NEWTOWN RENTAL PROCEDURES AND POLICIES


(Please read carefully, initial the bottom of each page, and sign page 6.)

Address: ____________________________________________

Tenant Name(s): _____________________________________

Lease Dates: __________ to __________

CHECK-IN PROCEDURE:

Tenant should contact Southern Properties LLC to schedule a time to check-in between 9:00 am and 6:00 pm on the day their leased begins.  At this time Southern Properties LLC will collect rent for the first month, if it has not already been remitted.  Tenant will receive:

· Keys

· Garage Remotes

· Resident’s Move-In and Move-Out Checklist

· Items to be Noted/Repaired Form

· Furnished Unit Inventory Form (If renting a furnished unit)

PAYMENT OPTIONS:

You may pay your security deposit, pet fee, and monthly rent by cash, check, MasterCard, or Visa.  If you wish to have your rent automatically charged to your MasterCard or Visa on the 1st of the month, please notify our office and sign an “Authorization to Charge Credit Card.”

INSPECTION:

We have already inspected your unit; however when you first gain access to your unit please make a list of any defects that you notice.  This list should be faxed, delivered, or mailed to us within 72 hours of check-in.  When your lease ends, we will re-inspect your unit to determine the amount of deposit to be refunded to you.

We expect your rental premises to be returned to us in its original clean condition except for ordinary wear and tear.  Any damage beyond ordinary wear and tear will affect the return of you security deposit, but is not limited to the security deposit.  

Initials ________  ________
PET POLICY:

Pets are allowed on a case-by-case basis at the owner’s discretion with a $200.00 per pet non-refundable pet fee.  We reserve the right to do periodic inspections.  Owners must approve, in writing, any substitutions or additions of pets from your original lease application.  Any violation of this will constitute forfeiture of security deposit and/or breech of contract.  Pet deposits are primarily for the privilege of keeping a pet and the very minor additional wear and tear on the unit, therefore it is non-refundable.  Your obligation to pay for pet damage is not limited to your pet fee or security deposit (chewed wood-work, scratched sheetrock, and eaten or heavily soiled carpet is not covered).  

EMERGENCY PROCEDURES:

As with any home, from time to time something may break or stop working.  If the situation were an emergency (i.e. a broken pipe or no heat in the winter) we would like for you to contact us immediately.  However, if your cable goes out, we will look forward to speaking to you on the next business day morning.  Feel free to leave us a detailed message at anytime.  

Below are phone numbers of whom you should call in case of a real emergency:  

*Please leave messages and call in the order listed.
SOUTHERN PROPERTIES




Susan Horak’s Office: 447-2146





Susan’s Cell Phone:  864-0160





Susan’s Home:  874-2249






Mary Jane (Susan’s Mom): 445-7388 or 808-4969








Scott Rector: 817-3390





For non-emergency maintenance call:

Southern Properties @ The Susan Horak Group

Phone:  573-447-2146

Fax:  573-447-0155

Email:  susan@susanhorak.com
If you have been unsuccessful at the above numbers, have left messages/pages, and 30 minutes have passed, you may directly call the appropriate serviceman.

Electrical:


Patten Electric



Phone:  573-446-4132

Plumbing:


*Shut off main water shut-off (usually located behind or near the water heater, by turning lever up.

Wallace Plumbing



Phone:  573-449-4014

Initials ________  ________
Air Condition/Heating:




Brunner Heating & A/C



Phone:  573-443-3660

*There will be a $75.00 service fee if the nature of the problem is not an emergency.

Please note when your call has been responded to, please let that person know whom else you’ve contacted so that they can let everyone know that the situation has been addressed, or as a courtesy, you may also call back around to cancel the emergency.

UTILITIES: (See utility company’s phone numbers in welcome packet.)

Utilities are to be in the name of the tenant, unless unit is furnished.  Utilities should be switched into the tenant’s name as of the start date of the lease.

The cost of subdivision streetlights is tied to individual addresses. You will be required to sign for the light if the utilities are in your name, and it will become part of your monthly bill.  The bill is only $6.28 per month (plus tax).  Turning off the light is not an option.

VACATE POLICIES:

Lease Breaking:

· 1 year leases (and any other non month-to-month leases)

· Newtown has a standard lease-breaking fee equal to 3 months rent as a penalty charge.  Tenant must give a full 30 days notice of intent to break the lease.  The security deposit cannot be used for penalty purposes.

· Month-to-Month & Short Term (5 months minimum)

· All month-to-month and short-term tenants must give 30 days notice, from the 1st of the month, of intention to vacate the property and terminate the lease.  Tenants whose lease start date is not on the 1st still need to notify office of intent to stay or vacate on the next 1st of the month.  If we have not heard from the tenant prior to 5 p.m. on the 15th of the month, we may lease the property for the following month as early as 5:01 p.m. on the 15th.  

· No partial month extensions will be permitted.

