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= MBM — this is an abbreviation for MBM Property Management........................... 27

= MBM Management — any person who works for MBM Property Management that
supervises Personnel/Employees, and is also referred to as “Management” in this

1Y/ 11 = PP 27
=  MBM Broker/Manager — the person who supervises the Sales Agents and who is
also referred to as “Broker/Manager” in this Manual................cccccoviieeii i, 27

. MBM Personnel — any person who receives compensation from MBM Property
Management and can be either an employee or an independent contractor; can be a

[ICENSEE OF NON-NCENSEE ...uiii e e e e e e aaeeas 27
. Principal: owner of MBM, Property Management DiViSion ..............cccccevvvveeeeenn.. 27
" Broker of Record: licensed real estate agent in Texas who is broker for MBM Real
EStAte SEIVICES, INC. cenieiiiiiii ittt et e et e et e et e et s st s ea s e b s saseaneees 27
. Manager/Supervisor: those who supervise Personnel...........ccccoooeeeiiiiiiiiiennne, 27
. Property Manager: an individual employed by MBM Property Management and

holds a Texas Real EState ICENSE .......cccioeeivieieiicei e 27
. Property Owner: a person that owns real property, also termed Landlord ........... 27
= Tenant: any tenant who rents from MBM, both past and present....................... 27
. PM: refers to Property Management.........coooooeeeooiiiee e 27

=  MBM Independent Contractor — a Broker Associate or Sales Associate, who holds
a real estate license, receives payment in commissions for real estate sales, and is not

LTI 101 0] (0] /=T TP PP PPPPPPPPPPP 27
=  Sales Agent — an independent contractor, referred to as a Sales Agent or Agent in
LTS3 4= 1 11 27
. Listing Agent - an independent contractor, referred to as a Listing Agent in this
0= 1TSS 27

Property Management TErMINOIOQY.........uuciiiii it et e e e 28
= Security deposit: funds received from a tenant and held for any possible damages
10 & PropPerty aN0/Or OWNET. ......uuiuieieiiiieiiieiiiieeeeeeeb bbb ebbeeeeeeeeeeeennnees 28
= Rent: funds received for the purpose of daily occupancy of a housing unit.......... 28
. Late fee: funds charged for late payment of rent ...........ccccoviiiiii e, 28
" Non-sufficient funds: when the company receives a check that does not clear due
to lack of funds in the account Of the PAYEE ............uuviiiiiiiiiiiiiiiiiiiees 28
= Hard money: funds that requires a cashier’s check or money order .................... 28
. Rental Agreement: a contract that a tenant enters into that can be a month to
MONth tENANCY OF @ lEASE.......oii i 28
= Lease: a set amount time that a tenant commits to rent an owner’s property ...... 28
. Month-to-month: a rental agreement that only has a set period of 30 days and
allows both tenants and landlords to give a 30-day notice at any time. ....................... 28

REIEVANT ACTONYIMIS ...ttt 29
=  TREC - Texas Real Estate COMMISSION .........uuiiiiiiiiiiiiiiiiiae e 29
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. NAR — National Association of REALTORS®..........coiiiiiiiiiiiiiiiiiaie e 29
=  Texas State Association of REALTORS® ........cccoovviiiiiiiiiiieeeeeeeeeeeeee, 29
=  Austin Board &Williamson County Association of REALTORS® ..............ccccceue. 29
. IRS — Internal REVENUE SEIVICE .......coeviiiiiiii e e e e 29
= HUD — Housing & Urban Development ..o 29
. FHEO — Fair Housing and Equal Opportunity agency ..........cccceeeveeeviveeviiiiineeeenn. 29
=  ADA — Americans with Disabilities ACL............uuiiii i 29
= EPA — Environmental Protection Agency or Environmental Protection Act.......... 29
" RLPHRA - the Residential Lead-Based Paint Reduction ACt.............ccoeeeeeeeeennn. 29
" RESPA — Real Estate Settlement & Protection ACt .........ccoovveeeeiiiiiiieeeeeee, 29
= FIRPTA — Foreign Investment in Property TaX ACt........cooovoeeiiiiiiiieeeeeeeeeeen 29
" FTC — Federal Trade COMMISSION ....coooiiiieiieeeeeeeeeee e 29
" FACTA — Fair and Accurate Credit Transactions ACt.........ccooevvviviiiieieiiieeeeeeeee, 29
= FCRA — Fair Credit REPOrting ACE .....ccooiieeeeee e 29
=  FCC - Federal Communications COMMISSION ........cceeeiieiieieeeeeeeeeeeee e 29
" FTCA — Federal Trade CoOmMMISSION ACE......cccoeiieieieeeeeeeeeeeeeeeeeee e 29
=  TCPA — Telephone Consumer Protection ACt ...........ooouuiiiiiiiieeiiiciiiee e 29
. SCRA — Service Member’s Civil Relief ACt.......ccoooiiiiiiiiiiiii e, 29
. EEO — Equal Employment OPPOITUNILY .......coeeiiiiiiiieiee et eeeern e 29
. ECOA — Equal Credit Opportunity ACt.........coeiiiiiiiiiie e 29
= FMLA — Family and Medical Leave ACT ........ccoooeeeeiieeeeeeeeeeeeeeeeee e 29
. FLSA — Fair Labor Standards ACL...........eoiiii it 29
=  ADEA - Age Discrimination in Employment ACt ............oiiiiiiiiiiiiiiiiiiiien e, 29
= USERRA — Uniformed Services Employment and Reemployment Act................ 29
=  HIPAA — Health Insurance Portability and Accountability Act of 1996.................. 29
. EPPA — Employee Polygraph Protection ACt.........cccooeiiiiiiiiiiiiiiiiie e, 29
=  OSHA - Occupational Safety and Health Administration..............cccccceeeiieiiiiinnnn, 29
COMPANY INFORMATION ...ttt e eeetta e e e ettt e e e eeata e e e eeata s e e eeata e e aeeasa s e aeeasn s eeeeenan e eaeesnnnns 30

YT ESES] T IS €= 1 (= 0 0 T=T o 30

[T = | S 30
= A known name in the Austin Metropolitan Area and surrounding cities for quality
property management and SAIES.........cooiieeiiiiiiiiiin e 30
=  The top notch residential management in the Austin Metropolitan Area and
SUITOUNTING CITIES. ..eeiiiiiiiiiiiiiiieieee ettt ettt et et e et e e e e e eeees 30

(@] oTT=Tod 11 =TSSP SRR 30
=  To provide quality services to all persons and clientele associated with MBM......30
=  To provide quality services and support to the community ............coeeeeeeeeeeeeenenn. 30
=  To uphold the guidelines of the Texas Real Estate Commission ......................... 30
=  To maintain the ethics and standards outlined by the National Association of
REALTORS®, NAR®, the National ASSOCIAtION. ........uveuniieiiiiieeiee e 30
=  To abide by and support Federal Fair HOUSING............couviiiiiiieieiiiiiciiee e, 30
=  To uphold the standards of an Equal Opportunity employer ............cccccoeeeeeerreenes 30
=  To follow the National Association of Residential Property Management and
National Association of REALTORS® Code of EthiCS.........ccvvviiiiiiiiiiiiiiee e, 30
=  To continually plan, implement, and follow the MBM Long Range Plan............... 30
=  To continually plan, implement, and follow the MBM Marketing program............. 30
»  To maintain professionalism in listings and sales .............cccoeeeieieeeeee, 30
=  To associate with, and use, only competent Workmen............cooooeeeeeeieieeeeeeeeeeenn, 30
=  To maintain a positive work environment for Personnel................ccccocoeiiis 30
=  To encourage Personnel growth and promote education for all Personnel.......... 30
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Company SPECIAlIZALION ...........coviiiiiiiiii 30

LEOAI TOBINTILY ... 30
CoMMETCIAl LOCALION.......ciiiiiiiiiiiiieeeeee e 31
L@ 111 =T £ o ] o T 31
L@ 1V =T g =T To o | = o] 0 )V 31
" Name is a licensed Broker and resident in the State of Name...............oeeeeeeen. 31
CoMPANY HISTOIY ... 31
GOVERNANCE AND ASSOCIATIONS .....iittttiaeaeettiaeeeettiaeeeessaaeaeesnaaaaeessanaaeeeenaaeaeesnnnns 32
GOVEINMENT AGENCIES ..ottt e e et e e e e e e et et e e e e e e e e e aa et e e e e eaeeeeaastaaaaaeaaees 32
= Federal agENCIES. ... ..o 32
B SHAIE AOEBNCIES ... 32
. [0 Tor= LYo 1] o[ T RSP 32
INAUSETY ASSOCIALIONS. ...ttt 32
= Texas Association of REALTORS® ........ccoouuiiiiiiiiieiiiiiiiiiees e eeeeeeeees 32
= Williamson County Association of REALTORS®...........cccceeiiiiiiiiiiiiiiiiie e, 32
= Austin Board of REAIOIS ....ccooeeeieeeeeeeeeeeeeeeeeeeee e 32
. NAR® — National Association of REALTORS® .......ccceievviiiiiiiiiiiiie e e 32
COMPANY JOB DESCRIPTIONS .. .iiittiieieitiaeeeettiaeeeeett e e e eeat s e aeesae s e e eessaaeaeesaaaeeeernaneas 33
CEO/President/ChairmMan .........coiiiiiiiiieieeeeeeeeeeeeee et 33
=  The CEO/President is the ultimate authority in the MBM office............................ 33
=  The CEO/President oversees Management and delegates various office
operations and duties t0 Personnel. ... 33
=  The CEO/President is responsible for the ..., 33
2T =] o B =T ox o] o [P 33
=  The Broker of Record is also the Principal/OWNner ............ccccoeeeeeeeeieeeeeeeeeeeeeeee, 33
PrOPEITY IMBINAGET ... . ieeeie ettt ettt e et e e e e e et e e e e e e et e e e e en e e e nnn e eene 34
=  Property Managers are required to know and participate in all general procedures
[0 1Y/ 1= PP 34
. Property Managers are either licensed real estate agents or brokers in the Texas
34
= All Property Managers are Independent CONtractors.........cccoeeeeviveeviiiiieieeeeeneennnns 34
= All Property Managers must follow the: ..o, 34
=  The Property Manager assists in monitoring the Property Management Trust Fund
34
Assistant Property Manager/Rental Manager ............ceeiiieeiiiieiiiiiee e 35
. Rental Managers are required to know and participate in all general procedures of
1 U 35
. Rental Managers are a either licensed real estate agents or brokers in the Texas
35
" Rental Managers are licensed real estate agents or brokers in the Texas........... 35
= All Rental Managers must follow the: ... 35
MaINTENANCE SUPEIVISOL ...t e ettt e e e e e e e e et e e e e e e e e eeeatana e e e e eeeeeeenennnnns 35
=  The maintenance supervisor reports to the Property Manager. ..............ceeeeee. 35
=  The maintenance supervisor is a licensed contractor in the state of Texas ......... 35
=  The maintenance supervisor is an Independent Contractor...........ccccccceeeeeeeeeeeees 35
2 TaT0] S (=TT o 1] ST 35
=  The Bookkeeper also assists with general office duties...............ooeeeeeeeeeeeeeeen. 35
=  The Bookkeeper is required to follow, but is not limited tO: ...........cccccceeeiieeierieens 35
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=  The Bookkeeper is an Licensed Real Estate Agents and Independent Contractor

35
e 36
SAIES AQENT ... 36

= Asales agentis a licensed real estate broker or sales associate in the state of
N = T 41T TP P PP PUPPPPPPTPINt 36

=  Asales agent lists and sells real property for Nextage lone Star Realty. Mary
Miner the Owner of MBM Property Management is also the Owner/Broker of Nextage

LONE STAr REAILY. ...u et e e e et e e e e e e e e e ettt e e e e aaeeeanee 36

= Asales agent is an independent contractor and is not a MBM Employee............ 36
Independent CoNtraCtor HIMNQ . ........uuueeeiiiiii e nenenne 36
PROPERTY MANAGEMENT POLICIES ...ctitiiiiiiieiiie et ettt e e e e e et eeaneeenas 37
Department of REaAI ESTALE ...........uuuiiiiiiiiiiiiii e 37
FAIT HOUSING ... 37

= The Civil Rights Acts of 1866 and 1870, 42 U.S.C. Sections 1981, 1982 ............ 37

=  This Act provides that all persons have the same right to make and enforce
contracts, to the full and equal benefit of all laws and proceedings for the security of
persons and property, as is enjoyed by white Citizens. ............ccvvveviiiiiii e, 37
=  Cases have held that these laws prohibit refusing to sell lots to African Americans;
a homeowner association’s discriminatory interference with the sale of a home to a
black person, racial based steering, racially motivated opposition to the construction of
[OW-INCOME NOUSING. .eeieiiiiiii e e et e e e e e e e e e et e e e e e e e e eaaaannaaas 37
= Title VIII of the United States Civil Rights Act of 1968, as amended in 1988 ....... 37
" Prohibits discrimination based on race, color, religion, sex, national origin,
handicap, familial status, or handicap in the sale or rental of housing. Prohibited acts
include refusing to sell or rent, discriminating on terms, discriminatory advertising, and

discrimination in the provision of brokerage services, “steering,” and “redlining.”........ 37
Americans WIth DIiSADIIITIES ACT ........ieuiii it e e et et e et e et e et e et eaaaees 37
F A 111 U ) A 38

= MBM will not tolerate violations of ANtItrUSE. ........c.oouviiiiiiii e 38

= All Personnel understand that the current MBM management fee policy supports

A 1 U T 38

. Personnel understand that MBM policy is that all fees and/or commissions are

negotiable With CIENTS. ... 38

= Personnel are not to discuss, collude, or set fees/commissions with other real

estate agents, brokers, and/or groUPS. ........uuueiii i eii e 38

. If any Personnel have concerns regarding any activity that could be a violation of
Antitrust, they are to contact Management immediately before proceeding further. ....38

RE S P A s s nnnnnn 38
" Federal law requires all licensed agents to meet all guidelines and laws regarding
the Real Estate Settlement and Procedures Act (RESPA). .........uuuviiiiiiiiiiiiiiiiiiiiiiininns 38
. MBM will not tolerate violations of RESPA in any real estate/property
MANAGEMENT DUSINESS. ... iiiiii e e e e e e e e e e et r e e e e et e e e s et e e e enaneeeeeenns 38

=  Personnel cannot promise or give referral fees to mortgage brokers, title

companies, escrow officers, and/or any other person under the guidelines of RESPA.
38

=  Personnel cannot receive referral fees from mortgage brokers, title companies,

escrow officers, and/or any other person under the guidelines of RESPA. .................. 38

" Personnel cannot pay any referral fees to non-licensed persons, and this includes
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. Personnel cannot advertise referral fees or other inducements. .............cccceeeol 38
. If any Personnel have concerns regarding any activity that could violate RESPA,

they are to contact Management immediately before proceeding further. ................... 38
Environmental Protection AQeNCY, EPA ... ... 38
= MBM follows all EPA legislation and guidelines regarding lead-based paint.
Please refer t0 NEXE SECHON. ......cooie e 38
= To I b= 1o L U | L= e X S 38
= All personnel are required to read and acknowledge the MBM Red Flags Office
0] o Y2 PSSP 38
Residential Lead-based Paint Reduction Act (RLPHRA) ..........iiiiiiiiiiiiee e, 39

" RLPHRA requires residential sellers, property owners and their real estate agents
of pre-1978 residences to disclose if they know of lead-based paint and provide buyers

and tenants with an informational booklet about lead-based paint. ............ccccccceee.e. 39
" Federal law does not require sellers and property owners to remove lead-based
PAINT. ... 39
. Long-term leases and month-to-month rentals require the disclosure and
information booklets given to tenants regarding lead-based paint...................ccovvvnnnnn. 39
= Short-term rentals less than 100 days are eXempt. ........coooeveeeeeieeeieeeeeeeeeeeeeeeen 39
. Homebuyers can waive the 10-day contingency period in writing......................... 39
Uniform Regulations of Landlord Tenant, URLTA .......ccooo i 39
Service Members’ Civil Relief Act of 2003, SCRA .....coeiiii e 39
=  This act replaced the Soldier and Sailor’s Civil Relief Act of 1940. ...................... 39
= This gives all military certain rights in public housing, mortgage, credit, and
employment issues while they are serving their country..........cccccccceeeiiieevviieeccceee e, 39
=  The SCRA protects service members from Unlawful Detainer actions in most
cases when called to duty. It does not excuse rent, but makes provisions for relief.....39
Federal Communications CommissSion (FCC).........uuuiiiiiiiiiieeieee e 39
=  There is additional MBM policy concerning Do-Not-Call/Fax/Email in this manual.
39
Fair Credit Reporting ACt (FCRA) ... ..o e e e e e 39
=  Credit plays a significant role in both real estate and property management. ...... 39
Equal Credit Opportunity ACT (ECOA) ......uuuiiiiiiiiiiiiiiiiii e eeebeeeeeseeee 40
Fair and Accurate Credit Transactions ACt (FACTA)....ccoi i 40
=  The MBM policy includes the Junk Protection Act of July 2005. .................ccc..... 40
= A document shredding policy is contained in this manual under the Office Policies
LS o 10 o 40
(8= T BT o 7= 1 o Y o1 PR e I 40
=  MBM does send email newsletters without obtaining permission. ....................... 40
. MBM supplies an “opt-out” button on all email newsletters. ..............cccccceeeiiee 40
NOt Limited t0 MaANUAL.........ooiiii e e e e e e e e e eeenean s 40
STATE LAWS ettt e ettt e e e ettt e e e e et b e e e e eab e e e e eeba e e e e eeba e eeeesbnaaaeees 40
State Fair HOUSING LAWS ... et e e e e e e e e e e e e e 41
State Lead-Based PaiNt LAWS .......o.uuuiiiii e e e e et e e e e e e e eeeeana e eeeeas 41
State Credit REPOITING LAWS .......cooiiiiiiiiiiieee e 42
State Megan’s LaW ... 42
1177z 1032 I 1 P 42
LOCAL LAWS AND ORDINANCES ...ccttuuiitittiaeaeettiaeseetsnaeseesnneaseessnaseessnnaaeeesnnnaaaeesnnnns 42
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(@] == ot =l [N = 01 =1V /-y 1 (0] N TR 43

o (o | STt 43
TelepPhoNe NUMIDEIS ... e sneennnnees 43
StANAArd BUSINESS HOUIS .. .ceuiieniiiiii it e e s e s e s st s s s s e s s snesaneenss 43
o F= T TA T (=T T 43
OFFICE POLICIES AND PROCEDURES .....uuititiitiiitietiee ettt eeeeeaseae e s es e easensensansaeensensenss 44
BOOKKEEPDING. ... 44

. Unless authorized, Personnel are not to access the bookkeeping software
program, bookkeeping records, and any areas in the office relating to bookkeeping...44

. Property Managers are to forward all tenant and owner funds for deposit in MBM
Property management Tenant Account for Rent and Escrow Account for Deposits. ...45
=  Property Managers are to keep all funds secure until they can forward the funds to
2 T0T0] ST o 11 o PSPPSR 45
. Resident managers are to forward all tenant funds to the MBM office and must
keep all funds secure until they do so.Document POlICY .......cccooeeviviiiiiiiiiieeeercciiiinn, 45
" Personnel are to fax or mail only authorized copies of documents to appropriate
parties, which includes, but is not imited tO: ............cooviiiiiiiiiii e, 46
. MBM Property Management keeps all management contracts, tenant agreements,
real estate purchase agreements, listing agreements, or any other documentation

connected to a contract for a minimum of L year.........c.cccoooiiiiiiiiiiiiiii e, 46
. Personnel are to place all documents in the appropriate file............cccccooveeeeee. 46
DOCUMENE SEOTAGE. ...t eee ettt e ettt e ettt e e e e et e e e e s e e e e e e e eenabn e e e e e e e ennrnnnn s 46
" MBM moves closed files to the cloud and back up storage, such as every 6
months or at a specific time of year, etC. ..........viiiei i 46
=  The documents remain in the cloud or backup, unless.............ccccoeeeeieiiieeneee, 46
DOCUMENT SNIEATING ...t 46
. Personnel are not to destroy MBM documents without the permission of
=Y = T =T 01T o 46
. MBM maintains a program of shredding documents to protect the confidentiality of
MBIM ClENEEIE. ... 46
. Management supervises the shredding program............cccevviiiienieeeeeeeiiiiieeee e, 46
=  The MBM shredding program inClUdES: ...........coooiiiiiiiiiiiee e 46
Company Logo/Brand Identity ..........coouviiiiiiiiiiiii e 47
=  All Personnel must use the “official MBM logo,” and must obtain advance approval
of any variations of the 10g0. .........ceiiiiiiiiiiiiiiii e 47
= Thelogo is available in electronic format.............ooooeeeiiiin 47
. If Personnel have questions on the logo use, they are to consult Management...47
Y F= T = T To B D= Y= = ST 47
=  All Personnel are responsible for keeping all personal effects out of the view of the
public and storing them safely during work hours. ..., 47
. MBM business insurance does not cover the theft of personal items................... 47
" MBM recommends to Personnel that they carry insurance for their personal
== Tox (S 47
STANDARDS OF CONDUCT «.ctttuttttettieeeeett e e e eest e e e eess e e eeeas s e aeeana s e eeeasa e eeeesnanaaeeennnnas 47
o 47
= All Personnel are required to conduct business ethically and legally. .................. 47
= All Personnel are required to read and review the National Association of
REALTORS® Code Of EhiCS. .....ccoiiiiieiiieie e e e e e 47
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Property SNOWINGS ... ..o e e e e e e e e et e e e e e e e e eeanean s 47
. Property Managers and/or Rental Managers should notify other Personnel, family,

and or Management when and where they are showing property. .........cccccvvvveeeeeennn. 47
= MBM encourages all Personnel to carry cellular telephones when showing
property, and call the office or emergency services if necessary..........cccccccvvvvvveeeennnn. 47
. If concerned about showing an individual a listing, the agent should either cancel
the appointment or take another adult to the showing. .............ccccoiiiiiiis 47
=  Personnel should watch for any suspicious activity while driving to the property or
when showing the property, and notify authorities if necessary..........ccccccoceeeeieeeniinnnn, 47
=  Agents should meet potential tenant or owner in a public area or the office for first
visit. 47
= All agents/property managers should take pictures of potential tenant’s driver’s
license and leave in OffiCe. ... 47
FAIR HOUSING ...ttt e e e e e e e e e e e e e e eeeas 48
Fair HOUSING PIaCliCES ......couiiiiiiii i e e e e e e et e e e e e e e e aaraaa s 48
. MBM requires all Personnel to agree to abide by Fair Housing in their association
WItN MBI L.t 48

