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Used in Conjunction with the Property Management Service Agreement 

Welcome to Century21 Bill Nye Realty, Inc.

Residential Property Management Service
Our goal is to make your association with our company a pleasant experience and our hope is that you will consider Century21 Bill Nye Realty, Inc. for all of your real estate needs.

It is our belief that a description of our services and procedures that you can use as a reference after your listing agreement is signed will simplify our business relationship. We have developed this Property Owner’s Handbook to enhance the communication and to detail the responsibilities of Century21 Bill Nye Realty as we take on the leasing and/or management of your investment property. If you understand the process, we can better serve your needs.

This Property Owner’s Handbook is designed to familiarize you with our administrative process.

The contractual relationship between you and Century21 Bill Nye Realty, Inc. is defined by written agreement. You should refer to your individual Property Management Agreement for terms and conditions and for actual fees for services rendered.

If this Booklet does not provide the answers you need, we are available to answer your questions or to address your concerns.

The following index outlines the benefits and services you can expect from Century21 Bill Nye Realty, Inc. Property Management Division.
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Procedures in this handbook are subject to change as we grow and develop our services.

You may not receive notice of such change or deletion until the next edition of the handbook.

WHO WE ARE

Century21 Bill Nye Realty, Inc. is a locally focused company,  which offers a full range of real estate services while maintaining the highest degree of professional and ethical standards.

Company History

Century21 Bill Nye Realty, Inc. , located in the Tampa Bay area (East Pasco County) was founded in 1978. The Founders Bill and Andy Nye were the first Century21 franchise in Pasco County. We maintain both a Residential and Commercial Division staffed by over 40 associates 

MEMBERS OF:

Certified Commercial Investment Members




National Association of Realtors®  (NAR)

Building Owners and Managers Association

Florida Association of Realtors® (FAR)

East Pasco Board of Realtors (EPAR)

Institute of Real Estate Appraisers






Pasco County Economic Development Council

International Council of Shopping Centers




Business Brokers of Florida






Zephyrhills Chamber of Commerce


Wesley Chapel Chamber of Commerce

National Association of Residential Property Managers (NARPM)

Florida Association of Residential Property Managers  (FARPM)

Where Can You Reach A Property Manager?

Joe Worrell, Realtor

Office- 715-6805

Cell 813-312-7770

e-mail Joe.worrell@century21.com
fax 813-783-2724

website: joeworrell.com

Joe has been awarded the designation of “Professional Residential Manager “ by the Florida Association of Residential Property Managers.
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Why Choose Us?
Century21 Bill Nye Realty, Inc. Property Management Division
· Personal relationships, experience and expertise.

· Knowledge of local rental market.

· Competent, competitive, licensed and insured vendors for repairs and maintenance.

· Fair market rates for appliance, heat and air conditioner repair and general repairs.

· Our Property Managers are professional full time associates or employees.

· Century21 web site provides global exposure with relocation services.

· Century21 Home Protection plan to manage repairs

· Internet exposure

· National advertising attracts sellers/landlords and buyers/tenants.

· Training and legal update sessions for property managers and rental associates.

· Photo and video service available to record property condition.

· Background check performed by a national vendor

· FREE – no obligation investment property consultation.

· FREE – no obligation, sales market analysis.

· Convenient Mortgage service

· Commercial Leasing and Property Management

· Complete tenant screening; credit, civil, criminal check and income verification.

· Full compliance with state and local landlord/tenant laws.

· Full compliance with Fair Housing laws and regulations.

· Full Compliance with Fair Credit Reporting Law.

· Full Compliance with Lead Paint Disclosure on all properties built prior to 1978.

· Prompt rent collection and necessary follow up with legally required notices.

· Delivery of monthly statements to owners detailing income/expenses.

· Lease renewal negotiations to keep rent in line with market rates.

· Electronic funds transfer of rental proceeds.

Frequently Asked Questions

Preparing the Property for Showing and Occupancy

Question: If I turn over my vacant property to Century21 Bill Nye Realty, Inc. to lease, will you order any repairs/painting and /or cleaning that may need to be done to get the property rent ready?

We will review with you the preparation needs of your rental property and if you elect to have us oversee the preparation of the property for showings and new tenants, there is a charge to you for this service.  Please see paragraph (Management Responsibilities Par D) of your contract. 


All roofing, major plumbing, air conditioning, heating, appliances and electrical repairs will be performed by licensed vendors. All vendors will be hired in your name and you will be obligated for all charges incurred.

If your property is in “rent ready” condition when you turn it over to us and nothing needs to be repaired, replaced or cleaned, we do not charge you any additional fees.

Question: If there is work to be done, why don’t I just let the tenant do the work and let the tenant take it off of the rent?

The physical condition of the property is the single most important factor in attracting quality tenants. Only vendors of good reputation and credentials should do property preparation.


All properties offered for lease must comply with all applicable laws, regulations and codes. Any deficiencies shall be corrected at your expense.

