MANAGEMENT


RESPONSIBILITIES


�





Area in and around apartment complex shall be policed on an every day basis and any graffiti or any other deficiency shall be corrected within twenty-four (24) hours.





Area in and around apartment complex shall be kept in a clean and sanitary condition at all times.





Manager will insure that complex trash bin is picked up by trash company on Tuesdays and Fridays of each week.





Each unit will be inspected on a monthly basis, and deficiencies shall be corrected.  A monthly Maintenance Report shall be generated to reflect all corrections made.  All deficiencies caused by tenants or guests of tenants shall be so noted on the Monthly Maintenance Report, and immediately brought to the owner’s attention.





Managers shall be aware of the number of occupants in each unit according to the respective lease agreement.  Any violation thereof shall be noted on the monthly report, and brought to the owner’s attention.





Rent is due on the first of the month unless otherwise specified.  Rent shall be picked up from each tenant at the tenant’s apartment and, at that time the monthly inspection shall be made.





Unless otherwise specified, after the third (3rd) of each month, a “3 Day Notice to Pay or Quit” shall be generated and delivered to each tenant who has failed to pay the entire amount of rent due.  A copy of the above mentioned notice shall be retained for delivery to the owner with the completed “Proof of Service”.





Unless otherwise specified, any rent picked up after the 3rd of the month must be accompanied by a $25.00 late charge.





Vacated unite shall be prepared for painting in a timely manner.





Managers are expected to receive calls from prospective tenants, show units, and take applications.

