" Fair Housing laws are very clear and specific in many ways when it relates to real
estate/property management. MBM policies include, but are not limited to the following:

48
=  Fair Housing and Clientele: MBM will not participate or continue with clientele who
suggest or demand diSCHMINALION. ............uuiiiiiii i 48
Fair Housing Complaint ProCEAUIES ..........iiiii i ettt e e e e aaraa s 49
" It is the Management’s responsibility to follow up on any complaint regarding Fair
[ [ 10 13T o T PSSPt 49
. Management originates a file for each complaint..............ccccooiiiiii i, 49
=  Management notifies all parties of the complaint, such as clients, Personnel,
vendors, and any other applicable party.........cooooooo 49
. Management documents the actions of all parties involved and places the
documentation in the specific complaint file. ... 49
=  Any Personnel involved in the complaint process are to be responsible for filing
documentation correctly, and to report any subsequent problems or incidents............ 49
. Management will file a proper response with the Fair Housing Authority when
requested by that authOority............ooo 49
. Management hires legal counsel for the complaint if Management feels it is
=T o] 0] (0] o] T 1 (=TSSR 49
=  Management will continue to work on the complaint until it is satisfied and
(ST 0] 17T o PSR 49
IMARKETING ...ttt e e ettt e ettt e ettt e e ettt e e e et ek e e et et e e e e e et e e e e e e b e e e e e e s e e e e enna e e e eennanaeas 49
Company Marketing POLCY ........ccoouiiiiiiiii 49
=  All marketing must be within the guidelines of all appropriate legislations such as
Fair Housing, FIRPTA, RESPA, €IC. ...cocuiiiiiiie et e et e e e 49
Company AdVertising POJICIES .........cooiiiiiiiiii 49

= No MBM management advertising is to contain false or misleading statements. .49
= Advertising must include the company affiliation and, when appropriate, company

logo.49

=  All advertising must identify a broker or agent. ... 49
. Fair Housing: no advertising can contain any discriminatory statements or wording
o) = 10 )V (] o 1S 49
" RESPA: no advertising can contain offer incentives, kickbacks, and/or fees. ...... 49
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= FIRPTA: if any advertising contains any information regarding interest rates, it

must be in accordance with FIRPTA. ... 49
OVERVIEW OF PROPERTY MANAGEMENT CYCLES ...uiiitiiiiiiiieiiiee e et eain e e e e 50
" R BIIEING 50
I = 0T o | S TP PP PP PUPPPPPPTPIRt 50
. L0 11 1= £ SRR P PP PTTT R PPPPPPPPPPRPIN 51
LY = T o (o] RSP 51
POLICIES ON PROPERTY MANAGEMENT FUNDS .....ccuuiiiiiiiiiiiieeiine e eeas 52
CoMPANY TIUSE ACCOUNL ...t e e e e et e e e e e e e enre e e e e e e e eennnnnaaaeeeees 52
= All earnest MoNeY AEPOSIES @I ....ccceeeeeeeeee e 52
T I V1S3 8 2V od ot 1 ¥ Lo 1] o USSPt 52
CaSN . 53
=  The MBM Office does not acCept CaSh. .......ccooeeeeeeiieeeee e 53
. MBM off-site Personnel cannot accept cash..........cccooooiiiiiiiiiiin e, 53
. MBM does not keep petty cash in the MBM office. .........ccccoiiiiiii i, 53
" If any Personnel encounter difficulties with cash, they are to notify Management
as soon as possible before accepting cash and obtain specific instructions. ............... 53
L= = U1 0 o E 53
B APPIICALION TEES ... 53
= Accepted applicants prior t0 OCCUPANCY .......uuvuuirieeerieeeiiiiaaseeeeeeeeeaeennaasaeaaeeennnes 53
= Tenant funds after OCCUPANCY .......uuuiiiiiieiiiiiee et e e e e aaaees 53
=  Tenants can pay any funds, with the exception of tenants under an unlawful
detainer aCtion, DY: ... 53
. NON-SUFFICIENE FUNAS ... e 53
. Funds charged for additional SEIVICES: .....cciceiiiiiiiiiiiie e 54
Security DePOSIt FUNAS ........oooiiiiiiiiiiii 54
. Management pays all security deposits to the vacating tenant from the appropriate
EPUST ACCOUNL. ...ttt ettt e ettt e ettt e e et et e e e eeta e e e eeta e e aeebnaeaene 54
POLICIES ON PROPERTY MAINTENANCE ...cvvuuiiittneettieeetineeetnseessneesssnseessnseessnseesnnasesnneesnns 54
General MaintenNanCe POIICY .........cooiiiiiiiiiii 54
Priority 0N MaINtENANCE ........uiiiii e e e e e e e et e e e e e e e eearraaaas 54
. EMNBIgENCY .. 54
" 0 11 1 TSR 54
" RENADINTALIVE ... 54
MaiNtENANCE PrOCEUUIES ......vviiiiei e ee et e e e e e e e e e e ettt a e s e e e e e e e e et taa e e e eaaeeeeesraannnes 54
. Management requires all maintenance forwarded to Management or the Property
Manager fOr aSSIgNMENT. ........ii e e e e e s e e e e e e e e et e e aeeaeeennnes 54

. Management requires all Owner/landlords contacted when maintenance exceeds
the authorized amount for repairs; Property Managers are to refer to the Owner

Management CONtraCt WNEN NECESSAIY. .....cceeeee e 54
. Management requires all maintenance assigned to the appropriate vendors. ..... 54
. Management requires Vendors faxed or verbally given a work order number,
which must appear on their INVOICES. .......coooiiiieee e 54
. Management requires all emergency maintenance followed up immediately by the
personnel assigned to the task. .........o i 54
" Management requires all maintenance work orders reviewed bi-weekly for
unfinished maintenance and reviewed at the end of the month.............cccccvviiiii. 54

Maintenance coordination With DOOKKEEPING ..........uuuuuiimiiiiiiiiiiiiieeeees 55
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= Bookkeeping is to notify Management if funds are required for completing

payment as soon as possible and with the appropriate amount needed...................... 55
POLICIES ON KEYS, LOCKBOXES, AND RENTAL SIGNS ....iiitiiiiiiieeiiee e esin e e e eenas 56
[0SV J PP PTTPPTT 56
. Management keeps all keys at the MBM office in a coded system with a number
assigned to each Property OF UNIt. ..........oooiuiiiiiii e 56
= Management KEeps KEYS IN & SECUINE @I aA. .......cceeveeeeeeeeeeeeeeeeee e 56
. Management outlines the key policy later in this manual. .................ccccceeeee. 56
LOCKIIOXES ... e 56
" MBM distributes combination lockboxes/Supra Lockboxes as necessary for
access to a vacant property or OCCUPIEU PrOPEITY. ...cvvvvviveeeriiiiiiiiieiiiieeeeeeeeeeeeeeeeeeeeeees 56
. MBM gives the lockbox code to the combination lockbox to Personnel and
RV e [ TS 56
=  Personnel are not to give lockbox codes to owners, applicants, tenants, and
public, unless authorized by Management. .........ccoooooiiiiiiiiiiii e 56
= Personnel recode combination lockboxes as necessary, and at the direction of
Y E= T = To [T o 1T o | PP SRPPPPPRTPINt 56
WENDORS ... ettieeti ettt ettt e ettt e ettt e e et e ettt e e et e e e e e e e b e e e e e et e e et e e e e e ean e e e ennnaaae 56
General Office Policy With VENAOIS .........ccoiiiiiiiiie e e 56
=  Completion of W-9, with correct social security number or tax ID and correct name
to match the appropriate identification numMber............cccoooi i, 56
. Notification of current Workers Compensation coverage or exemption................ 56
" If required by the vendors profession, a general contractor’s license, bond, and
insurance information are Needed............oovvviiiiiiiii i 56
Vendors and Lead-based PaiNt .............uuuuuuuuuriiiiiiiiiiiiiiiiiiiiiinienineieseeeeeeseneeneseeneennnennnenane 57

=  MBM will only use vendors who comply with the "Lead: Renovation, Repair and
Painting Program" rule effective, April 2010 and prohibits work practices creating lead

NAZANAS. ... 57
ResSpoNSIDIlity 0 VENUOIS........uiiii e e e e e e e e e e ear s 57
. Management monitors all vendor WOrK. .........ccooooeoioi oo 57
. Management maintains an accurate file for each vendor................cccccieeen. 57
. Management files all necessary forms with the Internal Revenue Service, and
other required agencies as required DY 1aW.............ooovviiiiiiiiiiiiiii 57
Personnel responsibilities t0 VENUOIS ........uiiiii i e e 57
=  Personnel are to be responsible for working with vendors, and alerting
Management to any problems With VENAOIS. ........ccoooeieiiiieee e 57
=  Please see other items outlined in General Office Policies of this manual. .......... 57
PaymeEnts 10 VENAOIS........oooiiiiiiei e e e et e e e e e e e e e et e e e e e e e e e earaaaaas 57
=  Vendors are required to submit their billings in a timely manner.......................... 57
" For vendor payment during the current month, they must submit their bills by the
Tth Of the MONTN. ..o e e e e 57
. MBM pays vendors during the MBM payment cycle between 7th and 10th of the
1T} 21 o PP 57
=  Management must review all vendor bills, before entering invoices into the
(070 111 o 11 (=] ST PP TUPPRTTR 57
. Management and/or the Property Manager must approve special payments. ..... 57
=  MBM does not issue payment to vendors without the required government forms
and/or current iInsSurance VerifiCation. .............iiii oo e 57
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[V Z=T a0 [0 ESI= Va0 I =) VA SRR 57

. MBM does not supply KeYs t0 VENAOIS. .......ccovviiiiiiiiiie e 57
. MBM discourages the practice of tenants supplying keys to vendors for safety and
ADIlItY FEASONS. ... 57
=  When tenants supply keys to vendors, the vendor and tenant are at their OWN
risk. 57

" MBM does not issues MBM office keys to vendors unless vacant and no lockbox
IS ON PIOPEITY. et 57

. Personnel are NEVER to hand out the last key or entire set of keys to a tenant or
vendor for a property or unit, mailbox, gate, laundry facility, etc.; they are to arrange for

AUPlICAES OF KEYS FIrSt. ...ceeeiiiiiiiiiiieiee ettt 57
Vendors Scheduling Work With TENANTS ..........cooiiiiiiiiiii e 58
. In an emergency, MBM deems a timely manner to be “as soon as possible.” .....58
= If the maintenance is a non-emergency, MBM deems a timely manner as ‘within 5
Of DUSINESS GAYS. ...eeieiiiiiiiiiieeeee ettt 58
=  The vendor is encouraged to schedule all maintenance as quickly as possible...58
. MBM will NOT schedule appointments for vendors. ..........cccccceeeeieeeeiieiiiiiienee e, 58
=  Vendors are not to complete an appointment if the following occurs: .................. 58
V2= o (o] (=T T =T F= T 58
=  This policy is to maintain a professional work relationship with Vendors and avoid
conflicts of interest between the company and Vendors. ............cevvvvvvviiiiiiiiiieiiiiieeenenn, 58
Vendor Responsibility t0 COMPANY .......uuuuuiiiiiiiiiiiiiiiiiiiiiiieiiieeeebeeeee bbb reeeeeeeeeeenneeees 58
= To perform work in a timely Manner ............coiiiiii i e 58

=  To contact MBM Property Management when scheduling problems arise or work
is beyond their capabilities and follow up with MBM if they cannot complete the work

2RSS [0 1= To [PPSR 58
*  Tobe courteous to all teNANTS .......ccoeeeeeeeeeeeeeee e 58
=  To provide satisfactory Workmanship .........ccooooieeeiiiiie 58
=  To provide reasonable invoices for work completed.........cccoooeeiiiiiiiiiiiineeneniiinn, 58
= To follow-up with additional work if required .............coovviiiiiiii i, 58
OWNER POLICIES ...ttt ettt ettt e e e e ettt e e e et et e e e e e et s e e e eeba e e eeeenanaeaeee 59
(1=t a1 = N @ AT a1 g oo o3 Y PSPPSR 59
. MBM Property Management works to maintain the property for the Owner within
the OWNEI'S QUENOTILY. .. ..uiiiiiiiiiiii e 59
=  MBM works to maintain a good working relationship with the Owners’ tenants, or
to notify the Owner when tenant relations jeopardize the Owner’s interests................. 59
. MBM works to provide the Owner with quality management and quality tenants,
minimizing financial loss for the property and OWNEeTr. ...........ccccvviiiiiiiiiiiiiiii 59
. MBM maintains a written contract with all Owners as required by the Texas Real
EState COMMISSION. .. .cciiiieiiiiie e s e e e e e e e e e et e e e e e e e e eesttaaaeeeaaeeeannes 59
=  MBM Property Management requires that all Owners provide proof of insurance 59
. MBM maintains computer files on matters concerning the Owner. ...................... 59
. Monthly management reqUIreMENTS: ........ooii i 59
Fair Housing Requirements Of OWNEIS .......iii it e e e e 59
. If an Owner will not support and comply with Fair Housing, MBM will send a notice
of termination to the owner and close the account. ...............cooioiiiiiii e 59
=  This requirement is contained in the Management Agreement with Owners........ 59
Lead-based Paint Requirements Of OWNEIS ..........uuuuuuuimumiiiiiiiiiiiiiiiiiiiiieiieneieeieeeeeeeeeeeeeeeeee 59
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= If an Owner will not support and comply with Lead-based paint requirements,

MBM will send a notice of termination to the owner and close the account. ................ 59
=  This requirement is contained in the Management Agreement with Owners........ 59
Property FOTECIOSUIES ... ... 59
= If an Owner will not support and comply with right-to-enter laws, MBM will send a
notice of termination to the owner and close the account. ...........cccccccvvvviviiiiiiiiiiinnnn, 60
=  This requirement is contained in the Management Agreement with Owners........ 60
Fiscal ResponSIDIlitieS t0 OWNEIS ........uuiiiiiiiiiiiiiiiii e ebeeennenne 60
=  To maintain the Owners’ accounts under the requirements of the Texas Real
EState COMMUSSION ....coiieieee e 60

=  To collect rents, whenever possible, and to pay any Owner-authorized invoices. 60
=  To pay Owners their checks on the 12th of the month, or if the date falls on the

weekend or a holiday, the checks will be paid on the following business day.............. 60
=  Toonly pay checks when sufficient funds allow...............ccoooeeei, 60
= To send monthly StAtEMENTS .......cccoeeiieeeeeee e 60
=  To provide copies of all invoices with monthly statements.............cccccceeeieiieiinnnn, 60
=  To answer any Owner questions regarding their statements.............cccoeeeeeevieenns 60
=  To obtain authorization for any funds needed over the authorized repair limit listed
in the Owner’s contract, unless it is an EMErgency.........ccccceeeeiieeiiiiieiiicie e, 60
=  To notify Owners to remit necessary funds as soon as practical ......................... 60
Year-End Responsibility 10 OWNEIS ........coooiiiiiiiiiii 60

" MBM requires all owners to furnish the necessary information to complete their
year-end 1099 such as correct name, address, social security number, and/or tax ID.60
" MBM contacts owners as necessary to maintain the information necessary to

ISSUE @ COITECE 1099, . ettt e e e e e e et a e e e e e e e e e et n e e e e e e eeeannnnnnns 60
Personnel Responsibility 10 OWNEIS .......uuuiiii i e e e e e earaas 60

. Personnel are to answer questions for Owners whenever possible in an accurate

manner, or to forward the question to the appropriate person..........cccccccvvvvvveieveinennnnn. 60

. Personnel are not to answer questions or process information that is not within
their job description or authority; if they have any questions on what authority they

have, they are to consult Management. ... 60
. Personnel are not to alert the Property Manager as soon as possible if an Owner
Problem AEVEIOPS. .. ..o e e et a e e 60
PENDING VACANCIES ...uiiitiiiiete et et e e e et e e e e e et e et e e e e e e e ea e e anseeneeaneeaneeeneeaneeaneeenn 61
N0 o 61
. MBM policy is to begin preparation of the property for vacancy as soon as MBM
Property Management receives a 60 Day NOtICe. .........ccoovviieiiiiiiiiiieeeeee, 61
=  When property is vacant, MBM policy is to prepare and rent the property as
QUICKIY @S POSSIBIE. ....viiece e e 61

= Atall times, MBM policy is to reduce the vacancy period and provide good
tenancy within as short a time period as is reasonable, and market conditions allow. .61

AdVErtiSIiNG Preparation ............ oot e e e e e e e e et e e e e e eeanea s 61
. [ Fo ot To | o o o I 0] 0= 1 YR 61
=  Prepare and place the property information on the MLS and Websites for
= To AV 7= 1S o o [P P PP PPPPPPPPPPPP 61

Required Notifications Regarding VACANCY ..........couuuuuiiiiiieeiiiiiiieee e 61
" Personnel are to pull the property folder and give the file to the Property Manager
With the TOllOWING JETEIS: ... . 61
] Notice letter to the Owner, L14 Tenant NOtiCe Letter........covvvvievieiiiiiiiieeeieeneann, 61
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= Notice letter to the tenant, T92 Move Out INStrUCIONS .....ceveevieeeeieeeeeeeee e 61

=R 61
. Personnel are to prepare documentation for contacting utility companies for
service when tenant isS VACALING, ... oovveeeviiieiiiiie e e e e 61
= If necessary, Personnel are to request Owner Authorization for utility companies.

61

Pre-vacancy Walk-TRrough ........ ... e 62
= Personnel are to contact tenants to schedule a walk-through appointment. ........ 62
» A maintenance report is prepared after the pre-vacancy walk-through inspection
by the Property Manager.........ccooviiiiiiiiii e e e et e e e e e e e e anaaaas 62
= If there is no Inventory and Condition form submitted 7 days after move in the
tenant is taking the ProPEITY @S IS.......uuuuuuuriuiiiiiiiiiiiiiiiieii bbb eeennee 62

=  The Property Manager is to notify the Owner of any pending maintenance, and if
the maintenance is beyond the repair limits, request Owner authorization of the

FEPAIrS/MAINTENANCE. ....cceiiiiiiiie i 62
RY Y07 1Y [ PRSPPI 62
Personnel Responsibilities during VACANCY .............uuuuuuumumiiiiiiiiiiiiiiiiiiiiiiiinnieieineeeeeeeeeenenees 62
=  All Personnel are to request any clarification from Management when needed
regarding thesSe POIICIES. .....ii i 62
=  Personnel are to notify Management immediately if the vacant property has any
criminal activity or 1eft UNSECUIEd. ..........cooviviiiiiiiiiiiiiiiieeeeeeeeeeeee e 62
AdVertising dUMNG VACANCY ......uuiiiieeeiieiiieis e et iee e e e e e et e s e e e e e e e e ettt r e e e e e e e e eaneaanna s 62
. Review property information on Internet/website advertising as necessary ......... 62
" Review advertising publications s NECESSANY.........cvuiieerrieeeiiiiiiieeeeereeiiiiiaaeaeeeens 62
. Review Internet/Website advertising as NECESSarY..........couvviieeiieeeeieeeiiiiiee e, 62
. Review signage as needed, and if necessary, prepare as directed under “Pending
Vacancies” in this ManUal ............ccoooo oo 62
. Review voiCe Mail S NECESSANY......cccoi i 62
. MBM does not tolerate any discriminatory practices in advertising of any kind and
all advertising must follow Fair HOUSING. ......ccovviiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 62
Maintenance Policy during VacanCy Period................uuuuuuiuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieeeiniieenees 62
= A maintenance report is prepared after the walk-through inspection ................... 62
=  The Property Manager is to notify the Owner of any pending maintenance, and if
the maintenance is beyond the repair limits, request Owner authorization. ................. 62
VaACANCY SNOWINGS ..uuuiieiiiieeeiee e e e e e e e e e e e e et et e e e e e e e eeeaasba e e aeeeeeesnreaaanaes 63

. MBM policy is to abide by Fair Housing Guidelines & Laws, as outlined in the Fair
Housing section of this manual at all times during the vacancy with the advertising and

ShOWINGS Of the PrOPEItY........ccvviiiiiiiiiiiiiiiiiiieeieeeeeeeee et 63
. If Personnel encounter any Fair Housing issues, they are to notify Management
1] =70 = (] PSR 63
Supplying Owner Information to APPlICANTS ........coovviiiiiiiiiii 63
. Personnel are to comply with MBM policy on Owner information. ....................... 63
Y o] o] o= o] 1 PR 63
" MBM has available flyers for all properties available to rent and properties on 60-
(0 Fo NV L] 1o PP PP P PPPPPPPPPPPP 63
] 10111 T o P 63
" MBM schedules showings BY: ... 63
= Scheduling of SNOWINGS......cooi i 64
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Acceptable IdentifiCatioN .......... .o e 64