Properties that are not in "rent ready" condition cause loss of prospective tenants. They simply go down the street to another unit that is “rent ready”, causing you to wait longer for income. A property that is in “rent ready” condition when we begin to market it for rent attracts a quality tenant that will cause less wear and tear on your unit, will pay premium rents, stay longer and present fewer problems.


Tenants will promise you anything at the beginning of a lease to get a deep discount, but rarely will they do a quality job. At the end of the lease if there is a security deposit claim, tenants remember only all the work they had to do and not that you gave them a break. If you waive any portion of the deposit or advance rent (which we don’t recommend) then you don’t have financial protection from the tenant, should the tenant decide to vacate early and not fulfill his contractual obligation to you. Trusting a new tenant to prepare your property after they lease it will cost you more in the long run.


There can also be a liability issue if tenants are injured while doing work authorized by you on your premises. We do not recommend that a landlord give any concessions for reduced rent or purchase supplies for a tenant to do property repairs or decorating.

Question:  How will you handle property preparation between tenants?

If we have your property under an annual management contract and a tenant vacates either by contract or by eviction, we must inspect the premises and implement “whatever it takes” to get the property in “rent ready” condition ASAP!

We will consult with you on items of decorative expense that individually exceed $250. Other items we will order and get done quickly, to allow for good quality showings.

Not all repairs and preparation can be covered by the security deposit. Many are due to the normal wear and tear that is an owner's expense.  


If a property sits vacant for several months, even though it was cleaned at tenant move-out, it may need a freshen-up cleaning. This is much less costly than a full clean, but it is money well spent since it sets a tone with the tenant that the landlord cares about his property and expects the tenant to do so also. 

 
Keeping your property in “rent ready” condition and maintaining your property while tenant occupied is an essential requirement for us to continue managing you property. We may cancel our agreement with you if we believe you are not cooperating to keep your property well maintained.  Recent Florida state legislation was passed that allows city and local governments to fine owners and their agents for not maintaining their rental properties.

Question: Who is responsible for changes and maintenance of locks and keys?

Upon execution of the property management agreement you will be asked to provide 4 sets of keys at your expense for each door lock, plus security and pool keys, garage door openers, gate cards and security passes, if any.

We use a key checkout system to allow access to cooperating real estate brokers to show the property and for vendors needing to accomplish work on the property.

If a lock box is approved on the property in your contract, we advise you to secure or remove valuables. The lock box is for your benefit to allow easy showings and for persons working through Century21 Bill Nye Realty, Inc.. Your management contract has language to hold Century21 Bill Nye Realty, Inc. harmless from any liability which may arise from damage, theft, negligence or loss which may occur in connection with the delivery of the key to the property to cooperating brokers and vendors or utilization of a lock box. If your property is tenant occupied, the tenant must also give written approval before a lock box is used.

We will change locks at the end of each tenancy for the protection of future tenants and to protect you from liability. The cost for such change will be at Owner’s expense unless otherwise agreed in the lease document.

NOTE: If the owner has a maintenance contract or home warranty the information and contact phone 

numbers must be provided before a renter takes possession.  It is too late to provide this information after an appliance has to be repaired.
Rental Information Sheet

Century 21 Bill Nye Realty, Inc.

Landlord’s Name: _______________________________________________________________________

Landlord’s Current Address: ________________  City: _______________________

State: ____  Zip: ________  Home Phone: ___________  Cell: _________

Email: ______________________________________________________

Rental Address: _________________ City: ___________State: ____  Zip: ________  

Bedrooms: ____  Baths: ____  Garage/Carport: ____  Den/Study: ____  Porch: ____  Pool: ____  Heated: ___

Ceiling Fans: ____  Bedroom Fans: ____  Storage Shed: ____  Living SF: ________   Lot Size: ____________

Electric Company: _________________  Phone: ________________________

Water Company:   __________________Phone: _______________________

Garbage Company: ________________ Phone: _______________   Days: M T W T F S

Telephone Company: _______________ Phone:  ______________________

Cable Company: __________________  Phone:  ______________________

Schools:  Elementary:______________________ Middle: _____________________ High________________

Appliances Included: ____Refrigerator  ____Range  ____Microwave  ____Dishwasher  _Freezer  __Washer  _Dryer __Garbage Disposal  _______________________Other: 
_______________ A/C 
Filter size

City Water: ____  City Sewer: ____  Septic System: ____  Alarm System: ____  Code: __________________

Lawncare Provided: _____ for $_______/month.    #Keys for doors: ____  #Keys for Garage Door: ________

Pool Home: If the home has a pool the owner must provide pool service. Pool service company name: _____________________________ Phone No: ________________









  Please initial:________


Home owner association rules please attach.

