
NEW TENANCY AT YOUR PROPERTY

Dear Owner,

Congratulations! Your property at [address] has a new tenancy created. The beginning of the lease term is [date], and the tenancy has a natural expiration of [date]. The tenant paid a security deposit in the amount of $_____. The monthly rent is $[amount]. We strive to make this tenancy a great experience for you and the tenant. The tenant [does / does not] have a pet, namely, [state what pets were allowed]. 

We will be inspecting the property throughout the tenancy and will provide you with our inspection report by uploading it into our online portal system. We also periodically require the tenant to send us pictures of the premises to help us monitor the conditions. 

The tenant will create (if they have not already done so) an online account on our software program for a variety of purposes, including communicating with us, making payments, sending maintenance requests and more, which help make managing your property more efficient and proficient. From time to time, you may be copied on correspondence so that you can be updated on situations and provide us feedback if necessary. Be sure to check your emails often in case we email you about situations that need your response. 

If the tenant sends us a maintenance request, we follow our protocol as follows:

Assess - first, we assess the repair request to initially determine whose obligation the repair or maintenance item is—whether landlord or tenant. Out determination can change upon inspection or further discoveries. If it’s a landlord obligation, we will notify you and provide you with relevant information accordingly. If it’s a tenant obligation, we will notify the tenant and provide them with relevant information accordingly. If it’s not a tenant obligation, but also not an expressed landlord obligation pursuant to the lease agreement, we will provide you with our assessment of whether it would be prudent for you to address or remedy the repair. 
Respond - once the obligation determination is made, we respond accordingly and notify respective parties regarding the repair item. If the repair item is a landlord obligation and is over the amount that we are authorized to expend on your behalf, we will notify you of the same. 
Assign - once we are able to determine what action needs to be taken on the repair item, we assign the repair to the appropriate persons, both in-office staff and with proper vendors (e.g. plumber, etc.).
Set - we then set the due dates according to the action that needs to be taken for the maintenance or repair. Our due dates are designed to ensure that the repair is timely made.

When we collect rent from the tenant, we disburse owner funds pursuant to the terms of the PMA (see para. ___). If the tenant fails to pay rent, then by law we have to deliver a 3-day notice to pay or vacate. If the tenant violates the lease in some other way than non-payment of rent, we will notify the tenant of their violation and request their compliance. By law, we must deliver a 7 day notice to cure when the violation is curable and in situations where the violation is non-curable, we can deliver a notice to terminate the lease. We will notify you of situations involving a tenant who is not fulfilling the terms of the lease regarding the course of action we believe needs to happen for the situation at hand. 

We review the tenancy towards the end of the lease term to determine whether or not to offer a new lease term or extended tenancy to the tenant. We review the history of the tenancy to make this determination, including rent payment history, and any problems the tenant may have created, the condition of the premises. Before we make a final decision in this regard, we will contact you and provide you with your intended course of action.

Remember, if you do not intend to continue renting this property at the end of the tenancy, you must notify us within 90 days prior to the end of the tenancy, which is [date]. This is very important, so please put a reminder in your calendar of this date so that you can give us proper notice. 

Once the tenant has vacated upon termination of the lease, we will make a determination of any claims on the security deposit that need to be made and will certify mail it to the tenant’s last known address within 30 days of the vacate date. The tenant has a right to object within 15 days of receipt of our claim. If there is an objection, we will assess the proper course of action and response accordingly.

If you have not already done so, please provide us with a copy of your property insurance declaration page and home warranty policy (if you have one).

If during the tenancy you have any questions or concerns, please feel free to contact us. 


Sincerely,