= Acceptable identifiCation.............cuuuiiii i 64
. Unacceptable identification ..............oouiiiiii e 64
= If the identification does not fall within these four types, Personnel should bring
any other form of identification to the attention of management. ...........cccccvvvvvvvveennnnn. 64
. MBM reserves the right to refuse any identification that is not current. ................ 64
= MBM reserves the right to refuse any identification that is not in a condition to be
1Y Lo PSSR 64
Age Requirements fOr TENANTS .......ciiiii it e e e e e et e e e e e eeeaannes 64
. Marriage to an emancipated MINOT..........ccooiieiiiiiiiiiie e 64
=  The emancipated minor must show supporting documentation. .......................... 64
Qualifying REQUITEMENTS ......cooiiiiiiiiiiieei e 64
. MBM requires all applicants to pay a processing or application fee of $50 per
2T o] o] o7 11 0] o RO PP PP PPPPPPPPPPP 64
" MBM requires all information on income, rental history or ownership, and credit for
0] £ 1T E7=3 T o TSRO 64
. MBM does not accept application forms from other companies or organizations
WIthOUL QUENOFMZAtION. ..o e e e e e e e e e eeane 64
. In general, MBM requires that the applicants earn a minimum combined income of
3 HIMES the @MOUNL. ...eeiiiiiiiiiiiiiiiiee ettt ettt e e e e 64

" In cases where the applicant(s) has a strong background, MBM reserves the right
to approve an applicant if the income amount rule falls short by as much as $3600 per

MONEN 64
NUmMber Of PErsonS PEr PrOPEITY ........uuuuiiiiiiiiiiiiiiii e 65
. MBM Personnel are not to “volunteer” this information to the public..................... 65
P S e et e et e e e e e e teb e et et e eera e aaee 65
=  The pet policy is to follow the Owners’ requirements for pets on their respective
properties on the prospective pets and teNaNLS. .........ccovevvviiiiiiieeeereeece e 65
. MBM policy is to require a picture of the animal and good property owner
references on the animal owned by the tenant...............cccoceeeei i, 65
=  Pet Shot records must be supplied.........ccooooiieeiioe 65
. Management must scrutinize all animals. ... 65
=  MBM policy is not to rent to any “known” dangerous pets...........cccceeeeeeeeeeeeeeeen. 65
=  Any pet approved by MBM, requires all tenants to sign a pet agreement, and pay
an increased amount to the normally required security deposit. ............coevvvevreeiieeennnn. 65
. MBM reserves the right to deny the following animals (unless special
CIFCUMSEANCES PrEVAI): ...t e e e e e e e e e 65
INncreased DEePOSIt DUE 10 PeL...... ...t eneene 65
=  Service animals do not require increased deposits under the Fair Housing Laws
and they are not pets under this [aw. ... 65

=  The Owner of the property has the prerogative to increase this amount, and MBM
policy is to accept the Owners’ required amount for an increase deposit due to a pet

but it is not to exceed the maximum allowable by law. ..., 65
FUNds ReqUIred fOr PetS.......oueiiii e e e e e e e eeeean s 66
. Pet fee (non-refundable) ... 66
. DT 0 [0 1S3 [ (o = T o 1= 66
Water-filled FUIMITUIE ... ... e e ennnnnne 66
=  Tenant lists the furniture on the application or discloses it prior to renting. .......... 66
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=  Tenant provides adequate insurance for water-filled furniture and names Owner

o RS- T (o 4o o F= VN1 10T =T o IR PPPPPPPPPPP 66
VENICIE TESIIICTIONS ...ttt 66
= MBM reviews the limit of vehicles per property and/or unit when a notice to move
IS received frOm @ tENANT..........ooi e e e e e 66
. MBM supplies the limit of vehicles to all prospective applicants. ...........ccccceee..... 66
=  Once a prospective applicant discloses vehicles beyond the limit allowed, they
cannot change the number without proof of disposal of the excess vehicle(s)............. 66
2 E T a1 U o] (o3 USSP 66
. Bankruptcy was at least 2 years prior to rental application .............ccccccvvveeeenn.. 66
=  Tenant has established good credit since the bankruptcy period......................... 66
=  Tenant has not developed bad credit after the bankruptcy period ....................... 66
= Tenant has good INCOME..........oeuuiiiiiii e e e e e e e e aanees 66
=  Tenant has good landlord history without history of eviction....................cceeeee. 66
=  Owner gives consent to accept bankruptcy records ............cocoeeeeeeiieeieeeee e, 66
HOME DUSINESSES ...ttt snnnnnes 67
=  Atenant cannot park a commercial vehicle illegally outside the residence........... 67
=  Atenant cannot conduct business that requires heavy traffic in and out of the
TESIABNCE ... 67

=  Atenant cannot conduct business that requires storage of large amounts of
commercial products, such as paint, maintenance supplies, numerous vehicles, etc..67

D2 | O 1 PP PTTPPPT 67
=  The tenant must have a current Day Care license in the city and/or county where
L[S =T o F= T LA =2 o = S 67
=  The tenant must conduct all Day Care according to all current city, state, and
L0 =T = LN o 67
=  The tenant must pay the highest security deposit allowed by law. ....................... 67
=  The tenant must supply liability policy for dollar amount for the Day Care business.

67

=  The tenant must still meet the same requirements for all applicants within this
POLICY MANUAL ... 67

Y= Tox (0T e T A o 18 (o g T S 67

= Applicants for Section 8 must still comply with all MBM policies for renting, and
complete the same requirements in the application process contained within this policy

0= 1 | 67
= Applicants must supply current Section 8 documentation..............ccccceeeeeeeeeeinnnns 67
. Properties are not kept vacant for long periods or Section 8 applicants unless with
the approval Of the OWNET . .........uiiiiiiiiiiiii bbb beeneneneee 67
= All voucher programs must meet the same rental guidelines the owner has put in
= o =SSR 67
CO-SIGNOIS ... 68
" MBM takes co-signors on a case-by-case basis, but only at the direction of the
OWNET OF TNE PIrOPEITY. ..t e e e et e e e e 68
= Accepting a co-signor may require an increase in the security deposit................ 68
=  The increase to the deposit will not exceed the maximum allowed by law. .......... 68
=  Co-signors must sign all other lease agreements and an agreement to co-sign. .68
APPLICATION PROCESS .....iiiitiiaeeeetia e ettt e e et et e e e e e et e e e e eea e e e e esaa e e e e esba e eaeesnnaeeeennnns 68
APPIHCALION POHNCY ...ttt 68
(Y=To b= To S o] N o o | ToF= 1 [ LSS 68
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=  The applicants are not what they represent. ............coooeiiiiiii i 68
=  The applicants will not fill out the application completely. .........ccccvvvviieeiiiiinninnnnn, 68
=  The applicants will not supply required documentation.................ccuvvvieeiieeeerrennnns 68
=  The applicants will not pay the required application fees. .............cceeeeeeeeeeeeeenen. 68
=  The applicants are difficult and/or abuSIVe..............coooviiiiiiiii 68
=  The applicants “scratch out” and change information as they hear the
requirements, e.g., no pets on the property, number of vehicles permitted. ................ 68
The ApPlICation REQUITEMENTS. ... ..uuiiiiiiiiiiiiieeiiieeeeieeeeiee bbb eeeeseeaeseesseeesnnnnnnnnnrnnes 68
. Proper documentation for iNCOME ...........coiiiiiiiiiiicce e 68
. Proper documentation for contacting landlords and/or documentation for home
L@ 1T €] 1 o PP PRSP PP PPPPPPPPP 68
. Proper documentation for PELS .........couuiiiiii i 68
= Additional documentation s NECESSANY ........uuuuiiiieeeriieiiiiiiieeeeeeeeeerrraaa e eaaaeeannns 68
= Signatures of all apPlICANTS .......ccoeeieeeeee e 68
TaKiNg the APPIICALION ........eeiiiiiiitiieieeee ettt s s beensenennennes 69
. MBM accepts all applications unless another application has been processed and
1 (=AY [ TN ] VA= (ot ol = ) (= o 1RSSO 69

" Personnel are to advise all applicants that MBM Personnel may not be
immediately aware that other MBM Personnel have accepted an application for the

S E L L =T 1= U o] o] 01T 1 4 V2SS 69

" Personnel are to provide a receipt for the applicant for the fees and application

RS 0] 1011 =T o S 69

. Personnel are to take the current MBM application fee in a cashier’s check or

MONEBY OFUET ... 69

=  Personnel are to submit the application immediately to the Property Manager for

0] (01T E7=3 T o TSP 69
Incomplete Applications REQUIFEMENTS.......ciiii i it e e 69

. Personnel should advice the application of the “approximate time expected” for
processing the application, but advise that it can take longer if further documentation is
required, or information is difficult to obtain. ..., 69
=  Personnel should advise all applicants that MBM does not process any application
without signatures due to credit reporting laws and screening company requirements.

69
. Personnel should advise the applicant if further documentation is required......... 69
Processing Of APPIICALIONS. ........uuuuiiiiiiiiii bbb 69
. MBM processes all applications processed in a timely manner in number of days if
MBM receives all information from the applicant. .............cccccovviiiei i, 69
. If MBM requires more information, Personnel are to notify the applicant
IMMEAIALEIY. ©evveei e et e e e e e e e e e et e e e e e e eeaaaaa s 69
. It is Personnel’s responsibility to follow up with the applicant if they do not receive
100 TSI 10 1 4= 11T o TR 69
= Itis Personnel’s responsibility to notify Management if there are difficulties and
ASSISTANCE FEQUINEA. ...eei et e e e e e e e et a e e e e e e e eeetennaaaeeeaeas 69
=  When the application is completed, Management reviews the application........... 69
" Management denies or approves the application. ...........cccccccveeeiiiieirveeiiiiieie e, 69
Acceptance or Denial of APPIICALION ...........iii i 70
= Notifying an applicant of denial; it is Personnel’s responsibility to contact the
[(ST = | PO PP PPPTR PP 70
=  Notifying an applicant of aCCeptanCe .........coooveeeeeieiiieeee 70
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RequIrements Of ACCEPIANCE. ... ..o it e e e et e e e e e e e e eeeeeananes 70
. Require the necessary funds from the applicant in a cashier’s check or money

order within 0Ne BUSINESS dAY........ciiiiiiiiic e 70
= Require the applicant to sign a completion of renting form. ...............cooeeeieeien. 70
. Require the applicant to take possession within number of days or weeks from
date of availability. .........ccccoeiiiiii e 70
= Supply the approved applicant with MBM welcome packet. ..........cccccceevveeeennennns 70
. Set up an immediate date with the applicant to sign all necessary documents....70
= Set up a move-in date for the Property. ........cceeiiii i 70
Acceptance Follow-Up in MBM OffiCe........cuuiiiiii e 70
B Cancel all adVErtISING ...cccoe oo 70
. Notify all Personnel immediately ...........cccooiiiiiiiiiiiiie e 70
. N0 11V LY =T SR 70
= Begin preparations to more tenants into the property ...........cccceeeeeeeeeeeeeeeeeeeeen 70
TENANT IMOVE=IN ..ttt ettt ettt et e et e e et e e e e e e e ea e e e e e e eea e e eea e e enneeenneaes 71
Preparation fOF IMOVE=IN .......... bbb sssssbssssnsssnssnnsnnes 71
=  The following documents are to be prepared as necessary...........ccccceeeeeeeeeeeeennn. 71
=  The following materials are to be prepared:...........ccovvveeriiiiiiii e 71
. Personnel are to complete the following maintenance:............ccooooeevvvvvviiiieeneeenn., 71
=  Personnel are to complete the following notifications as needed......................... 71
=  Personnel are to complete the following regarding advertising: ..................cceo..... 71
Completion of Leasing/Rental AQreEmMENTS.........uuciiiiiiiiiiiiiie e 72
. Licensed Personnel are to sign tenants on rental documents as quickly as
POSSIDIE. ... 72
. Licensed Personnel are to obtain signatures of all applicants 18 and over, and/or
emancipated minors who are required 0n dOCUMENLS. .....cooieeiiiiiiiiiiiiie e 72
=  Personnel are to obtain proper identification at time of signing of documents......72
FUNAS REQUITEA ... e 72
. Notify Management immediately if there is a problem with any funds for an
APProVed APPHCANT. .....ceiiiiiiiiiiiii e 72
=  Obtain all funds, in cashier's check or money order, as quickly as possible. ....... 72
= Obtain funds, paid in full, prior t0 POSSESSION. .......ccciiiiiiiiiiiiie e, 72
. Do not allow possession until ALL funds are collected and all agreements signed
With all SIgNALUIES FEQUITET. ... . 72
Walk-through Of PrOPEITY .......ouiiii e e e e e e araa s 72
B WalK-throUQN... .t a e aaaaa 72
= Keys and openers during walk-through ..., 72
VP T 1 (=] g =g Lo TS 72

. Note new maintenance items or previous maintenance items not completed during
walk-through and order as soon as possible, unless Owner authorization is required. 72
" If vendors cannot complete maintenance, Personnel are to notify Management

and/or the Property Manager immediately. ... 72
Follow-up after TeNant MOVE-IN .......ccooiiiiiiii e e e e 73
=  Review for last time all advertising and cancel if appropriate...............ccoeeeeeeeennn. 73
" Documentation is reviewed by the Broker/Manager in accordance with Texas Real
EState COMMUSSION ... e e e e e 73
=  File documentation appropriately. .......ccooeeeeeeeeeieeeee e 73
=  Prepare and send letter t0 teNant.........cooeeeeeeeeeee e 73
" Prepare and send letter 10 OWNET .......oviiiiii e 73
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= Discontinue any unnecessary utilities and request closing bills ........................... 73

. Review maintenance as necessary and complete in a timely manner ................. 73

. Notify Management if any difficulties are noted. ............cccooviiieei i, 73
L= I 1 L 13 = 73
3-Day Notice to Pay oF QUIt, TLL8 .....uuiii i ieeiieiiiiieis e ee et e e e e e e e e ae e e e e e 73
. Pay OF QUIT POIICY ... e 73

= WU 11 o] =1 1 0] I 73

. ST /(o1 73

. [ L=T070] (o =3 74

= Ao 110 ] o 1 74
3-Day Pay for Charges NOtICE, T 8L ......ccoiiiiiiiiiiiiiieieeeiee e 74
. 0] oY SR 74

= WU 11 (o] =1 1 0] X 74

= =T Y/ (oSS 74

. [ L=T070] (o 3T 74

. 201 1 o T 74
3-Day Notice Breach of Covenant, T119 ......coouuiiiiiiiiieiiiieiiiies e e e 75
= P Ol Y 75

. Y XU 1 gToT =1 1 [0] o AT 75

= ST =T Y/ o1 75

= [ S 10 ] (o [ 75

. o1 1o o T 75
3-Day to Vacate 10 TeNANT, T8 ... . e a et e e eens 75
= P Ol Y 75

. YU 1 g Yol =1 (0] o AT 76

. ST /(o= 76

= 10 (0 3 76

= Authorization tO VErify tENANCY ......cccoeiieieeeeeeeeee e 76

. o3 [ o T 76
3-Day to Vacate From Tenant, Eligible to Give Notice, T87 & T86........ccccevvveevrvveeiiiiiiineeenn. 76
= 7= 11 110 I 76

. Personnel reSponSibIlity .........ccoie oo 77

= Authorization tO VErify tENANCY ........ooiiiiiiiiiiice e e e 77
3-Day to Vacate From Tenant, Ineligible to Give NOLICE ...........cccevvviiiiiiiiiiiiiiiiiiee 77
. D12 1111 (o] T 77

. Personnel reSponSIbIlity .........ccoii i 77

= Authorization t0 VErify tENANCY ......ccooeeeeeeeeeeeeeee e 78
#-Day to Change Terms of TENANCY, T5L.......uuuuiiiiiiiiiiiiiiiiiiiiiiiiieiii e eeeeeeeeeeee 78
. = Y0 0] ][ 78

= [N L0 07 T0= 1[0 & [ 78

= F AU 1 gT0] g74= 1 1[0 ] o [P 78

. 1 1 o 78
#-Hour Notice to Enter DWelling, T4 ....oeee e 78
=  The reasons for posting this notice under Texas law are: ...........cccceeeeeeeeeeeeeeeenn. 78

= F AU 1 gTo] g74= 1[0 ] o AT 79

= 010 (0 [ 79
Notice of Belief of ADANONMENT, T83 . ...iviiiiiii ittt ettt e e e et e et e et e et eerees 79
" P Ol Y 79
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= P NS 11 gT0] gV4- o] o LN TR 79

B RBCOIAS: oo 79
POLICIES DURING TENANCY ..utitiiieitieeeite e et e et e e etn e e etn e e et s e e et s e e e s e e sa e e eaa s e esaeeennneeenas 79
L] 0 RS 79
" RENAl U ALES ... e 79
. MBM accepts rental payments DY .. ... 80
Acceptable FOrms Of RENT..... ... 80
. MBM can deny personal checks at any time after a tenant has supplied a non-
SUFfiCient CheCK t0 MBM .........ooiiiiiiiiiiiiiiiiiiieeee e 80
" Personal checks are not accepted if the tenant has established a record of bad
PAYMEINTS ...ttt ettt e et e e ennaas 80
Unacceptable FOrmMS Of RENE..........ooiiiiiiii et 80
. LT o P SUSRRPPPRRPIN 80
. L 0] ] 1P SUSPRPPPURPN 80
" ROIIS Of COINS ... 80
Personnel Responsibilities for Rent Collection............cccooooviiiiiiiii e, 80
=  When received, the rent is to be procedures for rent received................cceeeeeen. 80
" If Personnel note any discrepancy in rent payment and bring it to the attention of
Management IMMEMIALEIY. .......ccoi i e et e e e e eaaene 80
REd FIags @nd RENL..... ... 80
=  Atenant who is not allowed to pay by personal check...............ccooeeiiiiiiiin. 80
= Omission Of CheCK SIgNALUIE ........ovuiii i e e e e aanees 80
" INCOIreCt @mMOUNT OF FENT ... 80
" Payment by person(s) not listed on the rental agreement...............ccceeevvvvieneeenn.. 80
. Resident manager responsibilities for rent collection:.............cccooooeeiiiiiiiiinnnee.. 81
Late RENES POlICIES ... .ttt sssnsnnnnne 81
=  On the date of the month, the rent is late unless the date falls on the weekend or a
NOLIAY. ..o 81
=  Tenants paying rent after the date of the month may be required to pay with a
cashier’'s check Or mONEY OFdEer. .........ooiiiiiiiiiiiiiiiiiiiiieeee e 81
= Late rents can initiate a 3 Day Pay or Quit notice. (Refer to Notices). ................. 81
=  Additionally, late rent can initiate a 3 day Notice to Quit. (Refer to Notices). ....... 81
Communication Of Late RENTS ........coviiiiiiiiiiieee e 81
= If Management is not available, Personnel are to request from the tenant the
10] {0110V T o o PP UPP PSSR 81
. Personnel are to instruct the tenant to do the following. .........cccoooiiiiiiiiiiiinnnl. 81
I (SN {5 P 81
. LatE T8 POIICY ..o 81
. Recognized funds for ate fEeS ... 82
=  Unacceptable funds for late fEES ......cooeeeeeeeeeeeeeeee 82
. Personnel responsibilities regarding late fees ... 82
NON-SUFFICIENT TUNAS ... et e e e e 82
. Non-sufficient funNds POIICY ......cooo i e 82
Addition of Tenants during Rental/Lease AQreemMent. ...........uuuuuuururrurriimmeiiiieierieneinnnneinnnnnnes 83
B COMPANY POLICY ..o 83
" Responsibility of MBM Personnel...........ccooi oo 83
Conditions for AddiNg @ TENANT ........cooiiiiiiiii e 83
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= REUINEIMENTS ... 83

= Acceptance of appliCatioN: ........oouiiiiiii i 83
. Denial of appliCation:...........uuiiiii i 83
Requirements t0 Add @ MINOK: ... ....uiiiiiiii e nnnnnne 83
=  The authorized tenants must show legal guardianship. .............cccoeeeieeeeeeee, 83
. Management is to review the information. .............cccoooieiiiiiii 83
=  The Property Manager notifies the tenants of the decision and resolution if MBM
denies the minor residency iN the PrOPEIY........cevvvviiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee e 83
DEIEtIONS OF TENMANTS. ...ttt 83
=  One party gives a notice to vacate with other tenants remaining. ........................ 83
=  The tenants abandon the ProPertY.......ccoooee oo 83
B AENANT GBS, oo 83
Partial NOTICE t0 VACALE .......uuuuuiiiiiiiiiiiiiiiiiii bbb ssbsssbnnbnnes 84
" Responsibilities of vacating tenant are as follows: .............ooeiiiiiiiiiivciicciene e, 84
= MBIM PIrOCEAUIES ... 84
B COUISE OF @CHON ... 84
Tenant Death iN ProPerty ... e e et e e e e e e e e e b e e e e eaaaeanees 84
. Determination of death...........ccoooooiiiiiiii e 84
B PIOCEUUIE .. 84
. If there are no remaining tenants, the following must be determined and the
proper Paperwork EXECULEA: ..........couiiiiiiiiii e 84
" If there are remaining tenants, the current tenants must complete the following:.85
Abandonment of Property BY TENANLS ......uuciii i i 85
= |If MBM believes a property abandoned, MBM serves a Notice of Abandonment
With 3 of days WatiNg PEIIOA. .. ..o 85