Home owner association contact: Management company name and phone number:
Company:_____________________________Pnone Number:________________
PetsOK?_________Stipulation:_______________________________________ Smokers OK? ____  Stipulation: ______________________________________

Desired Monthly Rent : $____________ 

Least amount accepted: $ ___________

Note: These facts are used to advertise the property. If pets are allowed there is always a non-refundable fee paid prior to occupancy.
Note: If the owner has a home warrantee or extended service contracts on any appliance this information must be provided prior to our accepting the property for lease. Contracts cannot be provided after a repair is performed.
SUBDIVISION REQUIREMENTS:

Today many subdivisions are implementing restrictions on rental activity. The owner has the responsibility to be familiar with these restrictions. Some homeowner associations do not allow rental signs on the property others require that a specific sign be used. If the sign has to be bought from a specific company or from the homeowner association the owner has to secure the sign. Also many homeowners associations will only issue pool keys and access to the community facilities to the owners who than have to make them available to the renter.

Please insure that a copy of the deed restrictions is available to the tenant.
Owner _____________________________________________   Date:_________________________

Owner______________________________________________  Date: _________________________
Marketing the Rental Property

Question: What will Century21 Bill Nye Realty, Inc. do to advertise my rental property?
Once your property is in rent-ready condition we will do the following:

· We will place the property in the local multiple listing service (“MLS”)

This feeds:

· Realtor.com

· Century21.com

· Century21BNR.com

            Rentclicks.com

           Joeworrell.com

· We will place appropriate signs on the Property and remove all other such signs including any of your personal signs.

· We will advertise the property as  we deem necessary in newspapers & publications. Such advertising may be general in nature and may not specifically describe your property as we may have several similar properties available at the same time.

· We will place your property  on our website connections.
· We provide network connections with other Realtors through local board meetings in areas where such meetings are held.
· Our relocation department sends us referrals of transferees who may need to rent before they buy.
· Our associates also send associate to associate referrals of prospective tenants who contact various branch offices for assistance.
· If agreed to in your management contract we will place a Realtor's access lock box on the door to allow for easy showings by multiple associates.

Long-Term Tenant Approval Process

Question: How do you decide if a tenant should be approved for residency?

All adult residents 18 years of age or older are asked to complete a residency application and pay an individual fee for verification of credit references and criminal and civil background checks.
We ask for photo identification (typically a driver’s license, sometimes a passport) from each applicant. On the back of the tenant's application are the following criteria for residency:

a. All monies due prior to move in must be received prior to move in.

b. Applicants must have a combined gross income of at least three times the monthly rent.

c. Applicants must provide a minimum of two years rental or ownership history.

d. Credit history or civil court records must not contain more than 2 accounts over 30 days, judgements, eviction filings, collections, liens or bankruptcy within the past five (5) years.

e. A minimum credit score of 550 is required, if it’s less, an additional deposit may be required.

f. All sources of income must be verifiable to qualify for a rental unit. If the income is not verifiable, additional advance funds and/or a co-signer may be considered.

g. Criminal records must not contain any felony convictions or adjudication withheld or misdemeanors pertaining to offenses regarding illegal drugs or crimes against persons or property.

h. Previous rental history reports from landlords, if obtained, must reflect timely payment, sufficient notice of intent to vacate, no complaints regarding noise, disturbances or illegal activities, no NSF checks and no damage to unit or failure to leave the property clean and without damage at time of lease termination.

i. Pets are not permitted without specific permission of the landlord in the lease. There is a clause added to the lease which specifies a non-refundable pet fee acceptable to the landlord or an additional pet deposit or additional security deposit. The information on the rental information  sheet gives permission or denial for pets.  Any fees or deposits are waived for medically necessary pets. We will not accept the following breeds of dogs due to insurance liability: Rottweilers, Dobermans, Pit Bulls and  German Shepherds.

j. Current HUD occupancy standards are a maximum of two (2) persons plus an infant under two (2) years of age per bedroom.

k. Any exceptions to the criteria required by Century21 Bill Nye Realty, Inc. will be submitted to the owner for the owner’s consideration.

If the results of the verification show that the tenant does not meet all of the criteria, we may ask for additional security and/or more advance rent. Sometimes for people without any credit history, or people from out of the country, we ask for a co-signer who must also go through the application process.

The verification report may not be all-inclusive, may not provide information from all local jurisdictions within the U.S. and will not provide information from jurisdictions outside the United States. Century21 Bill Nye Realty, Inc. does not warrant the completeness or accuracy of the reporting agencies.

Question:  Who gives the final approval for a tenant?

You will be giving us Power of Attorney to sign leases on your behalf.  That means that the listing associate will give the final approval and will sign the lease on your behalf.    Then we will use our best judgment to avoid extending the vacancy period.  We have a set of criteria on the Tenant Application that we can share with you that helps us determine whether or not the tenant is a small or large risk. Based on our determination we may ask differing amounts of deposit up front if there are reasonable credit problem.

If you wish to approve your tenants and sign all leases and extensions, that will slow down our ability to place tenants because we will need to reach you by fax or mail to obtain your signature on the lease.  Time is very critical when we are working to get a tenant committed to a lease.  

NON-DISCRIMINATION

We offer all rental property in accordance with the CIVIL RIGHTS ACT OF 1968, TITLE VIII FAIR HOUSING, and any amendments thereto, which provides that it shall be unlawful to refuse to rent after making a bona fide offer, or refuse to negotiate for the rental of or otherwise make unavailable or deny a dwelling to a person because of race, color, age, religion, sex, national origin, familial status or handicap.

