/3

Lease Abstract & Units @[3} Contacts [, Tenants B Fel Lease Rates [l (s) opex @ (@) Invoices [ (@) Payments [ () Insurance ) @@ Files KB

Search Show| 10 |entries ‘ Excel | ¥ ‘ Report Settings
4 oOperating Expense Start Date Operating Expense End Date Monthly OpEx Amount € Annual OpEx (Per RSF) Annual OpEx Amount @ Lease RSF @ Operating Expense Notes
Edit Operating Expense
*Indicates a required field. s B 01/01/2020 123112020 $2,912.00 $10.59 $34,944.00 3,300 2020 Operating Expenses
s B 01/01/2021 12/31/2021 $2,912.00 $10.59 $34,944.00 3300 2021 Operating Expenses
G EXPENSE START DATE * OPERATING EXPENSE END DATE *
g | 010172025 (] | 12312025 s D 01/01/2022 12/3172022 $2,912.00 $10.59 $34,944.00 3,300 2022 Operating Expenses
OPERATING EXPENSE NOTES
2605 Oparaing Expestes s B 01/01/2023 12/31/2023 $2,912.00 $10.59 $34,944.00 3300 2023 Operating Expenses
7
7 s O 01/01/2024 12/3172024 $2,912.00 $10.59 $34,944.00 3,300 2024 Operating Expenses
EEVHELEC  Clone | Cancel
Delete Operating Expense
A By deleting this record you will be deleting 8 Operating Expense detail records. (] 01/01/2025 12/3172025 $2,912.00 $10.59 $34,944.00 3,300 2025 Operating Expenses
Edit Operating Expense

Showing 1 to 6 of 6 entries Previous - Next

It's coommon to close out each
year and clone the OpEx period
to carry forward expense
categories for the next period.
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n Add Amendment Documents to Files

Upload executed
amendment documents so
the lease record has the
source files attached.

E Jane Doe
Admin ~

& STRATAFOLIO Demo Company > & Parker

nvoice $8,009.96

2] Sors arwiige ariowsy i 2 DAY .

Tenants:RealEstate CPA Fim :

1.Click the Files tab.

2.Click on the Add A File s
button and use the form Lease Files
to upload your file.

S

Lg
Lease Abstract & Units G (8] Contacts @  Jl, Tenants B F"‘ Lease Rates [} gsj OpEx @ Invoices [l (@) Payments @ Insurance nl W Files EB |

arch Show| Al v |entries Excel | v || Reportsettings
3.Choose the file type (such
u ”
as Le ase A men d ment ) 5 Preview ~ TenantPermissions® ~ FileT) File Name File Description FileSize(MB) ~ File AddedDate ~  File Added Time (CT) ~ File Added By File Added Na
a d d a d esc r| pt | on , an d L 0 View Commercial Leas! Commercial-Lease-Agreementpdf ~  Real Estate CPAFirm  0.085 071712021 05:26 AM support@stratafolio.com  STRATAFOLIO ¢

select whether the tenant
can see the file through
the Tenant Portal.

4.Click Upload to finish.

Showing 1to 1 of 1 entries

Add A File

Add up to 10 files at a time

Including the actual
amendment documents
simplifies audits and future
review.

File Restrictions: @

Hide

Commercial Lease

Add File Cancel
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After You Finish

Once the amendment is
fully applied:
1.Run the Rent Roll or
related reports to
confirm escalations
reflect correctly.
2.Verify that
operational expense
periods align with the
new term.

B Jane Doe
Admin v

Rent Collection @

s4 | —NoFilter - No Filter - 21| | ~NoFilter -- - No Filter -- - No Filter

% Operations

s - NoFilter - - No Filter - - No Filter -- [ 01/01/2026 3"'"‘ 01/31/2026

[@ Add Invoices @ Finalize (8 Add Payments @ Print or Preview Invoices @ Email Invoices @ Rent Roll @ Invoice Report

Show Al entries Excel | v || ReportSettings

3.Confirm all uploaded

fl |eS are p resen t an d 0 Entity Legal Name Assets Buildings Address Tenants Uses ACH Autopay Enabled ACH Transfer Settings Balance Invoices @ Invoic:

Categ o I'Ized COI’reCt|y, (m] d Bird Real Estate, LLC Cardinal Road 200 Cardinal Road, Cedar Rapids, 1A 52402 Tire Store Yes No $35,0
4_' U Se | ea Se a I e rts to (m] & Lionfish Properties, LLC Lionfish Lane 4500 Lionfish Lane, lowa City, IA 52240 HVAC Central No $0.00

m O n Ito r u pCO m I n g (m] S - Test Entity Test Office 123 Main Street, Cedar Rapids, |A 52404 Family Dentist No $0.00

expirations or

(m] & Bird Real Estate, LLC Bluebird Road 5200 Bluebird Road, Cedar Rapids, IA 52403 Chicken Restaurant No $3,19

escalations.