. If it is determined that all tenants removed their possessions and vacated the
property, MBM management will consult with the Owner of the property to receive

authorization to take possession of the property. .........ccccccvvvviiiiiiiiiiiiiiiiiiiiiee 85
. Personnel must immediately notify Management if they believe a property
= o = o [0 0 =0 PP 85
. If MBM takes possessions, MBM follows the preparations for placing it on the
rental market, if QPPropriate. .........oooviiiiiiiiii 85
. MBM files a copy of the signed Notice of Abandonment and any other records in
the Property/teNANT filE. ... ... . bbb 85
Pet POIICIES AUMNNG TENAINCY .....uuuiiiiiiiiiiiiiiii bbb beeeeebnnes 85
. LEQAI POLS ... e 85
LI AN (o [1 i o] g [ o)l [=To T= 1N o1=] SO UUUPPPPRRPIOt 85
. If MBM denies the addition of a pet, the following procedure is required: ............ 86
. If MBM approves the addition of a pet, the following procedure is required of the
(=] g E= 101 ST PP P PP UPPPPTRUOPPIN 86
ReMOVAl Of @ LeQal PEL ... .. 86
" Personnel are required to file proper documentation, but are not to change the
rental/lease agrEEMENT. ... oo e e e e 86
. Instead, MBM Personnel file notes regarding the removal of the pet in the
property/tenant file. ... 86
. It is MBM policy not to return any portion of the security deposit due to the
removal of the pet prior to vacancy of the property by all tenants.................ccccccnneenn. 86
Replacement Of @ LeQaAl PEL ..........uuuiiiiiiiiiii bbb 86
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=  Tenants are to submit the information on the pet to MBM and reviewed as outlined

iN “addition Of @ PeL.7 ...ceuiiii e 86
= A survey of the property is to be completed.............ccoovvriiiiiiiieiiiiee e, 86
= A new pet agreement is to be completed............coooorieeiii i 86
= MBM puts the tenant on notice that the property owner may require another
SECUNLY UEPOSIt INCIEASE. ... ceiieeeiiiiie e e ee et e et e e e e e e e et r e e e e e e e eaerra e e eaes 86
= All paperwork received regarding the replacement pet filed in the property/tenant
file. 86

11 T=To Tz L = U 86
. Personnel are to notify the tenant the pet is a violation of their rental/lease
=0 | =T=T g TT o] PRSPPI 86

=  The Property Manager will then determine if the pet can remain by following the
procedures as outlined in “To add a pet” previously outlined under the “legal pet”

LS =T o 1[0 ) o 1 86
=  The Property Manager will follow all procedures until the pet issue is satisfied. ..86
. Personnel are to fill all correspondence, notes, and notices regarding the illegal

pet in the property/tenant file. ... 86
[V AT0] =T ] (USSP 86
» Thetenantisissued a Violent Pet letter ..., 86
Maintenance dUuriNg TENANCY .....cc.ceeiieeeiiiiee e e ee et ee e e e e e e e e e e et a e e e e e e e e eea e aaeaeeeeaseaaannns 87
= MBM office maintenance ProCEAUIES .......ccoooiieeeeeeeee e 87
=  Tenant requirements 0N MAINTENANCE ........cooeeeieeeeeeee e 87
VIO ISSUBS ...t 87

=  The Property Manager acknowledges the tenant’s report of mold and investigates
immediately with licensed contractor’s who are authorized to determine types of molds

AN TFEAIMIENTS. ..eiiiiiiiiiiiiiiii ittt ettt ettt ettt ettt et ettt et ettt et aeeeaeeeeeeaeeeeeeeees 87
=  The Property Manager notifies the owner immediately of any mold problems. ....87
=  The Property Manager works with the owner to solve all mold issues equitably and
as expediently as POSSIDIE. .........uuuiii i 87
Lead-based PaiNt ISSUES .........uuuuiuiiiiiiiiiii s ssssssnnsssnsssnnnne 87
=  When repairs are necessary involving lead-based paint, MBM uses only licensed
contractors who are qualified to work on lead-based paint repairs. .........ccccccevvvvvveeneen. 87

=  The Property Manager notifies both tenants and owners of lead-based paint
issues according to EPA guidelines. MBM provides tenants with the required pamphlet,
“Lead-based Paint in Your Home,” which was provided when they moved into the

PrOPEIY @S WEIL ... e e e e e e e e e e 87
Pest Control dUriNg VACANCY .....cccoeeeiiiiiiiiiie ettt e e e e e e e et e e e e e e e e aereaaaans 88
Tenant Correspondence dUMNG TENANCY .........uuuuuuuuurerueereeenneetereeeeenneeneneeenneneeereeeenneeeeneee 88

. Personnel are to be responsible toward the filing of any tenant correspondence in

the appropriate file in the event of any difficulties or legal problems............................ 88

= Tenant Correspondence POLICY .......cooooeeeeeeieeeeeeeeee 88
L= =L =10 -V S USRPPPRPR 88

. MBM encourages all tenants to communicate through the buildium system. ....... 88

. Personnel are to handle email correspondence as outlined in the previous section

0N TeNaNt COIMESPONUENCE. .....oeviiiiiiiiiiiiiiiiite ettt ettt ettt ettt ettt e et e e e e e e e eeeeeeeeeeeees 88

=  Tenant email addresses are to be kept in confidentiality and not distributed to

parties outSIde Of MBIM ... et e e e 88
Tenant Problems/Complaints during TENANCY ............uuuuuueiuimeiieiiiiiieieieeneeeneeneereeren. 88
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= Definition of “tenant problem and/or complaint”: ... 89

. MBM COMPANY PrOCEAUIE ....uuieie et eee e e e e e e et e e e e e e e e rr e e e eaaes 89
NNV o] (o =TS (W] To T =T =T (o3 Y P 89
" Keep all keys identifiable by a code and not by the residence address. .............. 89
= Re-key when re-renting @ Property. ... 89
. MBM does not give keys to vendors, agents, property owners, or any other party
without the approval of Management. ... 89
= Never give out the last key to a property or unit, entry, or gate................cceeeeennn. 89
. Keep a duplicate of a key for each residence in the event of an emergency........ 89
=  Supply an additional key to resident for $20.00 ...........ccccuviviieeeeeiiiiiiiiiiiie e 89
=  Tenant must show appropriate ID to obtain additional key. ...........cccccceevieievninnnns 89
. KEYS AN VENUOIS......ccoiiieeiiiiee et e e e e e e e e e e 89
. Keys and SaleS AQENES .......uuuuiiii et e e e 90
Property Is For Sale during TENANCY ...........uuuuuumumiiiiiiiiiiiiiiiieiiiii e 90
= [0S T PSPPI 90
T £ [0 1Y/ o 1= USRSt 90
B MAINTENANCE ... 90
Tenant References fOr RENTING ... . ... i ui it beeeeneneeennnenee 90
Tenant References during EVICHON ...........oouiiiiii i e e e eaenes 90
Tenant References fOr INSHIULIONS ... .....uuuuiueiiiiiiiiiiiiiiriiieeeeeereeeeeeeeererereee e 90
Subpoenaed Tenant REFEIENCES ..........coiiiiiiiiiii e 91
=  MBM will give out information regarding tenants when required by a court-ordered
L5108 o] o L0 1] o - VAPPSR 91
Personnel Responsibilities to Reference CallS................uiiiiiiiiiiiiiiiiiiiies 91

" Unless specifically authorized, Personnel are not to give out tenant references..91

Owner Information for TENANTS ........oovviiiieii e 91
. It is MBM policy not to give out personal addresses or telephone numbers of
Owners because they have hired MBM to act as their agent. (Company Initials) will
give the name of the Owner, the source of public record, and the prevailing County of

the property, if ASKEA. ......cooiiiiic e 91
. Personnel responsibilities regarding Owner information ..., 91
. Personnel are to follow this policy and are not to give out the addresses and
telephone numbers of the Owner/landlord. ...............ccooiiiii i, 91
. Personnel are to notify Management of the tenant request for information from the
L0 111 1 SO UPPRTR 91
= Atthe direction of Manager and/or Property Manager, Personnel are to forward
the tenant request for information to the OWNET. ..........ceeiiiiiiiiiiiiiice e, 91
Credit Reporting DUNNG TENANCY ......ccoviiiiiiiiiiiieieeeeee e 91
. MBM policy further notifies all tenants when serving notices of the same credit-
(=T o T i g To [ €=To [U 11 €= 0 0T=T o SO 91
. REQUINEA WOTTING ..o 91
. Initiation Of Credit FEPOITING ....cooee e 91
Cable/Satellite/TV REQUEST. ... ..o e e e e e e e e e e e 92
=  Tenants are responsible for the cost of installation and the Landlord and/or
Landlord’s agent will not reimburse you at any time. .............ccccccii 92

=  When the company completes the installation, there is to be no damage to the
property. If there is damage, tenants are responsible for the cost of repairs and/or
= T] ] (=] F= U o =P 92
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= If a satellite dish or antenna, tenants must call us for approval of the location prior

EO INSTAIIALION. ...ttt 92
. If the company installing the tenant’s request requires written authorization, they
are to submit their documentation to our offiCe.............uviiiiiiiiii e, 92

=  When tenants leave the property, they must give proper notice to the service
company to disconnect the services and pay all charges for disconnection and any

=10 0o 10 ] o [ 92
=  Any damage incurred upon disconnection will be at tenant expense. .................. 92
TENANT MOVE-OUT PROCEDURE ....ccuuiitiiiiitieeiiine ettt e eeisesetseest s e eai e e easss st esesnneesnnneees 92
N oot 0] o N =T = T o | S 92
= A 60 Day to Vacate is required from the tenant in Writing. .............ccooooeeeeieeeeeennn. 92
= Verbal notices are Not aCCEPLEd. ......ccoveiiiiiiiiiiii e 92
" Personnel are to be careful not to imply that a verbal notice is acceptable. ......... 92
=  The day MBM receives the notice in MBM office or E-mail is the day the notice
DB INS. . e 92
=  Tenants can obtain a form in MBM office for giving a notice or email MBM using
Manager.MBMProperties@gmail.CoOM ........ccoooiiiiiieeee e 92
=  The following is procedure upon receiving a 60 Day to Vacate............................ 92
AN 0Tt (o T I =T = | R 93
" Management directs the Notice t0 Tenant. ...........uveeeiiiieiiiiiiiiiie e 93
= MBM gives a 60 Day to vacate the tenant in writing according to the state
LE=To [0 =T 0 g 1=T 1€ 93
=  The day MBM delivers the notice to the Tenant is the day the notice begins....... 93
= MBM procedure upon reCeivViNg NOTICE: .....ccooeeeeeeeeeee e 93
. Management directs if the property is to be put on the re-rentlist ....................... 93
. MBM schedules a walk-through with the tenant on an appropriate date. ............. 93
= [f the tenant is not going to schedule a walk-through, the tenant must arrange to
deliver keys to0 MBM ON VACALING. ......cctuiiiiiiiiiiiiiiiiiiiieiiieiee ettt 93
Vacating Of Property/UNIt.........oouuuiiiiii it e e e e e e e e e e e e eaaene 93
. MBM Personnel are to note the date the tenant turns in the keys in the
property/tenant file. ... 93

. If the tenant comes into MBM office to return keys, Personnel are to request a
forwarding address and forwarded to bookkeeping and the Property Manager, as well

as placed in the property/tenant file. ...........oovviiiiiiiiiiiii 93
. MBM is to perform the move-out inspection and estimates on move-out charges.
93
=  The Property Manager is to forward the estimates on move-out charges to
DOOKKEEPING. ..o 93
MaiNtENANCE UPON VACAINCY: ...uuuiiiieeeiieeiiiiee e e e e e e ettt ee e e e e e e e e e eaatta e e e e e e e e e seastta e e eeeeseensraannnns 93
=  The maintenance needed is to be determined at the move-out inspection. ......... 93
=  The Property Manager is to notify the property owner of any necessary
maintenance 1o re-rent the ProPertY. .. ..o 93
. Personnel are to schedule maintenance in a timely manner, and the property is to
be prepared for new tenancy or termination of Property. .........ccccccvvvviiiiiiiiiiiiiiiiiiennen. 93
=  Personnel and vendors are to secure the property when leaving vacant property
[0 U | o ]| PP PPPPPPPPP 93
Security Deposit of Vacating TENANT............ocoiiiiiiiiiiiiee e 94
=  MBM Personnel discuss any major damages with the property owner. ............... 94
" Bills are to be collected for disbursement of the security deposit statement. ....... 94
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= If necessary, MBM uses estimates for deductions from security deposits until
receiving the DllS. ..o e e 94
. If the vacating tenant owes money for rent and/or damages, it is to show on the
security deposit transmittal, and a letter of request is to be prepared with the

L= T ] 11 1= | 94
. Bookkeeping makes three copies of the deposit accounting sheet distributed as
1010 S 94
. If money is due vacating tenant, bookkeeping is to prepare the check for signature
and give it to the Property Manager. ..........ouuiiiiiii i 94
=  The Property Manager approves and an authorized party signs the check.......... 94
=  The Property Manager mails the funds to the former tenant with an explanation of
110 o ST gl T Lo e F= Tg t F= o =SS 94
SECUNLY AEPOSIT AISPULES ... .. e e e e et e e e e e e e e e ae e aeaes 94
= Management requires Personnel to notify them immediately of any security
(0 L=T o Lo IS |0 1] 01U | (PP PP PP PPPPPPPPPPP 94
= All security deposit disputes are to be handled in a very timely manner by
=T = T =T 01T o PP 94
=  The Property Manager consults property owners on security disputes as
LTSt T o PP 94
=  The Property Manager works to achieve resolution of the security deposit
complaint as quiCkly as POSSIDIE. ........coviiiiiiiiiiiiiiii 94
" MBM and/or the Owner will consult with legal counsel as deemed necessary.....94
EMERGENCY PROCEDURES FOR TENANTS ...uuiitiiiiiiie et ettt s s e e s eai e ean e eaaneeenns 95
EMEIgENCY POICIES ... 95
. Personnel are to inform Management and/or the Property Manager of any
POSSIDIE EBMEIGENCY. ...ceeiiiiiii et e e e e e e e e e e e e e eanraa s 95
=  Evaluate the emergency and plan reSPoNSe..........ccooovvieeiiiiiieeeeeeeeee e 95
. Management and/or the Property Manager will evaluate the emergency. ........... 95
. Management and/or the Property Manager will supervise necessary actions
appropriate for the emergency and contact the owner when practical. ........................ 95
TENANT PrOCEUUIES ...t e ettt s e ettt e e e e e e et e e ettt a e e e e e e e eeaetea i aeeeeaaeeeessannnaaaeaneeennnes 95
. MBM advises Tenants to prepare for emergency in the Tenant Handbook.......... 95
. MBM advises Tenants that MBM may not be able to perform maintenance due to
€MEIGENCY CONUITIONS. ...eiveiiiiiiiiiiiiiiii ittt ettt ettt ettt et et et e et e e et e e e e et e e eeeeeeees 95
. MBM advises Tenants that the MBM office may close during emergencies......... 95
. MBM advise Tenants to report only necessary emergency repairs during and
EMEINGENCY/UISASTEN .....eiiiiiiiiiiiiiiiiie ettt ettt ettt ettt et e et e e e et e e e e e eeees 95
Follow-up 0N €MErgenCY PrOCEAUINES.........uuuuuuiieiiiiiiiiiiiitii bbb eebeeeeeenne 95
. MBM consults with the Owner regarding all maintenance and all maintenance
decisions over the Owner Limit are at the authorization of the owner.......................... 95
" MBM will advise tenants if an insurance claim is pending and may delay repairs.
95
. MBM will work to complete all maintenance in a diligent manner. ....................... 95
AAPPENDIX A ittt e e et e et e et e e e e ae 96
MBM PROPERTY MANAGEMENT ....ctttuueittttieeeeettieeeeettiaaeeeessa s aeeessaa s aeeeesnn s aeeennanaaeeennanas 97
PoLIcY AND PROCEDURES MANUAL ACKNOWLEDGEMENT .....uititnieeineeeeineeeeieeennneeennneeeens 97

] | understand that all the information contained in this manual is confidential and
not distributed to clientele, vendors, or the public without permission of Management.
97
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MBM Property Management LLC

WELCOME TO MBM PROPERTY MANAGEMENT

MBM Property Management’s goal is to provide the best in professional Property
Management and service to our clients. We look forward to you being part of the MBM
Property Management team.

To assist you in your work for our company, we have prepared this Property Management
Policy and Procedures Manual for your information and review. Whether you are new or
seasoned personnel, it is important that you read and understand what is contained in this
document. It is a requirement of all MBM personnel to read, understand, and acknowledge
this document. The (Company Initials) refers to the company MBM Property Management
within this manual.

The MBM Property Management Policy and Procedures Manual contain general
information for the owner. This will immediately clarify many things about the operation of
MBM Property Management, which includes both Real Estate and Property Management.
We encourage you to review this material often.

Thank you for taking the time to read this information. We wish you the best in your
association with MBM Property Management and look forward to a successful relationship.
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PoLicYy & PROCEDURE MANUAL GUIDELINES

Company Reference

MBM, in this Policy and Procedures Manual, is an abbreviation for the company name, MBM
Property Management

Non-Static Document

This Policy and Procedures Manual is subject to revision at any time. MBM continually re-
evaluates the contents and then updates any legal requirements or necessary changes in
operating procedures.
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Glossary
Company terms

= MBM - this is an abbreviation for MBM Property Management

= MBM Management — any person who works for MBM Property Management that
supervises Personnel/Employees, and is also referred to as “Management” in this Manual

= MBM Broker/Manager — the person who supervises the Sales Agents and who is also
referred to as “Broker/Manager” in this Manual

= MBM Personnel — any person who receives compensation from MBM Property
Management and can be either an employee or an independent contractor; can be a
licensee or non-licensee

= Principal: owner of MBM, Property Management Division

= Broker of Record: licensed real estate agent in Texas who is broker for MBM Real Estate
Services, Inc.

= Manager/Supervisor: those who supervise Personnel

= Property Manager: an individual employed by MBM Property Management and holds a
Texas Real Estate license

= Property Owner: a person that owns real property, also termed Landlord

= Tenant: any tenant who rents from MBM, both past and present

= PM: refers to Property Management

= MBM Independent Contractor — a Broker Associate or Sales Associate, who holds a real
estate license, receives payment in commissions for real estate sales, and is not an
employee.

= Sales Agent — an independent contractor, referred to as a Sales Agent or Agent in this
manual.

= Listing Agent - an independent contractor, referred to as a Listing Agent in this manual
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Property Management Terminology

Security deposit: funds received from a tenant and held for any possible damages to a
property and/or Owner.

Rent: funds received for the purpose of daily occupancy of a housing unit

Late fee: funds charged for late payment of rent

Non-sufficient funds: when the company receives a check that does not clear due to lack of
funds in the account of the payee

Hard money: funds that requires a cashier’s check or money order

Rental Agreement: a contract that a tenant enters into that can be a month to month
tenancy or a lease

Lease: a set amount time that a tenant commits to rent an owner’s property
Month-to-month: a rental agreement that only has a set period of 30 days and allows both
tenants and landlords to give a 30-day notice at any time.
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Relevant Acronyms

There are many “acronyms” or “initials” used in the real estate/property management industry
and office employment. This is a list of common acronyms intended to acquaint Personnel with
these important agencies, associations, or legislation.

TREC — Texas Real Estate Commission

NAR — National Association of REALTORS®

Texas State Association of REALTORS®

Austin Board &Williamson County Association of REALTORS®

IRS — Internal Revenue Service

HUD — Housing & Urban Development

FHEO - Fair Housing and Equal Opportunity agency

ADA — Americans with Disabilities Act

EPA — Environmental Protection Agency or Environmental Protection Act
RLPHRA — the Residential Lead-Based Paint Reduction Act
RESPA — Real Estate Settlement & Protection Act

FIRPTA — Foreign Investment in Property Tax Act

FTC — Federal Trade Commission

FACTA — Fair and Accurate Credit Transactions Act

FCRA — Fair Credit Reporting Act

FCC — Federal Communications Commission

FTCA — Federal Trade Commission Act

TCPA — Telephone Consumer Protection Act

SCRA — Service Member’s Civil Relief Act

EEO - Equal Employment Opportunity

ECOA — Equal Credit Opportunity Act

FMLA — Family and Medical Leave Act

FLSA — Fair Labor Standards Act

ADEA — Age Discrimination in Employment Act

USERRA - Uniformed Services Employment and Reemployment Act
HIPAA — Health Insurance Portability and Accountability Act of 1996
EPPA — Employee Polygraph Protection Act

OSHA - Occupational Safety and Health Administration
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COMPANY INFORMATION

Mission Statement

It is the mission of MBM Property Management to service residential properties within the
Austin Metropolitan Area and surrounding cities, in an ethical and moral manner, in
accordance with the Texas Real Estate Commission, abiding by the ethics of the National
Association of REALTORS®, NAR®.

Goals

Itis MBM Property Management goals to achieve the following.

= A known name in the Austin Metropolitan Area and surrounding cities for quality property
management and sales

»= The top notch residential management in the Austin Metropolitan Area and surrounding
cities.

Objectives

While achieving their goals, MBM Property Management objectives are to do the following:

= To provide quality services to all persons and clientele associated with MBM

= To provide quality services and support to the community

= To uphold the guidelines of the Texas Real Estate Commission

= To maintain the ethics and standards outlined by the National Association of
REALTORS®, NAR®, the National Association.

= To abide by and support Federal Fair Housing

= To uphold the standards of an Equal Opportunity employer

= To follow the National Association of Residential Property Management and National
Association of REALTORS® Code of Ethics

= To continually plan, implement, and follow the MBM Long Range Plan

To continually plan, implement, and follow the MBM Marketing program

To maintain professionalism in listings and sales

To associate with, and use, only competent workmen

To maintain a positive work environment for Personnel

To encourage Personnel growth and promote education for all Personnel

Company Specialization

MBM Property Management specializes in property management of single family homes,
duplex, tre-plexes, four-plexes and small apartments within the Austin metropolitan area and
surrounding cities.

Legal Identity

MBM Property Management is register with the Secretary of State in Texas as an LLC.
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Commercial Location

MBM Property Management is located at an office 13450 Research Blvd #113, Austin, Texas
78750

Ownership

Mary B Miner, is the sole owner of MBM, and has owned and managed investment property
in the Austin Metropolitan Area and surrounding cities since 2006.

Owner Biography

= Name is a licensed Broker and resident in the State of Name.

 Name holds memberships in professional organizations including the National
Association of REALTORS®), list other organizations

For many years has been very active in the list other activities

Has received CRS, GRI,E-PRO, GREEN, ABR

Holds a Master in Real Estate from Realtor University, Chicago, I

Has owned and managed investment property in name of area or areas

Company History

Mary Miner founded MBM Property Management in 2006. MBM has maintained the integrity
and commitment that MBM Property Management treats your home like it is our home.
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GOVERNANCE AND ASSOCIATIONS

MBM incorporates the laws and guidelines of the following agencies into the operation of MBM
Property Management

Government Agencies

It is the policy of MBM to follow, but is not limited to, the guidelines of the following government
agencies.