LONG-TERM RENT COLLECTION PROCESS

Question:   How will Century21 Bill Nye Realty, Inc. collect the tenant’s rent?
We will make every reasonable effort to collect the rents according to the terms and conditions of the lease. We will also deliver the required "Three-day Notice", which is  posted on the door of the rental unit when the tenant's rent has not been received by the 10th of the month. This notice delivery is the beginning of the eviction process.

The property management agreement gives us full authority to collect rents and deposit and hold all funds received on your behalf as escrow agent. We will disburse monthly rent proceeds when the tenant's rent check clears our bank account. We disburse security funds according to Chapter 83 Florida Statutes.

Century21 Bill Nye Realty, Inc. is not liable in the event the tenant presents bad checks or fails to pay. Additionally, Century21 Bill Nye Realty, Inc. does not guarantee the payment of rents, deposits or any other sums by tenants. The tenant guarantees those payments by executing the lease. There are legal remedies available to you, but you may incur additional legal expense for attorney fees and court costs.

The lease makes provisions for Century21 Bill Nye Realty, Inc. to charge the tenant for bad check processing, credit reports, pet application fees, late fees, administrative fees and such other matters as may be necessary to enforce the tenants’ compliance with the lease.  Century21 Bill Nye Realty, Inc. makes every attempt to collect those charges from the tenant so that we do not have to look to the owner to pay for the notice and enforcement process.

Late fees on your mortgage and association payments are not the responsibility of Century21 Bill Nye Realty, Inc.  If you elect to have Century21 Bill Nye Realty, Inc. pay recurring fees on your behalf, such as mortgage and association payments, from your rental proceeds, we require you to escrow two months of such payments.  This is to ensure that in case you have a vacancy or your tenant fails to pay rent, we have sufficient funds to meet your payment due dates.

Tenant/Landlord Lease Compliance

Question:  Do I need to give the tenant my phone number and address?

Although your name, as owner, will appear on the lease your address and phone number will not. The tenants are instructed to call their property manager. We ask that you do not give your phone number to your tenants. This does not mean that you can't have a friendly relationship, but tenants will always try to circumvent the system if they believe they can call and sweet talk an owner into getting more concessions than their property manager is willing to give. Having one line of communication minimizes the potential for misunderstandings with tenants.


We will handle all Tenant requests and negotiations that may arise from time to time. We will call you only if we need your opinion on an issue that is not clear-cut or on a repair that exceeds your reserve amount. If a tenant does contact you, please refer them back to the property manager so we can best protect your interests as a landlord.


You do not have to comply with all tenant requests. Some are merely matters of decorative taste, but those relating to appliance repairs, heat and air, and any structural defects that create a health or safety issue we take care of immediately. Speed and competent handling of repairs protects you from landlord liability.

Question:  What if the tenant leaves earlier than the lease expiration?

Under the terms and conditions of the  prepared lease, you may keep the last month’s rent if any and the security deposit , less any repairs as forfeited damages if your tenant breaks his lease without notice. If the tenant gives 30 days notice prior to vacating early, we must follow the security deposit claim procedure of Chapter 83, Florida Statutes. Any dispute of such claim by the tenant will be handled through the proper legal process.


You may elect to sue the tenant in small claims court for any damage above the amount of security deposit and for any months of vacancy suffered because of the early termination. It has been our experience that landlords do not fair well in court against a skipped tenant. Even if the landlord is lucky enough to get a judgment, the tenant rarely has any assets to satisfy an unpaid judgment.
 State law prohibits the collection of double rents, so that if we re-rent the unit, then the tenant only has the liability for vacant months and any penalty payments specified in the lease. 


Question:  What if I want to see the property with the tenant in the unit?

You will need to contact your property manager so that appropriate notice can be served to the tenant of the inspection. We must give 24 hours written notice. We strongly recommend that you do not meet with the tenant without your property manager present. Tenants frequently interpret such a visit to be an indication that the landlord wishes to deal direct with the tenant and not through the property manager. Most tenants will take immediate advantage of this situation, if the event occurs, to ask you for items they think you will approve of that your property manager may not.   


In the event a visit with the tenant occurs without your property manager, any items agreed upon during a landlord visit should be in writing and each should have a reasonable time frame for accomplishment included. If improvements are needed to the property, do not make promises to the tenant until you have had a chance to discuss estimates for work with your property manager.  You may find that the cost for such items is higher than you thought and then if you don't proceed with the work, the tenant becomes unhappy and difficult to satisfy.

Never give your phone numbers to a tenant no matter how nice they seem or you may get calls you do not want.  Several owners have had to change their home numbers because of difficult tenants.

Security Deposit and/or additional deposit
Long-Term Tenants
Question:  Who will hold the tenant’s advance rent and security deposit?

Century21 Bill Nye Realty, Inc. will hold all security deposits and advance rent in our broker’s escrow account in accordance with chapter 83, Florida Statutes. This chapter requires that all funds be maintained in a Florida charted bank.
Question:  Can the security deposit be used for anything other than damages and may I be present at the move-out inspection?

