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                                                    A Property Management Company 
                                                                                                              P.O. Box 1411

                                                                                                          La Plata, MD 20646

                                                                                                         Office # 443-295-6748
                                                                                           psrpropertymanagement@gmail.com

                                      TENANT GUIDE 
 Note: All properties are rented in “as is” condition: Check with us if you wish to verify if maintenance may have been ordered for the property. 

I. Qualifying 

A. Your gross weekly income must be equal the amount of the monthly rent (i.e., if the property rents for example $675.00 a month, your gross weekly salary should be $675.00). If you do not get paid weekly, our basis of calculation is: your annual income divided by fifty-two (52). 

1. Married couples are legally responsible for each other’s debts; we allow couples to combine their incomes to qualify. 

2. If you are single and are applying with one or more single persons for the same property, each person occupying the property must qualify individually by grossing in one weeks salary, an amount equal to 60% of the monthly rent. 
3. If you are single, and will be the adult occupant of the property, you must qualify individually by grossing in one weeks salary, an amount equal to 100% of the monthly rent.                                                                                                              
B. All adults must be on the lease: 

1. Anyone over the age of eighteen (18) years of age is considered an adult. 

2. Any of the applicant’s children that are over eighteen (18) years of age and are supported financially by the applicant (i.e., child attending school) are not required to sign the lease; they would be listed under “children”. 

3. Any adult dependent of an applicant, who will reside in the property, must be listed on the application as a dependent and proof of the dependent status supplied with the application.                                                                                 
C. Maximum Occupants That Are Allowed For Each Property Are: 
Two (2) persons per master bedroom, one (1) person for each additional bedroom, (i.e., three (3) bedroom house would have a maximum of 4 persons). 

A den with all features of a bedroom (accept the name) may be considered as a bedroom under our guidelines. We do not consider a basement or a garage as a sleeping room and will not consider these rooms in determining maximum occupants. 
D. The Following Are Causes For Application Rejection: 

1. Rejection on a credit report of any outstanding collections, judgements, bankruptcy and other questionable credit history. 

2. Any present or prior landlord reference reflecting poor payment history, eviction, and the like. 

3. Any falsification of any kind found on the credit application. 

4. Failure to meet our guidelines. 

E. There is A “ No Pet” Clause For Lease Agreements: 

1. On occasion pets may be allowed in some properties.

2. Approval for such pets may be incorporated into the lease (prior to lease execution), and an additional security deposit will be required. In addition, tenant accepts total liability for such pet and a clause will be added to the lease that tenant(s) agree that the carpets will be professionally cleaned, and the property exterminated for ticks and fleas.                           

II. APPLICATION

A. There is a NON-REFUNDABLE credit processing fee in the amount of $55.00 per person. This is required with the credit application at the time it is submitted. This must be money order or certified check. No cash or personal checks will be accepted, only for the application fee. 

B. THE FOLLOWING VERIFICATIONS MUST BE SUPPLIED BY APPLICANT, WHEN REQUESTED: 

1. Self-employed persons need to submit their three (3) most recent income tax filings or have a letter sent from their accountant on his or her letterhead confirming yearly income. 

2. If you know that your employer, creditor, etc., will not verify anything over the telephone, you should request that they write us on their letterhead verifying applicable information, which will expedite your credit check. 
3. Military personnel will need a copy of their Leave and Earnings Statement (LES) (most recent); and transfer orders, if applicable.

4. If you have been transferred into this area, we will need a letter from your new employer verifying your employment, starting date, starting salary, etc. 

III. SECURITY DEPOSIT

A. The security deposit should accompany the application. 

B. In most instances, the security deposit is one month’s rent. 

C. The security deposit is required in the form of a certified check or money order. NO PERSONAL CHECKS WILL BE ACCEPTED. Cash will not be accepted under any circumstances. 
IV. LEASE

A. Upon credit approval, we will type up the lease, which is signed by you. 

B. Our lease is usually twelve (12) months and rent is due on the first (1st) of every month, in advance. If you move into the property on any date other than the first (1st), the rent will be pro-rated for that month. At the time of move-in, you will be required to pay a full month’s rent. 

C. Our lease has a five (5) day grace period for rent payments. Rent must be received prior to the fifth (5th) day of the month. We do not supply any coupon books, envelopes, etc., for mailing in the rent. We only accept rent through the mail or dropped off at our office directly. 