· Corporate tenants must give 2 weeks notice.  However, leases must end on the 14th or last day of the month.  No partial month extensions will be permitted. (Ex. If notice is given on the 7th, tenant is obligated until the last day of the month.)

Initials ________  ________
Standard End to Lease & Rights to Show:
· Your lease is terminated upon the end of the stated original lease period.  Your unit will automatically be placed on the market for sale or lease one month prior to that end date of the lease and will be shown between 8:00 a.m. and 8:00 p.m.  You will receive a call prior to all showings, but 24-hour notice will not be required.  Reasonable notice is here by considered to be 2 hours.  If no one were home, we would be glad to additionally call your office and or cell numbers upon request and will leave messages.  However, we will give permission to show the unit as long as there has been at least 2 hours notice given or attempted.  The agent/owners will knock first and announce themselves before entering.  Because this will happen quite often during the last 30 days of your lease, your unit should be left in “neat” condition during these hours.  Tenants should post a note as to the location, names, and any special requests with regards to pets.  It is best to place dogs in a pet taxi, or in a bedroom or laundry room with a baby gate.

Extending Your Lease:
One Year Rentals

· Notice should be given to landlord two-months prior to the end of your lease term.  The office will then prepare the paper work for you.

Short-Term Rentals (5 Months or More)

· Notice should be given to landlord one-month prior to move out.  Short-Term tenants may extend month-to-month at the end of their term, however rent will increase to the month-to-month rate of $1000.00 per month.  

Month-to-Month Rentals

1. Tenant is responsible for calling prior to 5:00 p.m. on the 15th of each month to advise Southern Properties LLC of their intent to stay or vacate the property before 5:00 p.m. on the last day of the month.  The assumption is that a tenant who does not call is planning to move out.  Since many corporate tenants rent sight unseen your unit may be on a waiting list and rented as early as 5:01 p.m. on the 15th.

2. If the tenant is not going to lease the next month, the property will be shown Monday – Friday 1:00 p.m. to 4:00 p.m.  Southern Properties LLC will call the tenants and leave a message regarding the showing.  The unit will be shown without response during this time.  

3. Prior to 1:00 p.m. or after 4:00 p.m. Monday through Friday, and on Saturdays and Sundays, Southern Properties will call the tenant for authorization to show.  But will only show by a confirmed appointment.  

· All tenants must sign written extensions.                

Initials ________  ________
CHECKOUT: 

Tenant should contact Southern Properties LLC at least 1 week prior to the end of the lease to schedule a move-out inspection and to return keys and garage remotes.  

Tenants should leave the unit as clean as possible.  We allow 5 hours of cleaning per unit.  Tenants in furnished units should strip the bedding and leave it on the laundry room floor.  Southern Properties feels obligated to rewash ALL bedding and linens.

Carpets will be cleaned in all units leased for 1 year by one or cumulative tenants at Southern Properties’ expense.  The cost of carpet cleaning required prior to the above time period, or for excessive damage to the carpet will come out of the security deposit.  Under no condition should a rented carpet-cleaning machine be used to clean carpets yourself.  If you choose to have your carpets cleaned, we recommend using on of the following:

1. Neville & Son’s Carpet:
573-442-8280

2. Complete Carpet Care: 
573-875-3044

3. Stanley Steemer: 

573-445-1476

We assume that units will require minimum paint touch-up after each tenant.  The cost of touch-up painting will be at Southern Properties’ expense.  Excessive damage to walls in excess of a $75.00 touch-up fee will be deducted from the security deposit.

SECURITY DEPOSITS:

Your security deposit may not be applied as the last month’s rent.  The full monthly rent must be paid on or before the 1st day of the month, and you must pay your last month’s rent as normal.  Your security deposit will be mailed to you the month following your move-out and will be postmarked on or before the last day of the month.  The security deposit refund check must be made out to all tenants on the lease.  Please notify our office of the forwarding address to mail deposit.

LATE PAYMENT PROCEDURE:

As stated in your lease, all rent is due on the 1st of the month.  As of the 2nd day of the month your rent is considered past due.  You must remit $5.00 per day beginning on the 2nd of the month until your rent is received in our office.  Please allow 5 business days for the mail.  We must have your check by the day the rent is due to avoid penalties.  We do check postmarks as a courtesy only.  

Initials ________  ________
INSUFFICIENT CHECK POLICY:

If for any reason the bank returns a check, there will be a $30.00 fee assessed to the tenant on that check.  In the event of an insufficient check, a $5.00 per day late fee, as stated in late payment procedure, will also apply in addition to the $30.00 insufficient check fee.

LATE FEES/INSUFFICIENT CHECKS:

Late fees/insufficient checks, if not paid prior to or on the 1st day of the next month, will be collected first from the next check received from tenant which may cause the next months rent to not be paid in full and would constitute another late fee. 

I/We the undersigned acknowledge and agree to the fees and conditions contained herein.

__________________________
___________

Tenant




Date

__________________________
___________

Co-Tenant



Date
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