A security deposit can be used for cleaning, damages and unpaid tenant charges such as rent and  late fees, tenant repair responsibilities, utility charges or missing items. The tenant’s Security deposit must be returned within 15 days unless a claim is to be made for damages.  If a claim is made against the tenant's security deposit it must be made within 30 days of vacancy.  Unless you instruct us in writing within 3 calendar days of vacancy of your intention to view the property before the prescribed 30 day claim period ends, a move-out inspection will be done and your property manager or listing associate will determine what claims need to be made. Then Vendors will be consulted for estimates. Decisions of your property manager and listing associate are final and Century21 Bill Nye Realty, Inc. shall not be held liable for any failure to make claim(s) on any damages, which were not readily apparent to your property manager at time of the move-out inspection.

Since it is not legal to amend a claim for a higher amount after it is sent, any unclaimed funds will be returned to the tenant within the prescribed claim period.   


Question: May I claim the vendor's estimate and then do the work myself?

Certainly you may work on your unit yourself, but Chapter 83 FL. Statutes gives tenants the right to see the actual paid invoices for materials and labor. If you end up in court on a security deposit dispute and the judge rules that you owe even one dollar back to the tenant, the tenant may be the prevailing party and the legal costs of the case may be charged to you.   





SEASONAL/ SHORT-TERM PROCEDURES
Question: Is a credit background research done for seasonal/ short-term tenants?
Because your seasonal tenants pay the full amount of their lease term plus a seasonal deposit for damage and utility, your financial risk is not as great as when a tenant pays by the month.

Question: When can I expect my proceeds for a seasonal rental?

In most cases, we collect the full rent from the tenant prior to move-in.  We hold those funds until the tenant takes occupancy or the lease term begins whichever comes first.  At that time, we release proceeds to you and pay Century21 Bill Nye Realty, Inc. the rental commission. This occurs each month of the tenants stay. This insures that if a repair is necessary the funds are there to pay for such.  You will have the income reported for the year in which the funds are collected on your behalf even if they have not been released to you.

Question:  What happens if my seasonal Tenant does not find my unit acceptable after they arrive to take occupancy?

When a tenant arrives and takes issue with conditions of the property, your associate will first try to correct the deficiencies. If the deficiencies include items that could be a health or safety hazard to the tenant, it is wise to seek legal advise and that advise may well be that you should allow the tenant to end their rental agreement and vacate the unit and refund their money.

Such issues that have arisen in furnished seasonal rental units include, Tenant allergies to chemicals used for carpet cleaning and pest control, previous pet occupancy, poor quality air from an aging air conditioning system, pest infestation, and lack of cleanliness of the unit.

Although you want to gain income from your furnished rental, you may also incur serious liability if you hold a tenant, who has raised a significant health or safety issue.  If you cannot be reached to decide the issue, your property manger will seek legal advise and act accordingly to try to protect you from increased liability risk.

Question:  Who determines the amount of seasonal deposit that is collected from my tenants and for what can it be used?

You and your associate need to determine what you need to collect to feel comfortable with, so  that you have enough to cover cleaning, minor damage and utility costs that are the tenants’ responsibility even though they stay in your name. We suggest that you ask for at least $750 for rentals of up to $1500 monthly and higher than that for more expensive rental units.  One month’s rent is very typical in most areas of high seasonal tenancy.

Question:  Is it normal that my tenants who lease for the season, treat the rental like a hotel?

Yes, it is. They are paying high seasonal rates and transient taxes like they would in a hotel so they often view the rental experience as if it were with a hotel and they think that Bill Nye Realty, Inc. has absolute control over the conditions in the unit. They often forget that there is an owner to consider and if they do remember that, they think you should act like a hotel proprietor. We want to treat your seasonal tenants more like guests so they will want to return to your unit for the next season and if not, recommend your unit to a friend. Our associates go many extra miles for your seasonal tenants and even then cannot satisfy the more demanding ones.

Please assist your associate by responding to their calls for requests, as quickly as possible or give your associate a set of limits of freedom to act for you in customer service issues.

Question: Is there additional insurance I should carry as a landlord of short-term transient rental property?
As an owner of investment rental property, you have a significant liability risk and should carry sufficient liability insurance. There may even be policies that will protect you from the loss of rents in some cases. You should seek the advice of your insurance agent.

We request that you name Century21 Bill Nye Realty, Inc. as an additional insured while we are managing your furnished rental property.

Question: Will my Century21 Bill Nye Realty, Inc. associate be responsible as a caretaker and will he or she visit my property while it is vacant between seasonal rental periods?

Unless you have agreed to pay a monthly fee for year round management service of a vacant unit, your associate will only visit the property if he or she is showing it to prospective tenants. If you call to ask your associate to check on your unit and you are not under an annual monthly fee program, you can expect to be charged a trip fee of between $50-$75.

Repairs and Maintenance

Question: Who does my tenant call if there are repairs needed on my property?