= Federal agencies

IRS - Internal Revenue Service

HUD — Housing and Urban Development
EPA — Environmental Protection Agency
e FTC — Federal Trade Commission

= State agencies

e Texas Real Estate Commission
o Texas Agency for Taxes
e Texas Department of Labor

= Local Agencies

Austin Board of Realtors
Williamson County Association of Realtors

Industry Associations

MBM belongs to the following Associations, following their code of ethics, and uses them as a
source for education, networking, and information.

=  Texas Association of REALTORS®

= Williamson County Association of REALTORS®
= Austin Board of Realtors

= NAR® — National Association of REALTORS®
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COMPANY JOB DESCRIPTIONS

CEO/President/Chairman

The CEO/President of MBM is the owner of MBM and identified in the “Company Information”
section of this manual.

The CEO/President of MBM also holds the position of Broker/Owner of MBM.

= The CEO/President is the ultimate authority in the MBM office.

= The CEO/President oversees Management and delegates various office operations and
duties to Personnel.

= The CEO/President is responsible for the

MBM Long Range Plan
MBM Marketing Plan
MBM Financial Plan
Community relations

Broker of Record

The Broker of Record holds the license that supervises (Company Initials) within the
guidelines and requirements of the Texas Real Estate Commission.

= The Broker of Record is also the Principal/Owner
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Property Manager

The Property Manager oversees all property management activity and interacts with the
property owners, tenants, applicants, vendors, and public. MBM Property Managers interact
with, and when directed by Management, can supervise property management Personnel and
assistants. Their job description includes, but is not limited to the following:

= Property Managers are required to know and participate in all general procedures of MBM.
= Property Managers are either licensed real estate agents or brokers in the Texas

= All Property Managers are Independent Contractors

= All Property Managers must follow the:

e Policy and Procedures Manual
e Bookkeeping Manual
= The Property Manager assists in monitoring the Property Management Trust Fund
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Assistant Property Manager/Rental Manager

Rental Managers are responsible for showing property for rent, the procurement of
applications when necessary, inspections, property move in/move outs, placement of tenants
in properties, delivery of notices, and other property management duties as directed by MBM
Property Managers or Management. Their job description includes, but is not limited to the
following:

= Rental Managers are required to know and participate in all general procedures of MBM.
= Rental Managers are a either licensed real estate agents or brokers in the Texas

= Rental Managers are licensed real estate agents or brokers in the Texas

= All Rental Managers must follow the:

e Policy and Procedures Manual

Maintenance Supervisor

The maintenance supervisor oversees all necessary work required to maintain properties for
the property management inventory, listing, and sales, when directed by Management, and
assist with maintenance. Their job description includes, but is not limited to the following:

»= The maintenance supervisor reports to the Property Manager.
= The maintenance supervisor is a licensed contractor in the state of Texas
= The maintenance supervisor is an Independent Contractor.

Bookkeeper

The Bookkeeper is responsible for performing bookkeeping functions and maintaining
bookkeeping files for MBM as directed by the Broker/Sales Manager and/or Office Manager.
Their job description includes, but is not limited to the following:

= The Bookkeeper also assists with general office duties.
= The Bookkeeper is required to follow, but is not limited to:

e The Policy and Procedures Manual
e The Bookkeeping Manual
= The Bookkeeper is an Licensed Real Estate Agents and Independent Contractor
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Sales Agent

For more information on Sales Agents, consult the Real Estate Policy and Procedures Manual.

= Assales agentis a licensed real estate broker or sales associate in the state of Name.

= A sales agent lists and sells real property for Nextage lone Star Realty. Mary Miner the
Owner of MBM Property Management is also the Owner/Broker of Nextage Lone Star
Realty.

= A sales agent is an independent contractor and is not a MBM Employee.

Independent Contractor Hiring

Some of Staff at MBM Property Management are Independent Contractors. They are licensed
Real Estate Agents within the state of Texas. They are able to lease as well as manage
properties. Leasing Properties are done through Nextage Lone Star Realty.
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Property Management Policies

MBM incorporates the following policies into the operation of MBM Property Management and
Real Estate Sales.

Department of Real Estate
MBM follows all guidelines and requirements of the Texas Real Estate Commission.

Fair Housing

MBM follows all federal and state Fair Housing laws and guidelines. Fair Housing affects all
areas of the real estate/property management industry. There is a separate section on Fair
Housing polices to follow in this manual and many cross-references throughout this manual.

The U.S. Department of Housing and Urban Development (HUD) administers the Federal Fair
Housing Law. This agency plays a significant role in the real estate/property management
industry. The office of Fair Housing and Equal Opportunity (FHEO) administers federal laws
and establishes national policies that everyone has equal access to the housing of their
choice.

The following federal acts are the foundation for Federal Fair Housing.

» The Civil Rights Acts of 1866 and 1870, 42 U.S.C. Sections 1981, 1982

= This Act provides that all persons have the same right to make and enforce contracts, to
the full and equal benefit of all laws and proceedings for the security of persons and
property, as is enjoyed by white citizens.

= Cases have held that these laws prohibit refusing to sell lots to African Americans; a
homeowner association’s discriminatory interference with the sale of a home to a black
person, racial based steering, racially motivated opposition to the construction of low-
income housing.

= Title VIl of the United States Civil Rights Act of 1968, as amended in 1988

= Prohibits discrimination based on race, color, religion, sex, national origin, handicap,
familial status, or handicap in the sale or rental of housing. Prohibited acts include refusing
to sell or rent, discriminating on terms, discriminatory advertising, and discrimination in the
provision of brokerage services, “steering,” and “redlining.”

Americans with Disabilities Act

This Act prohibits discrimination against individuals with disabilities in employment, public
services, telecommunications, public accommodations, and commercial facilities.

The provisions of the ADA regarding commercial facilities and public accommodations affect
the real estate/property management industry by requiring owners or lessees of such buildings
to make sure that their buildings comply with the rules.
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Antitrust

MBM follows all laws regarding Antitrust.

= MBM will not tolerate violations of Antitrust.

= All Personnel understand that the current MBM management fee policy supports Antitrust.

= Personnel understand that MBM policy is that all fees and/or commissions are negotiable
with clients.

=  Personnel are not to discuss, collude, or set fees/commissions with other real estate
agents, brokers, and/or groups.

= If any Personnel have concerns regarding any activity that could be a violation of Antitrust,
they are to contact Management immediately before proceeding further.

RESPA

It is the responsibility of all Sales Agents to know the guidelines and laws regarding the Real
Estate Settlement and Procedures Act (RESPA).

= Federal law requires all licensed agents to meet all guidelines and laws regarding the Real
Estate Settlement and Procedures Act (RESPA).

= MBM will not tolerate violations of RESPA in any real estate/property management
business.

= Personnel cannot promise or give referral fees to mortgage brokers, title companies,
escrow officers, and/or any other person under the guidelines of RESPA.

= Personnel cannot receive referral fees from mortgage brokers, title companies, escrow
officers, and/or any other person under the guidelines of RESPA.

= Personnel cannot pay any referral fees to non-licensed persons, and this includes
attorneys.

= Personnel cannot advertise referral fees or other inducements.

= |f any Personnel have concerns regarding any activity that could violate RESPA, they are
to contact Management immediately before proceeding further.

Environmental Protection Agency, EPA

MBM follows the guidelines of the Environmental Protection Act in respect to public housing
guidelines and mandates.

=  MBM follows all EPA legislation and guidelines regarding lead-based paint. Please refer to
next section.

Red Flags Rule, FTC

MBM has developed a written policy for the Red Flags Rule as required by the Federal Trade
Commission (FTC).

= All personnel are required to read and acknowledge the MBM Red Flags Office Policy.
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Residential Lead-based Paint Reduction Act (RLPHRA)

Lead-based paint was banned by the Federal Consumer Product Safety Commission in 1978
because lead-based paint exposure can harm individuals exposed to contaminated dust, soil,
or deteriorated paint. To enforce the ban, Congress enacted RLPHRA in 1992.

» RLPHRA requires residential sellers, property owners and their real estate agents of pre-
1978 residences to disclose if they know of lead-based paint and provide buyers and
tenants with an informational booklet about lead-based paint.

= Federal law does not require sellers and property owners to remove lead-based paint.

= Long-term leases and month-to-month rentals require the disclosure and information
booklets given to tenants regarding lead-based paint

= Short-term rentals less than 100 days are exempt.

= Homebuyers can waive the 10-day contingency period in writing.

Uniform Regulations of Landlord Tenant, URLTA

MBM follows the guidelines of the Uniform Residential Landlord Tenant Act in respect to public
housing. This important legislation has great impact on the forms used in Landlord/Tenant law
today.

Service Members’ Civil Relief Act of 2003, SCRA
MBM follows the guidelines of the Service members’ Civil Relief Act of 2003 as it pertains to
public housing and employment issues.

= This act replaced the Soldier and Sailor’s Civil Relief Act of 1940.

= This gives all military certain rights in public housing, mortgage, credit, and employment
issues while they are serving their country

= The SCRA protects service members from Unlawful Detainer actions in most cases when
called to duty. It does not excuse rent, but makes provisions for relief.

Federal Communications Commission (FCC)

The FCC, Federal Communications Commission has specific rules regarding cold calling,
email, and fax as it pertains to real estate/property management.

»= There is additional MBM policy concerning Do-Not-Call/Fax/Email in this manual.

Fair Credit Reporting Act (FCRA)

MBM abides by all laws of the Federal Credit Reporting Act in all real estate/property
management transactions.

= Credit plays a significant role in both real estate and property management.
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Equal Credit Opportunity ACT (ECOA)

MBM does not do business with any lender or creditor who does not follow ECOA. This Act
prohibits discrimination based on race, color, religion, national origin, sex, marital status, or on
the grounds of receipt of income from a public assistance program. Any lender or creditor who
denies an application for credit must provide the applicant with a statement of the reasons or a
written notification of the applicant’s right to obtain a statement of the reasons.

Fair and Accurate Credit Transactions Act (FACTA)

MBM follows the disposal provisions of the Fair and Accurate Credit Transactions Act
(FACTA), particularly as it applies to shredding of documentation.

= The MBM policy includes the Junk Protection Act of July 2005.
= A document shredding policy is contained in this manual under the Office Policies section.

Can-Spam Act, FTC

MBM follows all requirements of the Can-Spam Act for all marketing when doing bulk email
newsletters.

= MBM does send email newsletters without obtaining permission.
=  MBM supplies an “opt-out” button on all email newsletters.

Not Limited to Manual

MBM policies for Property Management are not limited to the policies included in this section.

STATE LAWS

Property managers are required to follow the Texas Property Code. The Texas Property
Code is a working document and the laws change. Property managers need to stay educated
on the changes and apply the changes as needed. Property Code 92 talks about
management.

Real Estate Licenses

In Texas, a property manager is required to have a real estate license. A property
management company in Texas is required to have a real estate broker’s license. Jobs that do
not require a broker's license are collecting rent, property maintenance, and credit checks or
background checks.

Evicting a Tenant

If a property manager has cause to evict a tenant, there are several Texas laws that she must
follow. First, she must give notice to the tenant. For rent disputes, it must be a written notice
that is delivered via certified mail or in the presence of a withess. Then a petition must be filed
with the court in the county where the rental is located. The eviction will then go to court.
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Returning Deposits

In the state of Texas, the property manager must return any security deposits that were
made within 30 days of the renters leaving the premises. This is only if the terms of the
security deposit have been kept, such as cleaning of the property. Any outstanding costs can
be taken out of the deposit with an itemized list being sent to the former renter letting him
know why he is not receiving all of his deposit. If the renter owes rent, rent can also be taken
out of the security deposit.

State Fair Housing Laws

Texas property Code paragraph 301 explains the Fair Housing Laws in Texas. Cities also
have housing regulations are required.

State Lead-Based Paint Laws

The Environmental Protection Act has specific guidelines for lead-based paint and
environmental issues.
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State Credit Reporting Laws

The Federal Credit Reporting Act is Federal Law, but many states have additional credit
reporting acts that specifically affect Real Estate/Property Management; list here.

State Megan’s Law

Megan's Law, enacted on May 17, 1996, mandates that a county is to receive notification of
child offenders residing there and residents have access to that information.

Privacy Law

The Federal Privacy Act is required to be followed by all Property Managers. All documents
must be shredded or under a lock and ley to protect the individual. If certain information is
required then this should be stored under a password on the computer or in a locked cabinet.

LocAL LAWS AND ORDINANCES

Austin’s “source of income” ordinance is now in effect. The ordinance applies to all
transactions involving a real estate professional in the City of Austin, and it prohibits
discrimination against any housing voucher holder (i.e. Section 8) by refusing to rent or show
property to someone on the basis of their source of income. The ordinance also prohibits any
advertising or notice that a rental property does not accept prospective tenants based on
source of income.
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Address

Mailing address

Telephone Numbers

Business
Fax

Standard Business Hours

Weekdays, Mon-Fri
Saturday

Sunday

Holidays

Email/Internet

Email
Website

OFFICE INFORMATION

8650 Spicewood Springs 145-556
Austin, TX 78750

512-791-4240
512-719-4240

9am-5pm
9am-5pm

10 am -3 pm
By appointment

Manager.mbmproperties@gmail.com

MaryMiner.com
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OFFICE POLICIES AND PROCEDURES

Bookkeeping

MBM assigns the bookkeeping duties on the computer to the appropriate Personnel

» Unless authorized, Personnel are not to access the bookkeeping software program,
bookkeeping records, and any areas in the office relating to bookkeeping.
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Funds

MBM does not accept cash or keep cash in the MBM office.

= Property Managers are to forward all tenant and owner funds for deposit in MBM Property
management Tenant Account for Rent and Escrow Account for Deposits.

» Property Managers are to keep all funds secure until they can forward the funds to
Bookkeeping.

= Resident managers are to forward all tenant funds to the MBM office and must keep all
funds secure until they do so.
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Document Policy
Personnel are to keep all MBM documents confidential at all times.

= Personnel are to fax or mail only authorized copies of documents to appropriate parties,
which includes, but is not limited to:

o Clients
e Tenants
o Government agencies

= MBM Property Management keeps all management contracts, tenant agreements, real
estate purchase agreements, listing agreements, or any other documentation connected to
a contract for a minimum of 1 year.

We are required to keep copies of all documents as long as we are managing the property.
If no longer managing the property the requirement is 4 years..

= Personnel are to place all documents in the appropriate file.

Document Storage

MBM stores current documentation in the cloud using Box.net and Buildium. However, due to
increasing business documentation and legal retention requirements, MBM stores closed files
in a professional storage unit.

= MBM moves closed files to the cloud and back up storage, such as every 6 months or at a
specific time of year, etc.

» The documents remain in the cloud or backup, unless

e ltis necessary to retrieve a file containing the documents.
o ltis the appropriate time for documents to be shredded (see upcoming section)
after they have passed the required record keeping time.

Document Shredding

Proper document shredding is a top priority of MBM at all times. Due to the shredding
provisions within FACTA, the Fair & Accurate Credit Transactions Act, MBM has enacted the
following document shredding policy.

= Personnel are not to destroy MBM documents without the permission of Management.

= MBM maintains a program of shredding documents to protect the confidentiality of MBM
clientele.

= Management supervises the shredding program.

= The MBM shredding program includes:

o Utilization of a professional document shredding company for large amounts of
documentation
o Utilization of an in-house shredding machine for small shredding jobs
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Company Logo/Brand Identity

MBM proudly displays their company logo. MBM diligently works to include the logo on all
MBM documentation and marketing whenever possible to create a company “brand identity” to
the public and promote professionalism. The following is the MBM logo policy.

= All Personnel must use the “official MBM logo,” and must obtain advance approval of any
variations of the logo.

= The logo is available in electronic format.

= |If Personnel have questions on the logo use, they are to consult Management.

Mail and Deliveries

MBM receives mail at 13450 Research Blvd #113, Austin, TX 78750 or 8650 Spicewood
Springs 145-556, Austin, TX 78759 Personal Effects

It is the responsibility of all Personnel to care for their own personal effects and MBM
discourages all Personnel from bringing in valuables and large amounts of cash.

= All Personnel are responsible for keeping all personal effects out of the view of the public
and storing them safely during work hours.

= MBM business insurance does not cover the theft of personal items.

= MBM recommends to Personnel that they carry insurance for their personal effects.

STANDARDS OF CONDUCT

Ethics

Ethics are a priority in the Real Estate/Property Management Industry and MBM takes pride in
promoting ethical within the company and while interacting with other Real Estate/Property
Management offices and clientele.

= All Personnel are required to conduct business ethically and legally.
= All Personnel are required to read and review the National Association of REALTORS®
Code of Ethics.

Property showings

= Property Managers and/or Rental Managers should notify other Personnel, family, and or
Management when and where they are showing property.

= MBM encourages all Personnel to carry cellular telephones when showing property, and
call the office or emergency services if necessary.

= |If concerned about showing an individual a listing, the agent should either cancel the
appointment or take another adult to the showing.

» Personnel should watch for any suspicious activity while driving to the property or when
showing the property, and notify authorities if necessary.

= Agents should meet potential tenant or owner in a public area or the office for first visit.

= All agents/property managers should take pictures of potential tenant’s driver’s license and
leave in office.
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FAIR HOUSING

MBM always supports, follows, and promotes Fair Housing

MBM expects all Personnel to know and understand Fair Housing requirements. MBM will not
tolerate any Fair Housing violations of any kind and does not discriminate based on race,
color, religion, sex, handicap/disability, national origin or familial status.

Fair Housing Practices

= MBM requires all Personnel to agree to abide by Fair Housing in their association with
MBM.

e MBM encourages and participates in the education of employees and independent
contractors regarding Fair Housing Laws & Guidelines.

e All Personnel and independent contractor forms, policies, and procedures
incorporate the laws and guidelines of Fair Housing.

o ltis arequirement of all Personnel and independent contractors to report any
problems or violations of Fair Housing to Management that they encounter while
working for MBM.

o Failure of any Personnel and/or independent contractor to abide by the applicable
Fair Housing Laws is grounds for immediate dismissal.

= Fair Housing laws are very clear and specific in many ways when it relates to real
estate/property management. MBM policies include, but are not limited to the following:

e MBM proudly displays the required Equal Opportunity and Fair Housing signage in
MBM office

e MBM does not tolerate or promote discrimination of any kind regarding housing,
and does not allow “steering” or “redlining” in any Real Estate/Property
Management activity.

e MBM does not allow “discriminatory advertising.”

e MBM does not allow discriminatory treatment of disabled or handicapped persons.

e MBM endeavors to maintain all documents, policies, and procedures within the Fair
Housing Laws as well as any published guideline.

= Fair Housing and Clientele: MBM will not participate or continue with clientele who suggest
or demand discrimination.

« MBM will immediately take steps to end their association with clients who wish to
participate in discrimination.

o Personnel are to report any clients or prospective clients demanding discriminatory
practices to the Broker/Manager.

e The Broker/Manager has the ultimate authority to discontinue any association with
any persons who participate in discrimination.
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Fair Housing Complaint Procedures

MBM Policy is to handle all Fair Housing Complaints expediently, fairly, and reach a suitable
resolution. Personnel are to notify Management verbally, and in writing, of any possible Fair
Housing complaints or action.

= |tis the Management’s responsibility to follow up on any complaint regarding Fair Housing.

= Management originates a file for each complaint.

= Management natifies all parties of the complaint, such as clients, Personnel, vendors, and
any other applicable party.

= Management documents the actions of all parties involved and places the documentation
in the specific complaint file.

= Any Personnel involved in the complaint process are to be responsible for filing
documentation correctly, and to report any subsequent problems or incidents.

= Management will file a proper response with the Fair Housing Authority when requested by
that authority.

= Management hires legal counsel for the complaint if Management feels it is appropriate.

= Management will continue to work on the complaint until it is satisfied and resolved.

MARKETING

Company Marketing Policy

MBM policy is that all marketing be ethical, legal, professional, effective, and incorporate the
company logo and brand identity policy into all marketing endeavors.

= All marketing must be within the guidelines of all appropriate legislations such as Fair
Housing, FIRPTA, RESPA, etc.

Company Advertising Policies

Advertising, in the real estate industry, is subject to very specific requirements as it pertains to
certain legislation. Therefore, the MBM marketing policy includes, but is not limited to the
following:

= No MBM management advertising is to contain false or misleading statements.

= Advertising must include the company affiliation and, when appropriate, company logo.

= All advertising must identify a broker or agent.

= Fair Housing: no advertising can contain any discriminatory statements or wording of any
kind.

= RESPA: no advertising can contain offer incentives, kickbacks, and/or fees.

» FIRPTA: if any advertising contains any information regarding interest rates, it must be in
accordance with FIRPTA.
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OVERVIEW OF PROPERTY MANAGEMENT CYCLES

The following is a general cycle of the property management performed by MBM regarding
applicants, tenants, owners, vendors, and public. It is important that all Personnel understand
the different cycles in the MBM office and how it relates to their position.

= Renting

Marketing of property

Applications disbursed and received

Application is processed

Application is accepted or denied

If accepted, applicant moves through the application process

Rental process, including signing of agreements and tenant move-in

=  Tenant

Once application is approved, funds are required

Property is prepared

Tenant completes documents, walk-through, and obtains possession
Rent is due monthly

Maintenance is performed as necessary

Verbal and written communications are performed as necessary
Tenant problems or disputes are handled as necessary

Notice is given:

= Tenant gives notice

= Tenant is given notice

= Tenantis evicted

e Tenant vacates property
o Walk-through is performed
e Security deposit disposition is completed
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=  Owners

e Marketing of Owner
e Owner contract is procured

= Owner account is established

= Monthly cycle is completed

*= Rents are collected

= Management fees and invoices are paid

= Checks are sent to owners on appropriate dates

= Statements are sent monthly

= Communication is initiated as required, both verbal and written
= Follow-up statements are prepared as required

o Owner account termination

= Account is terminated by MBM Property Management

= Account is terminated by Owner

= All funds, documents, and keys are disbursed according to Management
contract

= File is closed with required documentation and notices

=  Vendors

e Vendor account is established and maintained.