(m] d Parker, LLC Prairie Road 4925 Prairie Road, North Liberty, IA 52317 Box Store No $16,706.25 Invoice #30396 $66,7

This review ensures the . .
e Run a Rent Roll Report: Operations » Rent Collection » Rent Roll button

entered accurately and
that future invoicing and
reporting will be correct.
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A Note on the Lease Expiration Alerts in the Edit Lease Form

Lease Expiration Alerts notify you when a lease is approaching its end date so
you can take timely action. These alerts are critical for avoiding unintended
vacancies, missed renewal opportunities, or lapses in rent billing. STRATAFOLIO
automatically generates Lease Expiration Alerts based on the lease end date and
continuously updates them as lease data changes.

IRSTRATAFOLIO

[\ Lease Expiration Alerts

Set up email alerts to remind you before a lease expires. Enable the alert and enter the number of
days before expiration when you'd like to be notified. This helps you stay proactive about renewals.

Yes v

120

A Lease Expiration Alert is a system generated notification tied directly to the Lease End Date in STRATAFOLIO. It indicates that a

lease is nearing expiration and requires review or action.

Lease Expiration Alerts help you identify leases that may need:
¢ Renewal negotiations
Lease extensions or amendments
Termination planning
Transition to month to month or year to year status
e Preparation for vacancy and re leasing
These alerts ensure lease expirations are visible well before they become urgent.

What Happens When a Lease Expires
e STRATAFOLIO automatically changes the lease status to Expired
e The lease is removed from the Rent Roll
¢ Rentis no longer billed unless the status is changed

Lease Expiration Alerts are designed to prevent this from happening unexpectedly by giving you advance notice.

Lease Expiration Alerts update automatically when you:
Change the lease end date
Create a lease amendment or extension
Change the lease status to Month to Month or Year to Year
e Terminate or expire the lease intentionally
If the expiration no longer applies, the alert is removed automatically by the system.
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Checklist

Before You Begin

L1 Confirm the lease amendment has been fully executed and signed

L] Review the amendment document and identify exactly what is changing

[ ] Confirm the effective date of the amendment

[ Determine whether the lease term is being extended

] Identify any changes to rent, escalations, square footage, or expense
responsibility

L] Verify whether the lease is currently active or expired in STRATAFOLIO

After the Amendment

[l Save all changes and confirm the amendment is fully applied

L] Communicate internally that the lease has been amended if needed
[ ] Set or review lease alerts for future expirations or escalations

] Retain the amendment document for audit and reference purposes
] Periodically review the lease to ensure ongoing accuracy

[ — ® Lease Amendment Companion
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Best Practices