The tenant will call our office and be directed to speak to the property manager. The tenant should never be contacting you directly for repairs/maintenance requests. You have hired us to run interference between you and your tenant. Let us do our job.

Question:  What if there is an emergency, after business hours or on a weekend?

Our property managers are available through cell phones and voice mail. Tenants are given instructions at the time of move-in to follow in case of emergencies. Only true emergencies will be handled after hours and on weekends to allow for personal time for your property manager and to save you overtime charges from vendors.
Question:  Who will be responsible for ordering repairs to my rental unit?

If a repair is a true emergency (water leaking, flood, septic back up, no running water, no hot water, electrical hazard, refrigerator failure, air conditioner or heat failure or some other condition which threatens the safety or health of your tenant), we will order a vendor to fix the problem as quickly as possible. An emergency repair may exceed $250 but it would not exceed $5000. Your property manager will attempt to notify you, but you may not know of the repair until your monthly statement arrives.

If a non-emergency repair exceeds $250 or the amount of money that we are holding in reserve for your property then the property manager will contact you to determine what steps you wish to take to correct the deficiency in the unit. As Owner, you give Century21 Bill Nye Realty, Inc. the right to authorize access as necessary to your property to make repairs and to protect the property and the tenant's rights.

Question: How will I pay for repairs and services ordered on my rental unit?

We ask that owners maintain a minimum sum in an operating reserve account with Century21 Bill Nye Realty, Inc. for repairs and recurring maintenance expenses such as pool, lawn, and extermination. This is normally $250 but in no way does that reserve limit, Century21 Bill Nye Realty, Inc.’s expenditure to that amount if, for reasons of necessity, we find that we need to spend more. This balance will be replenished from rent proceeds or we will contact you for funds as needed.

As your property manager, Century21 Bill Nye Realty, Inc. shall have full authority to have repairs made, to purchase necessary supplies, to hire and discharge on your behalf any and all vendors necessary to the maintenance and operation of the property and to pay all bills and charge your operating account accordingly. Any vendors hired to make repairs or improvements shall not be deemed employees of Century21 Bill Nye Realty, Inc. and Century21 Bill Nye Realty, Inc. shall not be responsible for their acts or omissions.

Our accounting staff will mail rent proceeds checks less any deductions for repair costs as soon as your rents have cleared.  Then, on or about the 20th of the month, you will receive a full printed statement showing all transactions from the previous period statement.   In January of each year you will receive a full year to date statement and your IRS income report form (1099 for U.S. citizens or 1042S for non-resident aliens) showing you total income before expenses.

You may request copies of your vendor invoices, but as a general rule we do not mail these to you. The IRS may require copies of such invoices if you are audited, but your statements of income and expenses are sufficient for your tax accountant to complete your tax return.

Question: What happens if I am on vacation and you can’t reach me?

In the event you cannot be contacted, when repairs are necessary, we will take whatever action an owner of reasonable prudence and concern would be expected to undertake for the protection of the owner’s property and/or for the fulfillment of the owner’s legal obligation to the tenant.

Question:  What if you can’t reach me and I don’t have any funds in my account?

We will try to make arrangements with vendors who will wait 30 days for payment. However, if you do not make payment in a timely manner, the vendor may place a lien on your property. If you continually have insufficient funds in your Operating Reserve Account, we shall not be obligated to contract for or make arrangements for repairs, whether standard or emergency.

Question:  In what order are my bills paid from the operating account?

We pay your rental expenses in the following order: Foreign withholding, leasing and management fees, insurance bills, utility and vendor bills, association fees, mortgage payments, property taxes and any assessments. This is why it is so critical for you to have sufficient reserves. (See Mortgage information on Pages 10 & 20)
Question: What if I have a service contract on my property/appliances?

You are responsible for delivering to us copies of any Service Contract or Warranty that exists, if any, within 5 business days of signing the property management agreement. If we don’t receive them within 5 business days we will assume none exist. If you should purchase a service contract at any time during the term of the property management agreement, you must notify us immediately in writing and send a copy.


Question:  In the event of a hurricane will Century21 Bill Nye Realty, Inc. put up my shutters?

No, we are not responsible for preparation of property or installation of shutters or wood in case of natural disaster or acts of God. We recommend that you make arrangements in advance with the tenant or a neighbor to help in this type of emergency.

Question:  Do you have any limit of an amount you can spend on my behalf? 


We cannot, by law, order any single service that exceeds $5000. If such an expense is required, we will put you in direct contact with a licensed contractor suited for the type of work necessary.

Question:  Who is responsible for items that are taken or are damaged?

If your unit is furnished you shall provide us with a written inventory of personal items and furnishings. This also includes items left in unfurnished units like washer/dryer, ceiling fans, pool equipment, yard equipment etc. If you do not have a written inventory there will be a charge for your property manager to complete an inventory. A copy of such inventory may be provided to the tenants.


Century21 Bill Nye Realty, Inc. is not responsible for damage to the premises, missing, lost or damaged items or furnishings under any circumstances, including but not limited to, theft, switching out of items, vandalism or negligence of tenant(s), their guests or third parties.

