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Property Management Guidelines

If you are contemplating renting your home, or have acquired a rental property, you’ve come to
the right place. The first decision you must make is whether you want to manage the home
yourself, or have a professional management company do it for you. DRS is a full-service real
estate brokerage. Andy Deason is the broker and has been licensed since 2012. He established
DRS and has been managing rental properties since 2020. Below you will find information on
how we manage rental properties. If you decide you want us to manage your property, give us
a call.

Our primary duties are to obtain maximum income and to ensure your property is well
maintained. These responsibilities are carried out in accordance with the instructions and
authority delegated to us in the Residential Leasing and Property Management Agreement
(Attachment 1). Our principal income from this service is based on a percentage of the rents
collected. Good communication between us is essential for a successful and profitable
relationship. The biggest part of our job is to make sure that both you and the resident receive
just and equitable treatment.

Responsible tenants are valuable assets to both of us. A satisfied tenant can bring us referral
business and will be more inclined to care for your property as if it was their own. As the owner
of the property, it is best that you avoid direct communication with the resident and refer all
inquiries to our office.

ADVERTISING

Renting of homes is a merchandising rather than a selling effort. Many residents find their
homes by scrutinizing the outer appearance of properties in neighborhoods where they desire
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to live. The placement of signs with our company name and telephone number is one of our
best means of attracting potential residents. The rental sign directs interested parties to our
office for more information. We also obtain residents from the internet. We advertise on the
MLS, which syndicates to many other websites. You are only billed for advertising you
specifically request. All other advertising is paid by us.

SIGNS

“For Rent” signs are normally placed on a rental property thirty (30) days prior to the property’s
availability date. Unless restricted by neighborhood associations or city ordinances, signs are
placed in the yard where they are visible to traffic.

SHOWING THE PROPERTY

Before properties are shown, prospective tenants are advised of available properties and the
specifics of each. Preliminary qualifying is completed at this stage to ensure the tenant
gualifies, the house will be the right fit for the number of occupants and their desired date of
move in. If the customer is still interested after an initial screening, an agent will show them the
property.

APPLICATION AND SCREENING

After a prospective tenant has been shown a particular property and has expressed a desire to
lease it, each prospective tenant over the age of eighteen (18) is required to complete our
RESIDENTIAL LEASE APPLICATION and ADDENDUMS (Attachment 2). Upon completion of these
forms, applicants are required to deposit with our firm an application deposit equivalent to one
month’s rent and a non-refundable application fee. The company, to defray the cost of
processing the application, retains the application fee. Upon approval of the application, the
application deposit then becomes the security deposit for the property. Screenings includes a
credit report, telephone calls to employers, references, and to former landlords to determine if
the applicant is acceptable. The credit report includes credit files from at least one of the three
major reporting systems. A background check is then made where we check criminal and sex
offender information on each applicant. We also complete our RESIDENT QUALIFIER worksheet
(Attachment 3). If accepted, applicants are informed and then moved into the home based on
an availability date established for the property. In-processing includes a detailed explanation
of the lease, lease execution, collecting pro-rated rent, and providing the resident with a copy
of our Resident Information Letter (Attachment 4) and Inventory and Condition Form
(Attachment 5). Our Residential Information letter further explains our lease agreement and



provides information about rental payments, lawn maintenance, pets, service calls/emergency
repairs, check-in/out procedures, lease renewal and termination, utilities, security deposit, etc.

PET CONTROL

The property owner determines whether or not pets are permitted in the property. We use our
vendors to help us monitor the presence of unauthorized pets. Some owners will not allow
pets, other will allow a small pet, and still others have not expressed their desires. We require a
pet deposit for each pet and a portion of this deposit is non-refundable, but instead used to
deflea the residence and landscape upon the resident’s departure. Some individuals consider
certain breeds of large dogs (ie. Pitt Bulls and Rottweilers) to be dangerous. Since there is some
debate regarding this subject, our attorney has suggested requiring liability insurance from the
tenant as a means of protecting the property owner and our company. Of course, the residents
are liable for any damage caused by pets. A sample Pet Agreement is included as attachment 6.
We also impose a limitation on the number of pets allowed on the property to no more than
two (2) pets unless more are authorized by you.