MBM contracts maintenance work as needed.

Venders supply bills as they complete work throughout the month.

MBM pays bills during the monthly payment cycle.

MBM issues vendors the IRS 1099 form, as required by law, by January 31.
MBM terminates use of vendor services when necessary
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PoLICIES ON PROPERTY MANAGEMENT FUNDS

Company Trust Account

MBM Property Management maintains a Real Estate Trust Account and considers accurate
maintenance of the Trust Account as a top priority of their real estate operation.
Trust account policy

e MBM Property Management maintains a Trust Account as a means to process
monies collected during property management transactions and for no other
purpose.

e MBM maintains all funds collected for their Property Management Division in a
separate Trust Account.

« MBM maintains all funds for operations of the brokerage in a separate account,
does not co-mingle any MBM Trust Account monies with this account.

= All earnest money deposits are:

e Recorded on the MBM Trust Account Sales Log, maintained by the MBM

bookkeeping department. Software used is Buildium.

To designate where to deposit funds - into the MBM Trust Account

MBM Trust Account maintenance

MBM makes deposits in the Trust Account only for Rental Money or deposits.

MBM operates the Trust Account in accordance with the requirements and

guidelines of the Texas Real Estate Commission.

e The MBM Bookkeeper, supervised by the Broker/Manager, maintains the Trust
Account.

e MBM purchased, and maintains, specialized bookkeeping software for
maintenance of the Trust Account; MBM allows only authorized Personnel to
access this bookkeeping software.

e The bookkeeping department is required to report any discrepancies to the
Broker/Manager immediately.

= Trust Accounting

e The Trust Account is balanced monthly and is reviewed by the Broker/Manager
e The Trust Account does collect interest in accordance with the Texas Real Estate
Commission - change according to your state law.

52
Policy and Procedures Manual for MBM Property Management LLC
©LandlordSource /0902/REV1011



Cash

MBM has adopted the following policies on cash and they are primarily based on safety for all
person involved and that of the MBM office.

The MBM Office does not accept cash.

MBM off-site Personnel cannot accept cash

MBM does not keep petty cash in the MBM office.

If any Personnel encounter difficulties with cash, they are to notify Management as soon as
possible before accepting cash and obtain specific instructions.

Tenant Funds

The following is MBM Policy on Tenant Funds. Personnel are to use extreme care at all-time
regarding Tenant funds and notify Management if there are any problems.

Application fees

e All applicants are required to pay an application fee.
o All application fees must be paid by money order or cashier’s check, made payable
to MBM Property Management, no exceptions.

Accepted applicants prior to occupancy

o All funds prior to occupancy are accepted in cashier’s check or money order only,
e Receipts are to be issued for all funds prior to occupancy,

Tenant funds after occupancy

e Upon occupancy, tenants can pay by personal check, money order,cashier’s check
or On-Line through Buildium Portal

o Exceptions to payment by check fall under the non-sufficient funds section of this
manual.

Tenants can pay any funds, with the exception of tenants under an unlawful detainer
action, by:

Malil

Direct deposit

On-Line through Buildium
MBM office

= Tenants under an unlawful detainer action must pay at the MBM office in
cashier’s check or money order only.

Non-sufficient funds

e If atenant provides a personal check that is non-sufficient funds, they must
immediately reimburse MBM with a money order or cashier’s check, within 8 of
hours of notification.

e If a tenant supplies MBM with a non-sufficient funds check, MBM may exercise its
option to require the tenant to pay all future payments by cashier’s check or money
order.
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= Funds charged for additional services:

Copies of contracts after first copy $1.00
Lost key duplicate $20.00

Security Deposit Funds

= Management pays all security deposits to the vacating tenant from the appropriate trust
account.

PoLICIES ON PROPERTY MAINTENANCE

General Maintenance Policy

MBM tracks all maintenance through work orders on-line and requires all Personnel to keep
accurate work orders. Keeping properties in a fair and reasonable condition for residents is a
high priority for MBM Property Management. It is a responsibility to both the property owner
and the tenant.

Priority on maintenance

The following is the priority on maintenance in the MBM office.

= Emergency
=  Routine
= Rehabilitative

Maintenance procedures

Management requires all maintenance calls recorded on written work orders.

= Management requires all maintenance forwarded to Management or the Property Manager
for assignment.

= Management requires all Owner/landlords contacted when maintenance exceeds the
authorized amount for repairs; Property Managers are to refer to the Owner Management
contract when necessary.

= Management requires all maintenance assigned to the appropriate vendors.

= Management requires Vendors faxed or verbally given a work order number, which must
appear on their invoices.

= Management requires all emergency maintenance followed up immediately by the
personnel assigned to the task.

= Management requires all maintenance work orders reviewed bi-weekly for unfinished
maintenance and reviewed at the end of the month.
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Maintenance coordination with bookkeeping

Management requires all invoices for maintenance matched with a work order, and forwarded
to bookkeeping for payment.

= Bookkeeping is to notify Management if funds are required for completing payment as
soon as possible and with the appropriate amount needed.

55
Policy and Procedures Manual for MBM Property Management LLC
©LandlordSource /0902/REV1011



PoLICIES ON KEYS, LOCKBOXES, AND RENTAL SIGNS

Keys

Management keeps all keys at the MBM office in a coded system with a number assigned
to each property or unit.

Management keeps keys in a secure area.

Management outlines the key policy later in this manual.

Lockboxes

MBM distributes combination lockboxes/Supra Lockboxes as necessary for access to a
vacant property or occupied property.

MBM gives the lockbox code to the combination lockbox to Personnel and Vendors.
Personnel are not to give lockbox codes to owners, applicants, tenants, and public, unless
authorized by Management.

Personnel recode combination lockboxes as necessary, and at the direction of
Management.

VENDORS

General Office Policy with Vendors

MBM requires the following from all vendors

Completion of W-9, with correct social security number or tax ID and correct name to
match the appropriate identification number

o Personal names must be used with social security numbers
e Business names must have a tax ID number

Notification of current Workers Compensation coverage or exemption
If required by the vendors profession, a general contractor’s license, bond, and insurance
information are needed
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Vendors and Lead-based Paint

When maintenance requires that work is required on lead-based paint, MBM will only use
authorized licensed vendors who qualify to work on lead-based paint.

=  MBM will only use vendors who comply with the "Lead: Renovation, Repair and Painting
Program" rule effective, April 2010 and prohibits work practices creating lead hazards.

Responsibility to vendors

Itis a priority to maintain a positive working relationship with vendors but their first priority is to
protect the interest of their owners and tenants, which includes the following.

= Management monitors all vendor work.

= Management maintains an accurate file for each vendor.

= Management files all necessary forms with the Internal Revenue Service, and other
required agencies as required by law

Personnel responsibilities to vendors

= Personnel are to be responsible for working with vendors, and alerting Management to any
problems with vendors.
» Please see other items outlined in General Office Policies of this manual.

Payments to vendors

= Vendors are required to submit their billings in a timely manner.

= For vendor payment during the current month, they must submit their bills by the 7th of the
month.

= MBM pays vendors during the MBM payment cycle between 7th and 10th of the month.

= Management must review all vendor bills, before entering invoices into the computer.

= Management and/or the Property Manager must approve special payments.

= MBM does not issue payment to vendors without the required government forms and/or
current insurance verification.

Vendors and keys

MBM requires vendors to schedule appointments with tenants as requested and does not give
keys to vendors.

= MBM does not supply keys to vendors.

= MBM discourages the practice of tenants supplying keys to vendors for safety and liability
reasons.

=  When tenants supply keys to vendors, the vendor and tenant are at their OWN risk.

= MBM does not issues MBM office keys to vendors unless vacant and no lockbox is on
property.

= Personnel are NEVER to hand out the last key or entire set of keys to a tenant or vendor
for a property or unit, mailbox, gate, laundry facility, etc.; they are to arrange for duplicates
of keys first.
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Vendors Scheduling Work with Tenants

Vendors are required to schedule all appointments with the tenants in a timely manner.

In an emergency, MBM deems a timely manner to be “as soon as possible.”

If the maintenance is a non-emergency, MBM deems a timely manner as ‘within 5 of
business days.

The vendor is encouraged to schedule all maintenance as quickly as possible

MBM will NOT schedule appointments for vendors.

e Vendors are to follow up with tenants, as necessary, for scheduling of
appointments.

e Vendors are to be on time for appointments, and notify both tenant and MBM
Property Management if they must delay the appointment.

Vendors are not to complete an appointment if the following occurs:

e The only person home is an unsuitable age. Any person under the age of 18 is
unsuitable.

e Tenant requires an unreasonable time when alternative times are available; if this
occurs, vendors are to contact the Property Manager as soon as possible for
assistance.

Vendors as Tenants

MBM does not rent to vendors and/or their Personnel; there are NO exceptions to this rule.

This policy is to maintain a professional work relationship with Vendors and avoid conflicts
of interest between the company and vendors.

Vendor Responsibility to Company

MBM requires Vendors to complete the following responsibilities.

To perform work in a timely manner

To contact MBM Property Management when scheduling problems arise or work is beyond
their capabilities and follow up with MBM if they cannot complete the work assigned

To be courteous to all tenants

To provide satisfactory workmanship

To provide reasonable invoices for work completed

To follow-up with additional work if required
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OWNER POLICIES

General Owner policy

The company works for the Owner of a property under a written management contract.

= MBM Property Management works to maintain the property for the Owner within the
Owner’s authority.

= MBM works to maintain a good working relationship with the Owners’ tenants, or to notify
the Owner when tenant relations jeopardize the Owner’s interests.

= MBM works to provide the Owner with quality management and quality tenants, minimizing
financial loss for the property and Owner.

= MBM maintains a written contract with all Owners as required by the Texas Real Estate
Commission.

L2 Management Agreement
= MBM Property Management requires that all Owners provide proof of insurance
L8 Request Owner Insurance

=  MBM maintains computer files on matters concerning the Owner.
= Monthly management requirements:

e To notify Owners of any necessary information regarding the tenants, property, or
required legislation

e To notify Owners of all repairs needed beyond management’s repair limits

e To answer questions from Owners in a timely manner

Fair Housing Requirements of Owners

MBM requires all property owners under a MBM management contract comply with all Fair
Housing.

= |f an Owner will not support and comply with Fair Housing, MBM will send a notice of
termination to the owner and close the account.
= This requirement is contained in the Management Agreement with Owners

Lead-based Paint Requirements of Owners

MBM requires all owners of qualifying properties dated prior to January 1, 1978 to comply with
all Lead-based Paint legislation and rulings from the EPA.

= If an Owner will not support and comply with Lead-based paint requirements, MBM will
send a notice of termination to the owner and close the account.
= This requirement is contained in the Management Agreement with Owners

Property Foreclosures

If Property goes into foreclosure, while MBM is managing the property, the tenant will receive
their deposit back no questions. No deposits of rent will be sent to owner until notified by new
owner or bank.
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Right to Enter
MBM requires all owners to comply with all state laws regarding the right-to-enter their
investment property.

= |If an Owner will not support and comply with right-to-enter laws, MBM will send a notice of
termination to the owner and close the account.
= This requirement is contained in the Management Agreement with Owners

Fiscal Responsibilities to Owners

The company policy is to maintain an accurate accounting at all times of the Owners’ funds.
This is accomplished by, but not limited to, the following

= To maintain the Owners’ accounts under the requirements of the Texas Real Estate
Commission

= To collect rents, whenever possible, and to pay any Owner-authorized invoices

= To pay Owners their checks on the 12th of the month, or if the date falls on the weekend or
a holiday, the checks will be paid on the following business day

= To only pay checks when sufficient funds allow

= To send monthly statements

= To provide copies of all invoices with monthly statements

= To answer any Owner questions regarding their statements

= To obtain authorization for any funds needed over the authorized repair limit listed in the
Owner’s contract, unless it is an emergency.

»= To notify Owners to remit necessary funds as soon as practical

L7 Request Owner Funds

Year-End Responsibility to Owners

It is company policy to issue an accurate 1099 statement for the total “income” of their
property, not the amount of the checks issued to them for the year.

= MBM requires all owners to furnish the necessary information to complete their year-end
1099 such as correct name, address, social security number, and/or tax ID.

= MBM contacts owners as necessary to maintain the information necessary to issue a
correct 1099.

L-9 Request Owner W-9

Personnel Responsibility to Owners

The MBM policy is to direct all calls for Owners to the appropriate Property Manager as quickly
as possible

= Personnel are to answer questions for Owners whenever possible in an accurate manner,
or to forward the question to the appropriate person

= Personnel are not to answer questions or process information that is not within their job
description or authority; if they have any questions on what authority they have, they are to
consult Management.

= Personnel are not to alert the Property Manager as soon as possible if an Owner problem
develops.
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PENDING VACANCIES

Notice

A pending vacancy occurs in the MBM office upon receipt of 60 Day Notice from the tenants.

= MBM policy is to begin preparation of the property for vacancy as soon as MBM Property
Management receives a 60 Day Notice.

=  When property is vacant, MBM policy is to prepare and rent the property as quickly as
possible.

= Atall times, MBM policy is to reduce the vacancy period and provide good tenancy within
as short a time period as is reasonable, and market conditions allow.

Advertising Preparation

It is a priority that all advertising for pending vacancies be prepared as soon as possible and at
the direction of the Property Manager.

= Place sign on Property
= Prepare and place the property information on the MLS and Websites for advertising

Required Notifications Regarding Vacancy

Company policy is to prepare timely notifications to both the owner and tenant when MBM
receives a notice of pending vacancy.

= Personnel are to pull the property folder and give the file to the Property Manager with the
following letters:

= Notice letter to the Owner, L14 Tenant Notice Letter

= Notice letter to the tenant, T92 Move Out Instructions

Utilities

The company policy is to turn on necessary utilities, such as gas, electric, and water during
vacancies in order to maintain the property.

= Personnel are to prepare documentation for contacting utility companies for service when
tenant is vacating,
= |f necessary, Personnel are to request Owner Authorization for utility companies.
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Pre-vacancy Walk-Through

It is company policy to schedule a pre-vacancy walk-through, whenever possible, to plan any
necessary maintenance needed and to comply with state laws and to counsel tenants as the
walk-through indicates.

= Personnel are to contact tenants to schedule a walk-through appointment.

= A maintenance report is prepared after the pre-vacancy walk-through inspection by the
Property Manager.

= If there is no Inventory and Condition form submitted 7 days after move in the tenant is
taking the property as is.

= The Property Manager is to notify the Owner of any pending maintenance, and if the
maintenance is beyond the repair limits, request Owner authorization of the
repairs/maintenance.

VACANCY

Personnel Responsibilities during Vacancy

MBM requires that Personnel know and abide by all policies required for applications and
renting a property.

= All Personnel are to request any clarification from Management when needed regarding
these policies.

= Personnel are to notify Management immediately if the vacant property has any criminal
activity or left unsecured.

Advertising during Vacancy

While properties are on the market, Personnel are required to monitor all advertising
necessary as directed by the Property Manager.

= Review property information on Internet/website advertising as necessary

= Review advertising publications as necessary

= Review Internet/Website advertising as necessary

» Review signage as needed, and if necessary, prepare as directed under “Pending
Vacancies” in this manual

= Review voice mail as necessary

= MBM does not tolerate any discriminatory practices in advertising of any kind and all
advertising must follow Fair Housing.

Maintenance Policy during Vacancy Period

It is company policy for the Maintenance Supervisor to complete a walk-through inspection
when the property is vacant

= A maintenance report is prepared after the walk-through inspection
= The Property Manager is to notify the Owner of any pending maintenance, and if the
maintenance is beyond the repair limits, request Owner authorization.

L10 Request Repair Authorization
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Vacancy Showings

While the property is on the market for rent, it is available to all prospective tenants.

= MBM policy is to abide by Fair Housing Guidelines & Laws, as outlined in the Fair Housing
section of this manual at all times during the vacancy with the advertising and showings of
the Property.

= |If Personnel encounter any Fair Housing issues, they are to notify Management
immediately.

Supplying Owner Information to Applicants

MBM policy is acting agent for the Owner. All Communication will go through the property
management agent.

MBM will give applicants the source of all public records if they want to pursue direct contact
with the Owner, but will not give out personal Owner address and telephone information.

= Personnel are to comply with MBM policy on Owner information.

Applications

Applications and instructions are available through the real estate agent or MBM office.
Personnel should only issue only the most current application of MBM.

T1 - Application Instructions
T2 — Application to Rent

= MBM has available flyers for all properties available to rent and properties on 60-day
notice.

o Applications and flyers are located on MLS.

e When changes to a rental listing occur, MBM updates flyers as necessary.

e Personnel are to be responsible for supplying flyers where needed and to notify
Management if changes are necessary.

Showings

Showings are available to all prospective applicants if the property is still available and
schedules can be coordinated between MBM and prospective applicants.

= MBM schedules showings by:
e Individual appointment

e Assigning daily showings
e Centralized Showing through MLS
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= Scheduling of showings

e The Property Manager is responsible for scheduling showings of properties.
o Personnel showing properties are to be aware of safety issues at all times.
e MBM does not schedule showings before 60 days’ notice.

Acceptable identification

When accepting applications, MBM requires acceptable identification from all applicants.
= Acceptable identification

Current state driver’s license
Current state ID

Military 1D

Current passports

= Unacceptable identification

e Department store ID
e StudentID

= |f the identification does not fall within these four types, Personnel should bring any other
form of identification to the attention of management.

= MBM reserves the right to refuse any identification that is not current.

= MBM reserves the right to refuse any identification that is not in a condition to be read.

Age Requirements for Tenants

MBM policy requires all applicants to be 18 and over, with the following exceptions:

= Marriage to an emancipated minor
= The emancipated minor must show supporting documentation.

Qualifying Requirements

MBM requires each applicant, 18 and over, and/or emancipated minor, to fill out an application
form.

= MBM requires all applicants to pay a processing or application fee of $50 per application.

=  MBM requires all information on income, rental history or ownership, and credit for
processing.

= MBM does not accept application forms from other companies or organizations without
authorization.

= |n general, MBM requires that the applicants earn a minimum combined income of 3 times
the amount.

» In cases where the applicant(s) has a strong background, MBM reserves the right to
approve an applicant if the income amount rule falls short by as much as $3600 per month
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Number of Persons per Property

MBM policy is to follow the Fair Housing Guideline of two non-related people per bedroom.
This is a “guideline” and there is no specific legislation.

MBM Personnel are not to “volunteer” this information to the public.

Pets

Pets are negotiable for all units, unless prohibited by Owner and/or any governing body.
Service animals are not pets.

The pet policy is to follow the Owners’ requirements for pets on their respective properties
on the prospective pets and tenants.

MBM policy is to require a picture of the animal and good property owner references on the
animal owned by the tenant.

Pet Shot records must be supplied

Management must scrutinize all animals.

MBM policy is not to rent to any “known” dangerous pets.

Any pet approved by MBM, requires all tenants to sign a pet agreement, and pay an
increased amount to the normally required security deposit.

MBM reserves the right to deny the following animals (unless special circumstances
prevail):

o Dogs/cats:

= Any dog or cat that shows any signs or tendencies of having an aggressive
personality

= Any dog or cat deemed dangerous by insurance companies or with a bad
landlord referral

e Large birds:
=  Parrots
= Cockatoos

e Reptiles
e Farm Animals, including pot belly pigs

Increased Deposit Due to Pet

The general policy is to collect an increase of $400 to the normal security deposit where there
is approval of a pet.

Service animals do not require increased deposits under the Fair Housing Laws and they
are not pets under this law.

The Owner of the property has the prerogative to increase this amount, and MBM policy is
to accept the Owners’ required amount for an increase deposit due to a pet but it is not to
exceed the maximum allowable by law.
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Funds Required for Pets

Accepted tenants must pay the following in hard cash, prior to renting. Hard cash is a cashier’s
check or money order. Personal checks or cash are not accepted.

= Pet fee (non-refundable)
= Deposit for a pet

o If applicable, the additional amount required for a pet is not to be termed a “pet
deposit”; it is an “increase to the security deposit”

Water-filled furniture

MBM allows water-filled furniture with the following provisions.

= Tenant lists the furniture on the application or discloses it prior to renting.
= Tenant provides adequate insurance for water-filled furniture and names Owner as
additional insured.

Vehicle restrictions

MBM policy is to set the limit of vehicles for each property and/or unit, due to any limited
parking facilities or space.

= MBM reviews the limit of vehicles per property and/or unit when a notice to move is
received from a tenant

=  MBM supplies the limit of vehicles to all prospective applicants.

= Once a prospective applicant discloses vehicles beyond the limit allowed, they cannot
change the number without proof of disposal of the excess vehicle(s).

Bankruptcy

MBM will accept applicants with a prior bankruptcy provided they meet the following
requirements:

Bankruptcy was at least 2 years prior to rental application
Tenant has established good credit since the bankruptcy period.
Tenant has not developed bad credit after the bankruptcy period
Tenant has good income

Tenant has good landlord history without history of eviction
Owner gives consent to accept bankruptcy records
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Home businesses

MBM does not allow tenants to conduct any business that disrupts the peaceful living and
enjoyment of the neighborhood, or violates any local, city, county, state, or federal law. MBM
reviews home business on a case-by-case basis.

The following are examples, but are not limited to only these examples.

= Atenant cannot park a commercial vehicle illegally outside the residence

= Atenant cannot conduct business that requires heavy traffic in and out of the residence

= A tenant cannot conduct business that requires storage of large amounts of commercial
products, such as paint, maintenance supplies, numerous vehicles, etc.