o Always Extend, Don’t Recreate
o When possible, amend the existing lease rather than creating a brand-new lease.
This preserves data like security deposits, original terms, and historical rate records.
e Be Exact With Dates
o Ensure the lease end date and rate periods exactly match the executed
amendment. Small date errors can lead to rent miscalculations or reporting gaps.
e Document Everything
o Attach all amendment files to the lease and use notes on lease rate entries so
others know where each rate is sourced from.
o Use OpEXx Cloning Wisely
o When extending expense periods, consider cloning prior periods to maintain
consistent categories instead of rebuilding them from scratch.
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	Overview
	A lease amendment is a formal change to an existing lease that modifies specific terms such as extending the lease term, updating rent amounts, or adjusting operating expenses  without having to create a new lease record.
	STRATAFOLIO lets you enter these changes directly into the existing lease so you preserve historical data, avoid re-entry of information, and keep your rent rolls and reporting accurate.
	This companion walks you through exactly how to enter an amendment including extensions, escalations, expense period updates, and file attachments in STRATAFOLIO.
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	What Is a Lease Amendment
	A lease amendment is a documented alteration to the original lease agreement that becomes part of the lease record.
	It may involve changes such as:
	Extending the lease end date
	Modifying rent or adding escalations
	Adjusting operational expense periods
	Updating renewal option counts
	Uploading executed amendment documents for reference
	In STRATAFOLIO, entering an amendment updates the active lease’s details while retaining all previously entered lease history, avoiding redundant data entry and preserving audit trails.
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	When to Use a Lease Amendment
	You should create a lease amendment in STRATAFOLIO when:
	The lease term is extended beyond its original expiration date
	Rent rates change on a scheduled or negotiated basis
	Operating expense periods require updates to match the new term
	Only part of the lease terms change (i.e., you do not need to re-enter everything)
	If the terms change completely or a tenant carries over a completely different lease, you may instead create a new lease but for most extensions and partial updates, an amendment is best.
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	Process
	Navigate to the Lease
	From the left-hand navigation panel, go to:
	Operations → Leases
	Click the i icon next to the tenant lease you want to amend to open the Lease Abstract.
	This is where all lease terms and amendments are managed.
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	Process
	Change the Lease Status (If Needed)
	STRATAFOLIO automatically marks a lease as Expired when its end date passes.
	If you are extending a lease that is already expired:
	From the Lease Abstract, click Edit Lease. This will open the Edit Lease form.
	Change the Lease Status to the appropriate status (for example, Occupied).
	Click on Save Changes (found at the very bottom).
	This ensures the lease  is active again before  you extend it.
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	Process
	Change the Lease Status (If Needed)
	Here is a helpful guide on what the different Lease Statuses mean.
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	Process
	Extend the Lease End Date
	On the Edit Lease form, update the Lease End Date to reflect the new expiration on the amendment.
	If the tenant has executed renewal options, update the Lease Renewal section to show how many options remain.
	Click Save to apply the new end date.
	This step extends the active lease time frame so STRATAFOLIO can accept updated rates and expense periods.
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	Process
	Add Lease Rate Escalations
	Once the lease term is extended:
	From the Lease Abstract, go to the Lease Rates tab.
	Click Add a Lease Rate. This will open the Add Lease Rate form.
	STRATAFOLIO will suggest dates for the next rate period, adjust them if needed.
	Enter the new lease rate amount, rate type (per RSF or flat), and check Lease Amount Confirmed if appropriate.
	In the notes, include any reference to where the rate is documented (such as “Amendment executed on mm/dd/yyyy”).
	Click Save or Add Another Lease Rate After Saving to input multiple escalations.
	⚠️ Lease rate start and end dates must fall within the revised lease term.
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	Process
	A Note on the Lease Expiration Alerts in the Edit Lease Form
	Lease Expiration Alerts notify you when a lease is approaching its end date so you can take timely action. These alerts are critical for avoiding unintended vacancies, missed renewal opportunities, or lapses in rent billing. STRATAFOLIO automatically generates Lease Expiration Alerts based on the lease end date and continuously updates them as lease data changes.
	A Lease Expiration Alert is a system generated notification tied directly to the Lease End Date in STRATAFOLIO. It indicates that a lease is nearing expiration and requires review or action.
	Lease Expiration Alerts help you identify leases that may need:
	Renewal negotiations
	Lease extensions or amendments
	Termination planning
	Transition to month to month or year to year status
	Preparation for vacancy and re leasing
	These alerts ensure lease expirations are visible well before they become urgent.
	What Happens When a Lease Expires
	STRATAFOLIO automatically changes the lease status to Expired
	The lease is removed from the Rent Roll
	Rent is no longer billed unless the status is changed
	Lease Expiration Alerts are designed to prevent this from happening unexpectedly by giving you advance notice.
	Lease Expiration Alerts update automatically when you:
	Change the lease end date
	Create a lease amendment or extension
	Change the lease status to Month to Month or Year to Year
	Terminate or expire the lease intentionally
	If the expiration no longer applies, the alert is removed automatically by the system.
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	Checklist
	Before You Begin
	Confirm the lease amendment has been fully executed and signed Review the amendment document and identify exactly what is changing Confirm the effective date of the amendment Determine whether the lease term is being extended Identify any changes to rent, escalations, square footage, or expense responsibility Verify whether the lease is currently active or expired in STRATAFOLIO

	After the Amendment
	Save all changes and confirm the amendment is fully applied Communicate internally that the lease has been amended if needed Set or review lease alerts for future expirations or escalations Retain the amendment document for audit and reference purposes Periodically review the lease to ensure ongoing accuracy
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	Best Practices
	Always Extend, Don’t Recreate
	When possible, amend the existing lease rather than creating a brand-new lease. This preserves data like security deposits, original terms, and historical rate records.
	Be Exact With Dates
	Ensure the lease end date and rate periods exactly match the executed amendment. Small date errors can lead to rent miscalculations or reporting gaps.
	Document Everything
	Attach all amendment files to the lease and use notes on lease rate entries so others know where each rate is sourced from.
	Use OpEx Cloning Wisely
	When extending expense periods, consider cloning prior periods to maintain consistent categories instead of rebuilding them from scratch.
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