RENTAL PERIOD

All leases are in writing and are normally written for a one-year period. Longer leases are
provided after discussion with the property owner. A sample Residential Lease is included as
Attachment 7. Please retain a copy of this lease for your reference, as we do not provide
owners with a copy of the lease for each new resident or renewal. The monthly statement gives
you the lease amount, deposits, and lease expiration date. With the owner’s approval, during
slower rental periods, we accept leases for less than one year in order to have the lease expire
during the period of heavier turnovers (Spring and early Summer). On occasion, we may elect to
place a resident on a month-to-month basis to accommodate the owner selling the property, a
tenant’s pending departure, or moving the property into a more active period.

RENTAL INCREASES/LEASE RENEWALS

Unless we receive specific written instructions from you at least 60 days prior to a lease
expiration date, rent increases (if any) and lease renewals will be solely at our discretion (the
lease expiration date is indicated on your monthly statements). When making the decision to
raise or not raise rents, we consider market conditions, neighborhood conditions, resident
payment history and length of occupancy, property condition, time of year and anticipated
expiration date of any renewal. Once a lease is signed, it cannot be changed, so it is very
important for you to notify us well in advance of your desire to make changes to the lease.
Your account is charged a minimal fee for each lease renewal we prepare.



RESIDENT PURCHASING A HOME

We sell homes as well as manage them for owners. When residents purchase a home prior to
their lease expiration, they fall into the same category as a tenant who breaks their lease and all
rules pertaining to breaking a lease apply.

BREAKING THE LEASE

A lease contains three provisions by which a resident can terminate his or her lease. Military
deployment or transfer, situations involving family violence, or certain sex offenses. Please see
Residential Lease (Attachment 7) Paragraph 28. Early Termination. Occasionally, a resident’s
civilian employer requires them to transfer to another city. In this case, we will allow the
resident to terminate his or her lease by furnishing written evidence of his or her transfer and
providing written notice at least thirty (30) days prior to vacating the house. Also, if a tenant
will bear all expenses normally experienced with re-letting and pays the rent until the home is
re-rented, they may be released from their obligation. Any repair that is required by law, ie. Re-
keying home, cannot be charged to the tenant.

EVICTION PROCEDURES

Eviction procedures are initiated against the residents if they have not paid their rent by the
fourth (4™) day of the month. This first step is called a Notice to Quit or Vacate (NTQ). If, after
approximately ten (10) days, the resident does not respond to previous notices, we ask the
court to proceed with the second step of the eviction process, a Forcible Entry and Detainer
Notice (FE&D). The FE&D demands that the resident appear in court on a certain day. At that
time, one of our staff members appears in court to represent your interests and will make a
claim for all rent due. The provisions of an eviction notice can vary. Some give the resident five
(5) days to move, while others allow the resident to remain in the house if they pay the full
amount due, including late fees. The third and most sensitive step of eviction is what is known
as asking the court for a Writ of Possession. A writ is required when a resident fails to vacate in
compliance with the FE&D ordered by the court. The Writ process requires us to hire a crew to
set a resident’s belongings at street side, or in storage during inclement weather. When you
have monetary damages as a result of this process the court issues a judgment. We file the
judgment in the applicable county records and with the credit bureau. On average it takes
about forty (40) days to evict a resident, and hopefully this will not happen with your property.
If the eviction is especially touchy OR for a reason that does not include non-payment of rent,
the services of a licensed attorney may be required. You will need to specify the attorney that
will work for you. The real estate license act does not permit us to hire an attorney for you. The
attorney’s fee will be billed to your property. Please remember that you not only have lost




substantial rental income but have also incurred approximately $300 in legal expenses and
possibly even a larger sum for repairs.

ABADNDONED PROPERTIES

Our lease agreement contains a clause which gives us authorization to take possession of the
property and cancel the lease if the resident has abandoned the premises for five (5)
consecutive days while in default. Household and personal items left behind by the resident will
be considered abandoned property and will be disposed of by contractors hired to clean the
property. The court must handle any further claims on the abandoned property.