Day Care

MBM policy permits a Day Care business in a residence if the tenants meet the following
conditions.

= The tenant must have a current Day Care license in the city and/or county where the
tenant resides.

= The tenant must conduct all Day Care according to all current city, state, and federal laws.

= The tenant must pay the highest security deposit allowed by law.

= The tenant must supply liability policy for dollar amount for the Day Care business.

= The tenant must still meet the same requirements for all applicants within this policy
manual.

Section 8/Vouchers

MBM policy is to rent to Vouchers applicants as long as the property owner approves the
Section 8 program, and the property meets Section eight requirements.

= Applicants for Section 8 must still comply with all MBM policies for renting, and complete
the same requirements in the application process contained within this policy manual.

= Applicants must supply current Section 8 documentation.

= Properties are not kept vacant for long periods or Section 8 applicants unless with the
approval of the Owner.

= All voucher programs must meet the same rental guidelines the owner has put in place.
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Co-signors

MBM generally does not take cosigners unless special circumstances prevail and the property
owner approves a cosigner.

= MBM takes co-signors on a case-by-case basis, but only at the direction of the Owner of
the property.

= Accepting a co-signor may require an increase in the security deposit.

= The increase to the deposit will not exceed the maximum allowed by law.

= Co-signors must sign all other lease agreements and an agreement to co-sign.

T3 Cosigner Application
T31 Cosigner Addendum

APPLICATION PROCESS

Application Policy

All Personnel are required to know the application policies (please refer to previous section of
this manual) and to notify Management immediately if they experience any problems with
applications.

Red Flags on Applications

While taking applications, Personnel are to be cognizant of the following “red flags” and report
them to Management immediately. The following is a list of “red flags,” but Personnel are to
watch for any other signs that could be “red flags.”

The applicants are not what they represent.

The applicants will not fill out the application completely.

The applicants will not supply required documentation.

The applicants will not pay the required application fees.

The applicants are difficult and/or abusive.

The applicants “scratch out” and change information as they hear the requirements, e.g.,
no pets on the property, number of vehicles permitted.

The Application Requirements

All persons 18 and over, and/or emancipated minor must submit a separate and completed
application with a processing or application fee. This application must include:

Proper documentation for income

Proper documentation for contacting landlords and/or documentation for home Ownership
Proper documentation for pets

Additional documentation as necessary

Signatures of all applicants
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Taking the Application

MBM Personnel are to inform all applicants that MBM does not process applications on a “first
come, first served” basis and to clarify that, while the property is available for rent,

= MBM accepts all applications unless another application has been processed and
previously accepted.

= Personnel are to advise all applicants that MBM Personnel may not be immediately aware
that other MBM Personnel have accepted an application for the same rental property.

= Personnel are to provide a receipt for the applicant for the fees and application submitted.

= Personnel are to take the current MBM application fee in a cashier’'s check or money order

= Personnel are to submit the application immediately to the Property Manager for
processing.

Incomplete Applications Requirements

If necessary, MBM Personnel are to notify all applicants when all screening is complete or if
more information is necessary.

= Personnel should advice the application of the “approximate time expected” for processing
the application, but advise that it can take longer if further documentation is required, or
information is difficult to obtain.

= Personnel should advise all applicants that MBM does not process any application without
signatures due to credit reporting laws and screening company requirements.

= Personnel should advise the applicant if further documentation is required.

Processing of Applications

MBM begins all processing of applications as quickly as possible.

= MBM processes all applications processed in a timely manner in number of days if MBM
receives all information from the applicant.

= |f MBM requires more information, Personnel are to notify the applicant immediately.

» |tis Personnel’s responsibility to follow up with the applicant if they do not receive the
information.

= |tis Personnel’s responsibility to notify Management if there are difficulties and assistance
required.

=  When the application is completed, Management reviews the application.

= Management denies or approves the application.
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Acceptance or Denial of Application

When the application is completed, MBM notifies the tenants of the processing results.
» Notifying an applicant of denial; it is Personnel’s responsibility to contact the tenant:
o Verbally by telephone
e Follow up with a written confirmation
T15 Deny Application

= Notifying an applicant of acceptance

o If the application is accepted, it is Personnel’s responsibility to contact the applicant
and relay the acceptance.

T14 Accept Application

Requirements of Acceptance

Personnel are to complete the following steps when accepting applications.

= Require the necessary funds from the applicant in a cashier’s check or money order within
one business day.
= Require the applicant to sign a completion of renting form.

T17 Completion of Renting

= Require the applicant to take possession within number of days or weeks from date of
availability.

= Supply the approved applicant with MBM welcome packet.

= Set up an immediate date with the applicant to sign all necessary documents.

= Set up a move-in date for the property.

Acceptance Follow-Up in MBM Office

After the applicant has completed requirements of acceptance, Personnel are to take the
following steps.

= Cancel all advertising

»= Notify all Personnel immediately

= Notify owner

= Begin preparations to more tenants into the property
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TENANT MOVE-IN

Preparation for Move-in

It is important to complete the following details to ensure a smooth and thorough move-in for
the tenants and to provide owners with competent management.

= The following documents are to be prepared as necessary.

Rental/lease agreement, T21

Pet addendum, T26

Lead base paint disclosure, T25

Mold addendum, T28

Check-in sheet, T24

Maintenance instructions, T23

Inventory and Condition Form

Any necessary Homeowner Rules & Regulations

= The tenant is to sign acknowledgement of receipt of these Rules and
Regulations, this is in the rental/lease agreement

= The following materials are to be prepared:

e Any keys necessary

e Any garage doors or gate openers necessary

o Any mailing of documents that are necessary - Personnel are to complete this in a
timely manner.

= Personnel are to complete the following maintenance:

e Monitor any necessary maintenance required prior to renting the property.
o Complete maintenance in a timely manner
o Re-key locks after work is completed and before tenant moves in

= Personnel are to complete the following notifications as needed.

o If there are difficulties with maintenance and/or it could prevent the property from
renting in a timely manner, MBM Personnel are to notify Management immediately.

e When appropriate, notify the Owner of any problem preventing the property from
renting.

o Personnel are to notify any appropriate utilities.

= Personnel are to complete the following regarding advertising:

¢ Review all advertising on property
e Cancel all appropriate advertising
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Completion of Leasing/Rental Agreements

Personnel are to complete all rental documents as required and signed prior to the tenant
occupying the property.

= Licensed Personnel are to sign tenants on rental documents as quickly as possible.

= Licensed Personnel are to obtain signatures of all applicants 18 and over, and/or
emancipated minors who are required on documents.

= Personnel are to obtain proper identification at time of signing of documents.

Funds Required

Obtaining proper funds is a high priority and Personnel are to complete the following.

= Notify Management immediately if there is a problem with any funds for an approved
applicant.

= Obtain all funds, in cashier’s check or money order, as quickly as possible.

= Obtain funds, paid in full, prior to possession.

= Do not allow possession until ALL funds are collected and all agreements signed with all
signatures required.

Walk-through of Property

Company policy is to complete a walk-through of the property and with the tenants whenever
possible. Property Managers and/or Assistant Property Managers are to complete the
following.

= Walk-through

e Complete walk-through appointment by the day the rent begins unless there are
other arrangements.
o Complete the walk-through with tenants and Personnel.

= Keys and openers during walk-through

o Disburse keys and openers upon completion of the above items.
e Signs/lockboxes
o Remove signs and lockboxes by commencement of lease.

Maintenance

Personnel are to complete any necessary maintenance by commencement of lease.

= Note new maintenance items or previous maintenance items not completed during walk-
through and order as soon as possible, unless Owner authorization is required.

= |f vendors cannot complete maintenance, Personnel are to notify Management and/or the
Property Manager immediately.
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Follow-up after Tenant Move-in

Company policy is to check all details of the move-in and complete any necessary actions
required. Then after the tenant moves in, Personnel are to review the same process to ensure
that everything is finished.

= Review for last time all advertising and cancel if appropriate.

= Documentation is reviewed by the Broker/Manager in accordance with Texas Real Estate
Commission

* File documentation appropriately.

* Prepare and send letter to tenant

T38 Welcome Letter
= Prepare and send letter to owner
L13 Property Rented

= Discontinue any unnecessary utilities and request closing bills
= Review maintenance as necessary and complete in a timely manner
= Notify Management if any difficulties are noted.

TENANT NOTICES

3-Day Notice to Pay or Quit, T118
= Pay or Quit Policy
o A 3 Day to Pay or quit notice is served when a tenant does not pay rent in a timely
manner.
e The notice requires a tenant to pay within 3 of business days (weekends not
included) or vacate the property.
= Authorization

e Only by authorization or direction from Management is 3 Day Pay or Quit notice
served.

=  Service

o 3 Day Pay or Quit notices are served by personal service at the property. Tape on
door if no one answers.
o Persons acceptable for receiving the notice are:

= The tenants listed on the rental/lease agreement
= A person of suitable age

e Mailing and posting
= |f MBM cannot serve the tenant, MBM completes a mailing and posting to the
property.
= MBM policy is to mail to the property for all 3 Day notices.
= Alicensed real estate agent is not required to serve 3 Day Pay or Quit notice.

73
Policy and Procedures Manual for MBM Property Management LLC
©LandlordSource /0902/REV1011



= Records

e MBM policy is to place a signed copy of the 3 Pay or quit notice in the
property/tenant file.

o Bookkeeping is to keep an accurate record of any rent transactions and to notify
Management of any outstanding funds or problems with payments received.

= Action
o If the tenant does not pay the required amount within the required time, the

Property Manager consults the owner.
o If authorized, (Company Initials) initiates an unlawful detainer through an attorney.

3-Day Pay for Charges Notice, T 81
=  Policy

e MBM serves 3 Day Pay for Charges notice to collect charges for all other funds
such as late fees, utility payments due, or any other monies due from the tenant.

e MBM serves 3 Day Pay for Charges due from the tenant on a separate form than
the 3 Day Pay or Quit for rent.

= Authorization:
e A 3 Day Pay for Charges is only to be served with authorization or direction of
Management
= Service:
o 3 Day Pay for Charges notices are served by personal service at either the property

or the tenant’s place of work or business
e Persons acceptable for receiving the notice are:

= The tenants listed on the rental/lease agreement
= A person of suitable age
e Mailing and posting
= |f MBM cannot serve the tenant, MBM completes a mailing and posting to the

property.
= MBM policy is to mail to the property for all 3 Day notices.
= Alicensed real estate agent is not required to serve 3 Day Pay for Charges.

= Records:

e MBM keeps a record for all charges and monies due from the tenant.
e MBM keeps a copy of the notice in the property/tenant file.

= Action:

o If the tenant does not comply, the Property Manager will consult with the owner and
take action as necessary.
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3-Day Notice Breach of Covenant, T119
= Policy

e MBM serves a 3 Day Breach of Covenant agreement when a tenant violates their
rental agreement and refuses to correct the violation.

e Examples of use for the 3 Day Breach of Covenant are listed below, but are not
limited to the following:
» Lack of landscape care or watering
= Noise abuse or public disturbance
= Unsightly or unauthorized vehicles
= Violation of homeowner association rules

= Authorization:
o A 3 Day Breach of Covenant is only to be served with authorization or direction
from Management
»= Service:
e 3 Day Breach of Covenant is served by personal service at either the property or

the tenant’s place of work or business
o Persons acceptable for receiving the notice are:

= The tenants listed on the rental/lease agreement
= A person of suitable age
e Mailing and posting
= |f MBM cannot serve the tenant, MBM completes a mailing and posting to the

property.
= MBM policy is to mail to the property for all 3 Day notices.
= Alicensed real estate agent is not required to serve 3 Day Breach of Covenant.

= Records

e (Company Initials) puts a copy of the notice in the property/tenant file.
e (Company Initials) files any actions or results of the notice in the property/tenant
file.

= Action

o If the tenant does not comply, the Property Manager will consult with the owner and
take action as necessary.

3-Day to Vacate to Tenant, T85
= Policy

e MBM issues a 3 Day to Vacate to a tenant requesting they completely vacate the
property by the end of the 3™ Day period.
e MBM cannot serve a 3 Day to Vacate for the following reasons:

= MBM cannot serve 3 Day Notice to Vacate under discriminating circumstances.
= MBM cannot serve 3 Day Notice to Vacate to a tenant on a lease, unlessi it is
more than 30 days prior to the termination of the lease.
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= Authorization:

A 3 Day to Vacate is only to be served with authorization or direction of
Management

To issue a 3 Day to Vacate, there must be an authorization by the Owner of the
property, or MBM must have a current written authorization from an Owner.

= Service:

Action

3 Day Notice to Vacate is served by personal service at either the property or the
tenant’s place of work or business
Persons acceptable for receiving the notice are:

= The tenants listed on the rental/lease agreement

= A person of suitable age

Mailing and posting

= |f MBM cannot serve the tenant, MBM completes a mailing and posting to the
property.

= MBM policy is to mail to the property for all 3 Day notices.

= Alicensed real estate agent is not required to serve 3 Day Notice to Vacate.

Records:

A copy of the notice is properly filed in the tenant/property file
MBM keeps a record for all charges and monies due from the tenant during the
remaining time of tenancy.

Authorization to verify tenancy

It is MBM policy not to verify tenancy requested by other parties, unless a tenant
has authorized information given to future property owners.

If the tenant does not comply, the Property Manager will consult with the Owner
and take action as necessary.

3-Day to Vacate From Tenant, Eligible to Give Notice, T87 & T86

= Definition

A 3 Day to Vacate from the tenant is for their intention to vacate the property
entirely by the end of 3 Days.

This notice is applicable for tenants who are on a month-to-month tenancy.

If the tenant is under an existing lease, the tenant is not eligible to give a Notice to
Vacate until 60 of days prior to the end of the lease.
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= Personnel responsibility

Check the tenant’s lease when MBM receives the 3 Day to Vacate from the tenant
prior to their acceptance of the notice.

If MBM receives the notice in the mail and it is determined that the tenant is not
eligible to give a notice, MBM Personnel are to bring this immediately to the
attention of Management.

Upon receipt of an eligible 3 Day Notice to Vacate from the tenant, the following is
required:

The Property Manager sends a letter to the Owner of the property, informing them
of the pending vacancy and procedures.

L14 Notice from Tenant
The Property Manager sends a letter to the tenant informing them of their

obligations during the remaining time of the notice, and instructing them on
procedures for moving out of the property.

T92 Move out Instructions

If appropriate, Personnel are to market the property immediately for re-renting.
(Refer to Preparation of Property under Property Preparation)

= Authorization to verify tenancy

Itis MBM policy not to verify tenancy to other parties unless a tenant authorized
MBM to give information to future property owners.

T88 Release Rental History

3-Day to Vacate From Tenant, Ineligible to Give Notice

= Definition

A tenant can always give a 30 Day to Vacate, but they are still obligated to the
lease, until the terms of the lease have been satisfied.

The tenant is responsibility for the commission of the new tenant at 100% of the ret.
(re-letting fee).

If unit gets rented before the end of the lease the manager will walk through the
property and will submit the deductions from the deposit. There may be a refund of
rent if this happens during the middle of the month.

= Personnel responsibility

MBM Personnel are to bring the 30 Day to Vacate immediately to the attention of
Management.

The Property Manager is to call the owner of the property, unless deemed
unnecessary by MBM Principal.

MBM is to send a letter to the Owner informing them of the pending vacancy,
procedures, and obligations of the tenant.

MBM is to send a letter to the tenant informing them of their obligations to the lease
and the procedures to follow for vacating.

If appropriate, MBM proceeds with marketing the property for re-renting. (Please
refer to Preparation of Property)
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= Authorization to verify tenancy

e Itis MBM policy not to verify tenancy requested by other parties unless a tenant
has given their authorization to allow MBM to give information to future property
owners.

#-Day to Change Terms of Tenancy, T51

This notice is to change terms other than rent for a month-to-month tenancy or 30 days prior to
the termination of a lease. T51 Change Terms

=  Examples

e Rentincrease

o Change in who pays utilities
e Change in vehicle restrictions
e Change in landscape care

= Notification

e Regular mail
e Posting the property

= Authorization

e MBM serves a notice to increase rent with authorization or direction from
Management.
e The property owners must authorize the notice to increase rent Records:

=  Filing

e MBM keeps a record of all charges and monies due from the tenant.
e MBM keeps a copy of the rent increase in the property/tenant file.

#-Hour Notice to Enter Dwelling, T94

MBM posts 24 Hour Notice to Enter a Dwelling on the resident’s door 24 hours prior to
entering the property or unit.

= The reasons for posting this notice under Texas law are:

Alterations or improvements

To supply necessary or agreed upon services

To show the property to prospective or actual buyers

To show the property to potential tenants

To show the rental unit to workman or contractors for estimates
To institute necessary repairs

To carry out a court order

To inspect water-filled furniture

To test a smoke detector

To verify if resident has abandoned the premises

To allow entry by an appraiser or home inspector for purpose of a sale or
refinancing of the property
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= Authorization:

o MBM Personnel must obtain authorization to serve 24 Hour Notice to Enter the
Dwelling from the MBM Principal, a licensed MBM property manager and/or
Property Owner.

o Personnel must consult the Principal and/or the Property Manager.

= Records:

e MBM files a copy of the signed Notice to Enter the Dwelling in the property/tenant
file.

Notice of Belief of Abandonment, T83

MBM may choose to execute a Notice of Belief of Abandonment to determine if there is
possible abandonment, but only at the direction of Management.

= Policy

e MBM serves a Notice of Belief of Abandonment if believed that the current tenant
has abandoned the property and if it is not possible to determine if the property has
been vacated of all possessions of the tenants and the tenants themselves.

e MBM must post the notice on the property with the required 3 of days determined
by Texas Law.

= Authorization:
« MBM Personnel must obtain authorization to serve a Notice of Belief of
Abandonment from Management.
= Records:

o MBM keeps a copy of the signed Belief of Abandonment notice in the
property/tenant file.

POLICIES DURING TENANCY

Funds

The following are company policies for collection of property management funds.
*» Rental due dates

e All rents are due on the 3™ of each month, unless specifically designated otherwise
in the tenants’ lease/rental agreement, or by another specific agreement authorized
by Management.

e MBM Personnel are to be specific of these requirements when quoting this to a
tenant.

e Tenants can pay on-line 24/7 so there is no reason for the rent being late.
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= MBM accepts rental payments by:
e By ACH (Automated Clearing House)/direct deposit
e By mall
= At MBM office during normal business hours, Monday through Friday

Acceptable Forms of Rent

MBM personal check policy for rent is as follows.

= MBM can deny personal checks at any time after a tenant has supplied a non-sufficient
check to MBM
= Personal checks are not accepted if the tenant has established a record of bad payments

Money order
Cashier’s check
Travelers checks
Payment online

Unacceptable Forms of Rent

MBM policy is not to accept the following monetary forms for rent.

= Cash
=  Coins
= Rolls of coins

Personnel Responsibilities for Rent Collection

It is the responsibility of MBM personnel to accept rents correctly and to observe the following:

=  When received, the rent is to be procedures for rent received.
= |f Personnel note any discrepancy in rent payment and bring it to the attention of
Management immediately.

Red Flags and Rent

Personnel should watch for the following “red flags” regarding rent:

= Atenant who is not allowed to pay by personal check

= Omission of check signature

= Incorrect amount of rent

= Payment by person(s) not listed on the rental agreement
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= Resident manager responsibilities for rent collection:

¢ Resident managers do rental payments.

o Resident managers are required to direct the tenant to the proper address where
they can pay or malil their rent.

e Resident Managers are to bring in rent receipts to MBM by 5th

o Resident Managers are to be aware of “red flags” regarding rent as noted in the
previous section.

Late Rents Policies

Rents must be received by the 3rd of the month in MBM office, to not to be considered late,
unless otherwise outlined or stated in the tenant’s specific rental agreement.

= On the date of the month, the rent is late unless the date falls on the weekend or a holiday.

= Tenants paying rent after the date of the month may be required to pay with a cashier’s
check or money order.

= Late rents can initiate a 3 Day Pay or Quit notice. (Refer to Notices).

= Additionally, late rent can initiate a 3 day Notice to Quit. (Refer to Notices).

Communication of Late Rents

If a tenant calls in to report their intention of paying a late rent, Personnel are to refer the
tenant to Management.

= |f Management is not available, Personnel are to request from the tenant the following:

e Home, work, and mobile phone numbers
e The reason for late rent payment

o Date the tenant intends to pay the rent

e The amount of the late fee

= Personnel are to instruct the tenant to do the following.

o Write a letter to MBM indicating why the rent is late, when tenant will pay the rent,
and any other pertinent information.

e« MBM Personnel are not to give approval of the late rental payment, but inform the
tenant that they will forward their notice of late payment to the Principal or Property
Manager for a decision.

Late fees

= Late fee policy

o Iftherentis late, per the tenant rental/lease agreement, MBM assesses a late fee
on the date listed in the agreement.
e Bookkeeping is to send a notice of the late fee in a timely manner.

T42 Late Fee

e Failure to pay late fees can initiate a 3 Day Pay or Quite notice. (Refer to Notice
section of this manual).
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= Recognized funds for late fees

Cashier’s check
Money order
Travelers check

= Unacceptable funds for late fees

Personal check
Coins/cash

= Personnel responsibilities regarding late fees

Personnel are all required to request late fees from tenant, and to notify (Company
Initials) Management of unpaid late fees.

The bookkeeping department is to keep an accurate record of late fees.

Personnel are to refer all inquiries regarding late rents, breaking leases, and 3 Day
notices to the Management.

Non-sufficient funds

= Non-sufficient funds policy

All MBM Personnel are to be responsible for reporting any non-sufficient funds
payments to bookkeeping and Management immediately, and to alert all Personnel
to the situation.

Bookkeeping is to make necessary entries in the trust account for this discrepancy.
(Refer to MBM bookkeeping manual).

MBM Personnel are to notify the tenant immediately when MBM receives a non-
sufficient funds check

MBM Personnel are to notify the tenant immediately of the procedure for
replacement and the payment deadline.