V. DELINQUENT RENT

A. Your rent is late after 5:00 P.M. on the fifth (5th) day of each month. Late charges are imposed at 5% commencing on the sixth (6th) day of the month. 
B. Delinquents are turned over to our attorney for Landlord/Tenant action. There will be additional charges to the tenant for attorney and courtroom costs.    

VI. UTILITIES 

A. You are responsible for putting utilities in your name for billing upon moving into the property. However, otherwise indicated, tenant pays for all utilities. Any property will oil heat may be required to make additional payment prior to moving into the property for the oil that is presently in the tank, calculations are based on CURRENT rates at the time. Billing received by you for time period prior to lease commencement should be sent or brought to our office immediately. We will pro-rate the bill and let you know what amount you owe if applicable. 
VII. MAINTENANCE 

A. Any repair or maintenance problems should be reported to us at 301-542-2377 or psrmaintenance15@gmail.com. 
1. Any repair not noted on the original Conditions and Inventory Report is subject to the tenant deductible. This amount is listed in your lease. The following repairs such as: bulb replacement, smoke detector batteries, broken glass, lawn maintenance, torn screens, and some plumbing repairs (i.e., stoppage of water closet) are the tenant’s total responsibility. Please read and check your lease for explanation of the items you will be responsible for. 
2. The company will not reimburse you for repairs ordered without prior approval of the manager/property manager.
3. Maintenance problems should be called in as soon as they occur. A deductible will be charged according to the terms of your lease or each type of call or different service representative who responds. Cumulative problems may result in more expensive repairs and will not necessarily save on deductible charges. By the terms of your lease repairs or damages are to be reported within forty-eight (48) hours. 
4. We use many sub-contractors for most repairs. We cannot guarantee a response time. We will assign work upon your maintenance call. Response time should be comparable to or better than if you called yourself. 
VIII. EMERGENCY CALLS 
A. You may contact PSR Maintenance at 301-542-2377. Please follow up with a text or email to psrmaintence15@gmail.com. 
B. Emergency calls will be accepted for the following items only: 
1. FIRE
2. NO HEAT 
3. MAJOR WATER LEAKAGE
4. BACKED UP SEWER LINES
5. REFRIGERATOR OFF COMPLETELY
All other items should be called in during regular hours at 301-542-2377.  

Again, let us remind you that we will be calling sub-contractors who have twenty-four (24) hour emergency service. Their response time will depend upon the number of calls they have received. We have no control over their response time, however we assure you it will be taken care of as soon as possible!  
IX.  INSPECTION

A. We do not have a “walk-through” with the tenant prior to their move-in date. We do make a “Condition and Inventory Report” on the property and a copy will be given to you when you occupy the property. Follow the instruction sheet when making your notes or remarks and return to us within fifteen (15) days. This will be kept on file with your lease and will be used as a checklist when you vacate the property. It is important that you go through the report in-case something was missed. 
B. Paragraph twelve (12) of our lease agreement requires tenants to obtain a Liability Insurance Policy of not less than $300,000.00 coverage and to name the Landlord as being co-insured. We require the Landlord/Owner and Tenant to have such coverage in the event of a mishap at the property. PROOF OF INSURANCE COVERAGE MUST BE RECEIVED BY THIS OFFICE WITHIN FIVE (5) DAYS OF LEASE START DATE!  

C. Insurance policy must also name PSR Ventures LLC as an additional insured. 

X. ALTERATIONS: 

A. Under the lease agreement, no changes/additions can be made to the property by the tenant. If you feel there is a change/addition you would like to make, such as installation of cable TV, painting, landscaping, etc., you must first submit IN WRITING, any proposal for changes/additions to our office for review and approval. 

B. Should you desire to change the locks and you have received written approval from us to do so, YOU MUST SUBMIT A KEY TO OUR OFFICE THE DAY THE LOCKS ARE CHANGED. We are required by law to have a key to all properties, and it is imperative as well that we have one immediately in case of an emergency. 

                                                                                                                                                                                 I HAVE READ, FULLY UNDERSTAND, AND AGREE TO ABIDE BY THE           ABOVE INFORMATION CONTAINED IN THIS TENANT GUIDE.  
_________________________________________   ________________________ 

                         TENANT                                                                   DATE

_________________________________________   ________________________

                       TENANT                                                                    DATE