Additional Owner Responsibilities

Question:  Will I have special requirements for any insurance policies?

You shall maintain, at your expense, a rental dwelling insurance policy which includes public liability and compensation insurance in an amount not less than $100,000.00 per person and $300,000.00 per occurrence to protect the interests of Century 21 Bill Nye Realty, Inc. in the same manner and to the same extent as it does the owner.

We ask that you request your insurance company to cover Century21 Bill Nye Realty, Inc. as an additional insured and provide your property manager with a copy of such policy. Naming  Century21 Bill Nye Realty, Inc. as an additional insured should not increase your premium.


The responsibility to obtain and maintain the proper insurance rests solely with you. You agree to indemnify Century21 Bill Nye Realty, Inc. for any damages suffered as a result of any lapse in, or failure by you to maintain, insurance coverage.

Question:  What about any taxes or assessments that I may owe?

If you owe money to any governmental authority, condominium or homeowners association, we will withhold enough funds for payment of those obligations from rent payments when we are notified of such obligation by these entities.

The responsibility to complete any withholding or tax forms required by federal, state or local governmental authority rests solely with you, as the Owner of the property.

Question:  Must I maintain the condition of the property to any specific standard?

You must have all heating, cooling, plumbing, electrical systems, and all appliances in good working condition and you will be responsible for the maintenance of these items during the lease unless it can be shown that the need for repair was caused by tenant negligence.

You must maintain the roof as watertight and ensure that water does not enter living areas either from rain or subterranean sources during the term of your management agreement and any lease in effect during that period.

You must maintain the property in good habitable condition and in compliance with all applicable laws, ordinances and regulations.

Question:  When do I have to give written notice to my property manager?

You will need to notify your property manger in writing if any of the of the following occur:

a. Your mailing address changes.

b. Your phone numbers change so that we always have correct day and evening numbers for you.

c. Your association changes its rules.

d. If your association fee changes so that if we are paying these on your behalf we have proper notice of such change to avoid errors in payment.

e. Your association has notified you of a need to gain access to the interior of your unit.

f. Your bank where funds are being deposited on your behalf changes name, address or account number.

g. You receive a notice from any government agency that effects your property or your tenants lease rights.

You may phone in changes, but the accuracy of our records is important and written notice is the best way. E-mail can be used but a follow-up letter is recommended. We have noticed that not all e-mail actually arrives at its proper destination.
ASSOCIATION FEES AND RULES


Question:  How do you work with my homeowner's or condo association?

If the rental unit is a condominium or is governed by a Homeowner’s Association, any lease negotiated shall be subject to the Association Rules and Regulations. As the owner of the property you agree to pay all federal, state or local taxes or assessments that are due or may become due.

You will be required to provide Century21 Bill Nye Realty, Inc. with association application forms and a copy of the Rules and Regulations. 


As owner of the property you are responsible for any monthly maintenance or recreation fees and to keep them current. In the event that your tenant(s) fails to comply with the rules and regulations of your association, the association may force you to evict them and/or may hold you liable for fines, fees or assessments from the homeowner’s association.


If Century21 Bill Nye Realty, Inc. is notified of such failure to comply, your property manager will deliver the appropriate legal notice, but can do nothing further if the tenant resists taking corrective action. At such time an attorney will need to be consulted.









MORTGAGE PAYMENTS
Question:  Who will pay for my Mortgage payment and when will it be paid?

As owner of the property you shall pay direct any mortgage, condominium maintenance fees, taxes, insurance and charges. If Century21 Bill Nye Realty, Inc. agrees in the property management agreement to accept the responsibility for paying any of these fees from the rent payments on behalf of Owner, Owner will pay Broker an additional fee of $25.00 per month as long as we make those payments for you. The amount may vary from region to region.

Century21 Bill Nye Realty, Inc. will not make such payments if you do not provide sufficient funds to cover the expense. Century21 Bill Nye Realty, Inc. will not be responsible for payments that are not made on time for any reason unless caused by gross negligence.

As mentioned previously, if Century21 Bill Nye Realty, Inc. is forwarding payment for mortgage and/or association payments and other recurring payments, Owner will establish two month’s worth of reserve funds in owner’s operating account and will allow Broker to retain funds from rents to replace that reserve amount.

Owner shall provide Century21 Bill Nye Realty, Inc. with all necessary deposit slips or coupon slips to accompany said deposits and payments. See page 15 for order of payment priority applied each month from your owner operating account.

IRS Withholding Requirements and Local Tax and Registration Requirements

Question: What forms must I provide to you to exempt me from IRS withholding regulations?

US citizens must provide a Tax ID number with a US physical address or a citizenship statement and W-9 to be exempt from IRS withholding tax.  


Non-US citizens (non-resident aliens) must provide a signed form W8-EIC with their US tax ID number, but are advised to seek the advice of a tax professional before signing IRS form W8-EIC 8 which states that the signer is exempt from US tax withholding because their rental property is a business.