MBM Personnel are to notify the tenant immediately that the tenant is to reimburse
the non-sufficient funds payment in full within 2 business day, with a cashier’s
check or money order.

T43

Non-sufficient funds checks will not be re-deposited and Personnel are to inform
the tenant of this policy immediately.

Failure to replace the non-sufficient funds check can initiate 3 Day Pay or Quit, or
possibly a 3 Day Notice to Vacate. (Refer to Notices, next section of this manual).
A $ 35.00 fee is required for all non-sufficient funds checks.

MBM requires all non-sufficient fund fees paid with a cashiers’ check or money
order.
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Addition of Tenants during Rental/Lease Agreement

= Company policy
e MBM must approve all persons of legal age and minors in a property
e The rental agreement must list all persons living in the property.

= Responsibility of MBM Personnel

o All MBM Personnel are to be aware, and notify Management if they suspect anyone
who is living in the residence, and not listed on the rental/lease agreement.

Conditions for Adding a Tenant

A current tenant wants to add another tenant or minor resident.
= Requirements

e The prospective tenant, 18 or over and/or an emancipated minor, is required to fill
out an application immediately or submit information on a minor who is a
prospective tenant.

e The application is to be processed.

e The applicant must submit all documentation for approval to Management.

= Acceptance of application:
e The Property Manager notifies the applicant verbally and in writing.

e The Owner should be notified of any appropriate action in writing and/or verbally.
o All appropriate paperwork should be completed and filed when action is resolved.

= Denial of application:
e The Property Manager notifies the applicant verbally and in writing.

e The Owner should be notified of any appropriate action in writing and/or verbally.
o All appropriate paperwork should be completed and filed when action is resolved.

Requirements to Add a Minor:

Current tenants must supply the following information to MBM

» The authorized tenants must show legal guardianship.

= Management is to review the information.

= The Property Manager notifies the tenants of the decision and resolution if MBM denies the
minor residency in the property.

Deletions of Tenants

The following are reasons for deletion of a tenant from the rental/lease agreement:

= One party gives a notice to vacate with other tenants remaining.
» The tenants abandon the property.
= Atenant dies.
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Partial Notice to Vacate

This is notice received from one or more tenants, but not all tenants in the property.
= Responsibilities of vacating tenant are as follows:

e The vacating tenant must give a written 30 Day to Vacate
o In all cases, the vacating tenant must settle their ownership in the security deposit
with the remaining tenants.

= MBM procedures

o MBM will not refund any portion of the security deposit to the vacating tenants.

e It must be determined if the tenant is on a month-to-month tenancy or a lease
agreement

 MBM notifies the property owner of the vacating tenant unless Management
decides it is not necessary.

e MBM review the current income, employment status and, any other criteria needed
to determine if they qualify to remain in the property.

e MBM sends a letter to all tenants in the residence notifying them of outcome of the
review.

e MBM does not disburse the security deposit until all tenants vacate.

= Course of action
e If the current resident does not qualify, Management determines a course of action.

Tenant Death in Property

=  Determination of death

o If the cause of death was because of natural causes, MBM is not required to future.
o If the cause of death was of a violent nature, such as murder, MBM must notify
future tenants.

=  Procedure

e MBM Personnel are to consult MBM principal and/or Property Manager prior to
giving out any information on the cause of a tenant’s death.
e The property owner is be notified of the tenant’s death.

= |f there are no remaining tenants, the following must be determined and the proper
paperwork executed:

e MBM is to obtain a death certificate for the file.

e MBM contacts the heirs and/or executor of the deceased tenant for the disposal of
the personal property of the deceased tenant.

e MBM contacts the heirs and/or executor to settle the disposition of the security
deposit.

84
Policy and Procedures Manual for MBM Property Management LLC
©LandlordSource /0902/REV1011



= |f there are remaining tenants, the current tenants must complete the following:

It is to be determined if the remaining tenants are able to support the rents and
property.

The tenants must submit a legal death certificate

MBM Personnel contact the heirs and/or executor regarding disposal of the
personal property and security deposit of the deceased tenant.

Rent is to continue until the property all tenants vacate the property or meet the
conditions of the lease.

It is the discretion of MBM and/or the Owner of the property whether an attorney is
required for the disposition of personal property and/or the security deposit.

Abandonment of Property by Tenants

MBM serves a Notice to Enter Dwelling with authorization or direction from Management.

= |f MBM believes a property abandoned, MBM serves a Notice of Abandonment with 3 of
days waiting period.

= |fitis determined that all tenants removed their possessions and vacated the property,
MBM management will consult with the Owner of the property to receive authorization to
take possession of the property.

= Personnel must immediately notify Management if they believe a property abandoned.

= |f MBM takes possessions, MBM follows the preparations for placing it on the rental
market, if appropriate.

= MBM files a copy of the signed Notice of Abandonment and any other records in the
property/tenant file.

Pet Policies during Tenancy

= Legal pets

It is MBM policy that tenants must have prior approval to have a pet, and must
supply the appropriate documentation and additional security deposit to add a pet.
The tenants must sign a pet agreement.

All additional funds for a pet are an “increase in deposit” and are not a “pet
deposit.”

= Addition of legal pet

Tenants must put in a written request for a pet.

MBM reviews the type and breed of the pet and all documentation on the pet.
Management will determine if the addition of a pet is possible, and if necessary, will
consult the Owner/landlord of the property.
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If MBM denies the addition of a pet, the following procedure is required:

e The Property Manager notifies the tenant that the pet is not acceptable, verbally
and in writing.

e If necessary, MBM is to follow up to determine if the tenant has illegally procured a
pet and has placed it in the property.

If MBM approves the addition of a pet, the following procedure is required of the tenant:

e Sign the appropriate paperwork
o Pay the increased deposit for the pet.

Removal of a Legal Pet

If the tenant reports a pet is no longer in the property:

Personnel are required to file proper documentation, but are not to change the rental/lease
agreement.

Instead, MBM Personnel file notes regarding the removal of the pet in the property/tenant
file.

It is MBM policy not to return any portion of the security deposit due to the removal of the
pet prior to vacancy of the property by all tenants.

Replacement of a Legal Pet

Tenants are to submit the information on the pet to MBM and reviewed as outlined in
“addition of a pet.”

A survey of the property is to be completed.

A new pet agreement is to be completed.

MBM puts the tenant on notice that the property owner may require another security
deposit increase.

All paperwork received regarding the replacement pet filed in the property/tenant file.

lllegal Pets

If it is determined that a tenant has procured an illegal pet, the following procedures are to be
completed:

Personnel are to notify the tenant the pet is a violation of their rental/lease agreement.
The Property Manager will then determine if the pet can remain by following the
procedures as outlined in “To add a pet” previously outlined under the “legal pet” section.
The Property Manager will follow all procedures until the pet issue is satisfied.

Personnel are to fill all correspondence, notes, and notices regarding the illegal pet in the
property/tenant file.

Violent Pets

If there are reports that there is a violent pet in the property, MBM notifies Tenants and
Owners immediately. MBM works on the solution and removal of the pet.

The tenant is issued a Violent Pet letter

T54 Remove Violent Pet
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Maintenance during Tenancy

MBM office maintenance procedures

MBM tracks maintenance through written work orders. (Refer to Maintenance under
General Office Policies.)

All MBM Personnel are required to take maintenance work orders from tenants
and to follow up as necessary.

MBM Personnel are to notify Management if there are difficulties arising with a
tenant regarding maintenance and to document them appropriately.

Tenant requirements on maintenance

MBM specifically requires in the rental/lease agreement that tenants report
maintenance needed.

If MBM acquires a tenant with a rental agreement not prepared by MBM notifies the
new tenant a new rental/lease agreement is required.

MBM specifically requires that tenants not do maintenance on the property other
than routine maintenance (i.e., replacement of light bulbs, watering of property,
normal insect control, etc.) unless the work is authorized by MBM according to their
lease.

Mold Issues

MBM considers mold issues of the highest priority.

The Property Manager acknowledges the tenant’s report of mold and investigates
immediately with licensed contractor’'s who are authorized to determine types of molds and
treatments.

T64 Mold Letter to Tenant

The Property Manager notifies the owner immediately of any mold problems.

L17 — Mold Letter to Tenant

The Property Manager works with the owner to solve all mold issues equitably and as
expediently as possible.

Lead-based Paint Issues

MBM considers lead-based paint issues of the highest priority as well and follows all
requirements by the EPA regards lead-based paint in residential homes.

When repairs are necessary involving lead-based paint, MBM uses only licensed
contractors who are qualified to work on lead-based paint repairs.

The Property Manager notifies both tenants and owners of lead-based paint issues
according to EPA guidelines. MBM provides tenants with the required pamphlet, “Lead-
based Paint in Your Home,” which was provided when they moved into the property as

well.

T55 Pending for Lead-based Paint to Tenants
L22 — Lead-based Paint Letter to Owner
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Pest Control during Vacancy

Pest control issues are on a case-by-case basis. Therefore, some pest control will be an
owner responsibility and some may be tenant responsibility. Here are basic policies on pest
control.

o If the pest control paint endangers the health and welfare of a tenant, MBM will
take immediate action to handle the pest control problem.

o MBM will notify owners of any pest control problem that endangers the health and
welfare of a tenant.

e Tenants are encouraged to perform preventative pest control, such as keeping all
food cleaned up, watching that pet food does not attract pests, and more.

o MBM will immmediately investigate any bed bug report from a resident and only use
vendors that are qualified to eradicate pests.

o Personnel are to create a work order for any resident report of pests and report any
pest control issues to Management.

Tenant Correspondence during Tenancy

Management are to be notified of any tenant requests during their tenancy

= Personnel are to be responsible toward the filing of any tenant correspondence in the
appropriate file in the event of any difficulties or legal problems.
= Tenant Correspondence Policy

o MBM keeps all original tenant correspondence in the property/tenant file.

e Personnel are to make a “working copy.”

o Personnel are to make notes only on the “working copy” and never on the original
correspondence.

Tenant Email

= MBM encourages all tenants to communicate through the buildium system.

= Personnel are to handle email correspondence as outlined in the previous section on
Tenant Correspondence.

= Tenant email addresses are to be kept in confidentiality and not distributed to parties
outside of MBM

Tenant Problems/Complaints during Tenancy

All MBM Personnel are to notify Management of any “possible” or “existing” tenant problems. It
is important to handle tenant problems or complaints as quickly and as expediently as
possible.
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Definition of “tenant problem and/or complaint”:

One that disrupts the support and care of the property, conflict with other tenants,
conflict with the Owner, or conflict with MBM

Examples are as follows:

Non-payment of rent or fees

lllegal residents or pets

Lack of care of the property

Destruction of the residence

Disturbing other tenants or the neighborhood

lllegal activity

Creating disturbances in MBM office

MBM company procedure

Identify the problem

Review Forms Book for appropriate form

Investigate the problem

Notify the Owner accordingly

Notify the tenant accordingly

Determine a course of action

Follow up on the course of action

Employ legal services as necessary and/or authorized
Follow all local, city, county, state, and federal laws
Seek resolution and ending to the problem

File all notations and documentation regarding the problem/complaint in the
appropriate files

Key Policies during Tenancy

MBM policy on keys to all properties is to take all precautions with keys and Personnel are to
observe the following procedures.

Keep all keys identifiable by a code and not by the residence address.

Re-key when re-renting a property.

MBM does not give keys to vendors, agents, property owners, or any other party without
the approval of Management.

Never give out the last key to a property or unit, entry, or gate.

Keep a duplicate of a key for each residence in the event of an emergency.

Supply an additional key to resident for $20.00

Tenant must show appropriate 1D to obtain additional key.

Keys and Vendors

MBM discourages tenants giving keys to the vendors.

MBM policy requires vendors to make an appointment with the tenant so that the
vendor does not have a key to the residence.

Tenants must supply a key to the vendor if they want work completed while they
are not in the residence.

MBM will not take responsibility or accept any liability if a tenant decides to give a
key to a vendor.
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= Keys and Sales Agents

e MBM does not give out keys to managed properties, while occupied to Sales
Agents, listing or selling.

o If an agent wants a key or lockbox on the property while it is up for sale, it is the
responsibility of the agent to obtain the key from the tenant.

Property Is For Sale during Tenancy

The following are policies that all Personnel are to observe when a property is for sale during a
tenancy.

=  Keys

e MBM does not give out keys to listing or selling agents of the property (See
previous section) unless vacant and authorized by owner.

e MBM does act on behalf of the marketing of the property for the Owner and
or/agent of the property. MBM Agents can List and Sell.

=  Showings
e MBM does set up appointments for showings of the property.

e MBM does set up appointments for pest control services, home inspectors,
appraisers or other parties involved in a prospective sale or pending sale of a rental

property.
o MBM refers these parties directly to the agent or Owner of the property.

=  Maintenance

e Unless otherwise agreed upon with the Owner/landlord, MBM does not perform
rehabilitative maintenance.
e MBM continues normal maintenance as necessary while renting the property.

Tenant References for Renting

The reference policy is that MBM does not give out tenant references for purposes of renting,
unless a tenant has given a 30-Day Notice to vacate in writing and provided authorization in
writing to release rental information.

Tenant References during Eviction
MBM does not give out tenant references if a current tenant is in the process of eviction,
unless under the advice of the MBM attorney.

Tenant References for Institutions

MBM does not give out tenant references to other parties (i.e., lending institutions, furniture
companies, etc.) unless authorized by the tenant in writing.

90
Policy and Procedures Manual for MBM Property Management LLC
©LandlordSource /0902/REV1011



Subpoenaed Tenant References

= MBM will give out information regarding tenants when required by a court-ordered
subpoena.

Personnel Responsibilities to Reference Calls

MBM Personnel are to forward all reference requests to Management or the Property
Manager.

= Unless specifically authorized, Personnel are not to give out tenant references.

Owner Information for Tenants

MBM notifies all tenants on their rental agreement of the name of the Owner and that MBM is
the agent for the Owner.

= |tis MBM policy not to give out personal addresses or telephone numbers of Owners
because they have hired MBM to act as their agent. (Company Initials) will give the name
of the Owner, the source of public record, and the prevailing County of the property, if
asked.

= Personnel responsibilities regarding Owner information

= Personnel are to follow this policy and are not to give out the addresses and telephone
numbers of the Owner/landlord.

= Personnel are to notify Management of the tenant request for information from the Owner.

= At the direction of Manager and/or Property Manager, Personnel are to forward the tenant
request for information to the Owner.

Credit Reporting During Tenancy

MBM policy notifies all tenants when renting of the required wording regarding credit reports
on their rental agreement when they rent:

=  MBM policy further notifies all tenants when serving notices of the same credit-reporting
requirement.
» Required wording

e CREDIT REPORTING: The tenant understands and acknowledges that if the
tenants fail to fulfill the terms of their obligations within this document, MBM can
submit a negative credit report reflecting the tenant’s credit to a credit-reporting
agency.

= Initiation of credit reporting

o If atenant’s default on their obligations, MBM policy may initiate this action.
e This action is to be at the direction of Management and/or the Owner.
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Cable/Satellite/TV Request

Tenants can add cable/satellite/TV as long as they comply with the Cable/Satellite/TV
Agreement.

Tenants are responsible for the cost of installation and the Landlord and/or Landlord’s
agent will not reimburse you at any time.

When the company completes the installation, there is to be no damage to the property. If
there is damage, tenants are responsible for the cost of repairs and/or maintenance.

If a satellite dish or antenna, tenants must call us for approval of the location prior to
installation.

If the company installing the tenant’s request requires written authorization, they are to
submit their documentation to our office.

When tenants leave the property, they must give proper notice to the service company to
disconnect the services and pay all charges for disconnection and any amount due.

Any damage incurred upon disconnection will be at tenant expense.

T67 — Cable/Satellite/TV Agreement

TENANT MOVE-OUT PROCEDURE

Notice from Tenant

The following is MBM policy on move-out when there is a Notice from the Tenant

A 60 Day to Vacate is required from the tenant in writing.

Verbal notices are not accepted.

Personnel are to be careful not to imply that a verbal notice is acceptable.

The day MBM receives the notice in MBM office or E-mail is the day the notice begins.
Tenants can obtain a form in MBM office for giving a notice or email MBM using
Manager.MBMProperties@gmail.com

The following is procedure upon receiving a 60 Day to Vacate.

e Write the date on the 60 Day to vacate when received.

o Pull the tenant file and put it on the desk the Property Manager, with the 60 Day to
Vacate attached to it.

« MBM send an appropriate letter to the Owner regarding the 60 Day to Vacate.

e MBM sends an appropriate letter to the tenant concerning the 60 Day to Vacate,
giving instructions of what to do when vacating.

e The property is to be put on the re-rent list

e MBM schedules a walk-through with the tenant on an appropriate date.

e If the tenant is not going to schedule a walk-through, the tenant must arrange to
deliver keys to MBM on vacating.

92
Policy and Procedures Manual for MBM Property Management LLC
©LandlordSource /0902/REV1011



Notice to Tenant

The following is policy on move-out when MBM gives a Notice to the Tenant

Management directs the Notice to Tenant.

MBM gives a 60 Day to vacate the tenant in writing according to the state requirements.
The day MBM delivers the notice to the Tenant is the day the notice begins.

MBM procedure upon receiving notice:

o Write the date on the Day to vacate when received.

e Pull the tenant file and put it on the desk of MBM Principal, or Property Manager,
with the Day to Vacate attached to it.

e MBM send an appropriate letter to the Owner regarding the 60 Day to Vacate.

e MBM sends an appropriate letter to the tenant concerning the 60 Day to Vacate,
giving instructions of what to do when vacating.

Management directs if the property is to be put on the re-rent list

MBM schedules a walk-through with the tenant on an appropriate date.

If the tenant is not going to schedule a walk-through, the tenant must arrange to deliver
keys to MBM on vacating.

Vacating Of Property/Unit

MBM Personnel are to note the date the tenant turns in the keys in the property/tenant file.
If the tenant comes into MBM office to return keys, Personnel are to request a forwarding
address and forwarded to bookkeeping and the Property Manager, as well as placed in the
property/tenant file.

MBM is to perform the move-out inspection and estimates on move-out charges.

The Property Manager is to forward the estimates on move-out charges to bookkeeping.

Maintenance upon Vacancy:

The maintenance needed is to be determined at the move-out inspection.

The Property Manager is to notify the property owner of any necessary maintenance to re-
rent the property.

Personnel are to schedule maintenance in a timely manner, and the property is to be
prepared for new tenancy or termination of property.

Personnel and vendors are to secure the property when leaving vacant property or unit.
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Security Deposit of Vacating Tenant

The disposition of the security deposit is prepared and issued within 30 days as required by
Texas State law and Texas Property Code.

= MBM Personnel discuss any major damages with the property owner.

= Bills are to be collected for disbursement of the security deposit statement.

= |f necessary, MBM uses estimates for deductions from security deposits until receiving the
bills.

= |f the vacating tenant owes money for rent and/or damages, it is to show on the security
deposit transmittal, and a letter of request is to be prepared with the transmittal.

= Bookkeeping makes three copies of the deposit accounting sheet distributed as follows:

e One copy sent to tenant
e One filed in the Owner file
e One filed in the Property/Tenant file

» |f money is due vacating tenant, bookkeeping is to prepare the check for signature and
give it to the Property Manager.

= The Property Manager approves and an authorized party signs the check.

= The Property Manager mails the funds to the former tenant with an explanation of funds
and/or damages.

Security deposit disputes

If there is any natification of a dispute regarding the vacating tenant, MBM implements the
following procedures.

= Management requires Personnel to notify them immediately of any security deposit
dispute.

= All security deposit disputes are to be handled in a very timely manner by Management

= The Property Manager consults property owners on security disputes as necessary.

= The Property Manager works to achieve resolution of the security deposit complaint as
quickly as possible.

= MBM and/or the Owner will consult with legal counsel as deemed necessary.
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EMERGENCY PROCEDURES FOR TENANTS

Emergency Policies

MBM Personnel are to be cognizant of any emergency conditions such as fire, flood, freezing,
or any other condition that may affect the welfare of the tenant, and/or the Owner’s property.

Personnel are to inform Management and/or the Property Manager of any possible
emergency.

Evaluate the emergency and plan response

Management and/or the Property Manager will evaluate the emergency.

Management and/or the Property Manager will supervise necessary actions appropriate for
the emergency and contact the owner when practical.

Tenant Procedures

MBM policy is to assist Tenants whenever possible during emergencies, but recognizes that it
cannot control many problems created with emergencies and advises Tenants to do the
following.

MBM advises Tenants to prepare for emergency in the Tenant Handbook.

MBM advises Tenants that MBM may not be able to perform maintenance due to
emergency conditions.

MBM advises Tenants that the MBM office may close during emergencies.

MBM advise Tenants to report only necessary emergency repairs during and
emergency/disaster.

Follow-up on emergency procedures

All MBM Personnel are responsible for follow-up of any maintenance, correspondence, and
handling of funds regarding any emergency plan.

MBM consults with the Owner regarding all maintenance and all maintenance decisions
over the Owner Limit are at the authorization of the owner.

MBM will advise tenants if an insurance claim is pending and may delay repairs.

MBM will work to complete all maintenance in a diligent manner.
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APPENDIX A
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MBM Property Management LLC

MBM Property management
Policy and Procedures Manual Acknowledgement

I, the undersigned, have received a copy of MBM Policy and Procedures Manual dated May
2015. | understand and agree to the following:

| agree to read or refer to the manual when necessary to clarify company policies and
procedures.

| agree to comply with the policies and procedures within the manual as well as follow
those directed by management of the company.

| agree to ask for further explanation of anything not understood in the manual or in conflict
with operation of the company.

| understand that MBM can amend this manual at any time and that any amendments are
binding on me.

| understand that all the information contained in this manual is confidential and not
distributed to clientele, vendors, or the public without permission of Management.

Owners Signature Date

Management Signature
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