All income will be reported to the IRS by form 1099 for US citizens or form 1042S for non-resident aliens. Without the proper owner tax information, our accounting department will have two options:

1. Hold all owner funds in escrow for a period not to exceed 3 months waiting for the withholding exemption paperwork.

2. Release funds to owner after paying 31% withholding tax to pay the IRS until withholding exemption paperwork is complete and submitted to accounting.


Question: Do I have to have a license to rent my property?

Some local jurisdictions require that you have an occupational license before renting your property.  East Pasco presently does not require this.

   
Question: If I lease my property for a period less than 6 months and one day, who will collect and pay the state and local option taxes?
Leases for periods of less than 6 months and one day are subject to both state and county taxes. Century21 Bill Nye Realty, Inc. will register your property under its group license with the Florida Department of Revenue. The cost for this registration is a one-time fee of $10.00, which will be deducted from your rent proceeds.

If you should receive documents pertaining to your Florida tax registration status, please forward them to your property manager.

If you have been leasing your unit for short-term leases and already have a registration number with the state, you should inactivate it as you will no longer have to complete the required reports. 

Century21 Bill Nye Realty, Inc. Realty Fees
Question: What are leasing and renewal fees and when are they due?

When we have found a suitable tenant and all advance funds are collected, we will debit your owner operating account for the initial leasing commission If the tenant remains in the property after the first lease term is over, we are entitled to a renewal fee. See paragraph C of the management agreement. The renewal fee is charged to your account the first month of the new lease.  


Approximately 60 to 90 days prior to the lease end date your property manager writes to you and your tenant to determine what your intentions are regarding a new lease term. We need to determine the length of any renewal, any changes needed in the terms of the lease, and what amount of increase in rent can be anticipated. Our lease contains an automatic $25 or $50 increase but circumstances may dictate a different amount.


Question: What does my management fee cover?

The rent collection process, paying of related vendor expenses and a monthly account statement showing all of your income and expenses in a organized report form.

At the end of year we provide an annual statement of income and expense and the IRS required 1099 or 1042S form which ever applies to your citizenship status. Your property manager and associated support staff stand ready to serve both routine and emergency needs for your tenants. They handle emergencies as they occur and routine matters are handled during normal business hours. This includes coordinating vendor appointments and when an individual expense is greater than $500 getting work estimates.


Move-in and move-out inspections are done as a written record for tenant security issues. Written and oral reports are made to you about needs of your property and market conditions.

Question: What if the property manager assigned to my account leaves Century21 Bill Nye Realty, Inc. or no longer chooses to perform the duties of a property manager?

No one is crazy about change, but no one stays forever in the same job. Although you may have chosen Century21 Bill Nye Realty, Inc. for your property management and leasing needs because of a specific associate, you may not always be served by your original property manager. When a change in property manager becomes necessary, we take the following steps:

1. Notify owners and tenants by letter of the newly assigned property manager.

2. New Property Manager reviews the file for current needs and schedules an appointment to view the property.

3. New Property Manager communicates you with an update report of your property's needs.

At any time during a change period, you may feel free to call the Director of Property Management Services listed on page 2 of this manual. Our main objective is to give you continuous professional service.
Question:  What if I change my mind and don’t want to rent the property after I have signed the management contract?

We do have a cancellation fee policy in your contract to allow for unexpected circumstances before a tenant is secured. After we have secured a tenant you will owe management fees for the full term of that tenancy, plus lease and renewal commissions.  


Question:  What if I want to sell the property with the tenant in the unit?


If you have a tenant, the lease will prevail and the property must be sold subject to the lease. Our  lease provides for showings anytime during the lease term, but gaining tenant cooperation much sooner than 60 days from the end date is difficult.

Lock boxes cannot be placed on a tenant occupied property without the specific written consent of the tenant.

If you wish to list the property for sale you should contact your rental listing associate who can do a comparative market analysis to help you determine a reasonable asking price. He or she can go over our selling services with you at that time. You should also notify your Property Manager if you are listing the property for sale.

Tenants often feel insecure when the property is listed and may ask for an early termination. You will need to be prepared to either let them go without penalty or to make some concessions for the inconvenience.

Century21 Bill Nye Realty, Inc. will be happy to facilitate the sale of your property at the commission rate indicated in your property management agreement. We have a high incidence of investors looking for properties.

Question: What if the tenant purchases the property?

We will help you through the offer and acceptance process and will provide you with a comparable market analysis of current value. Your Listing Contract contains a sales commission rate to cover this transaction. 


We will work with the tenant to help them find mortgage opportunities. We can coordinate the title service to handle the closing. If the tenant purchases your unit, Century21 Bill Nye Realty, Inc. will be entitled to a sales commission. (See paragraph E Management Compensation of your contract)



This Property Owners Manual is intended to be a legally binding document. By signing the Property Management Agreement, you agree to be bound by the terms and condition herein. If you do not understand any provisions in this manual, consult an attorney. In the event of a conflict between any provision in the manual and the Property Management Agreement, the terms of the Property Management Agreement shall control.
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