DEATH ON PROPERTY

If a tenant dies while residing in a property the landlord has certain obligations under the Texas
Property Code. “This statue provides owners a way to quickly and lawfully dispose of property
of a deceased resident and avoid any liability to the deceased resdient’s estate. At the same
time, the statue contains safeguards for the deceased’s beneficiaries under a will or the
deceased’s hiers if the deceased dies without a will. The statue does not apply to the extent
that a lease or other agreement between the owner and resident provides for a different
procedure.” Our rental application asks for the Emergency Point of Contact. We use this
information when preparing a lease. Obligations of the estate and heirs to pay rent continues
after death, however, if the property is vacated, we are obligated to mitigate the loss by
customary diligence to re-let and minimize damages. Depending on the circumstances, the
health department and other government agencies may need to be contacted for special
cleanup guidance. We highly recommend that the owner of the property disclose the death
that occurred in all future lease, listing and sales agreements.

INSPECTION OF PROPERTY

Anytime you desire to do an interior inspection of the property, we must give the resident
advance notice. In an emergency, however, the lease agreement permits us to inspect or make
repairs to the property at all reasonable hours. Remember, we cannot dictate how the resident
keeps the interior of the house. We do perform drive-by investigations of the property to
ensure the yard and exterior is being cared for. In the event the exterior is being neglected, we
call the tenant for a walk through and interior assessment of the property condition. We send a
notice to the resident asking them to cure any noted deficiency. On more serous violations, we
will inform you of the problem and recommend what corrective action should be taken. Our
staff members are not licensed property inspectors, but we do have a vast experience in
reviewing properties and assessing their marketability to the rental market. For an additional



fee, we can arrange for an inspection of your property by a professional, licensed by the State
of Texas, to perform a property inspection.

CHECK-IN AND CHECK-OUT PROCEDURES

When a resident is accepted, an appointment is made to sign and explain the lease agreement
and move the resident into the property. At the time of check-in, one of our staff will explain
the lease agreement, answer any questions the resident might have about the property or
lease. The resident is then allowed seven days after move-in to notify us, in writing, of any
defects/discrepancies. Any items requiring immediate attention will be repaired at the owner’s
expense. This INVENTORY AND CONDITION FORM (Attachment 5) is the basis and guide for the
resident’s move-out. Any defects not noted on the list are brought to the attention of the
resident and our staff determines whether the defect is a result of normal wear and tear or
negligence. The cost to repair any damage caused by negligence is deducted from the resident’s
security deposit.

MAINTENANCE

While a home is unoccupied, periodic investigations and assessments are made to see that
lawns and yards are maintained, the property is presentable, and that no vandalism has
occurred. During periods of vacancy, our staff cannot accomplish the task of watering the lawn
and shrubs. This is physically impossible for us to do. If this service is desired, we will assist in
contracting for the service at your expense. When we have extensive repairs or painting to do,
we will ask the assigned contractor to assist in watering.

The lease requires all repair requests to be made in writing or through the tenant portal. While
the property is occupied, residents are instructed to notify us immediately of any concerns in
the home. If the estimated costs exceed the maximum allowed in the Residential Leasing and
Property Management Agreement, you will be contacted for permission to make the necessary
repairs. We realize that this can be rather upsetting when you receive an unexpected bill from
us for repairs made to your property; however, some repairs are urgent and must be corrected
immediately. Emergency repairs are made in accordance with our Residential Leasing and
Property Management Agreement. The Texas Property Code specifies that an owner has the
responsibility to repair all health and safety items. The lease specifies which repairs must be
paid by the owner and which must be paid by the tenant. On all other repairs, the resident will
be billed and become liable for the entire amount. Please remember that all expenses are billed
to your account. If we determine the expense is a tenant charge, then a separate billing is made
to the tenant. When the tenant pays, the owner is reimbursed. We will keep you informed of
the status and condition of the property you have entrusted to our care. Periodic reviews of



your property will be made and a report will be sent advising you of any corrective action we
recommend.

On any major repair we will normally obtain at least two bids from reliable contractors. We will
send these bids to you or call to discuss them. We ask that you make a timely decision or
provide our staff with firm guidance. The bid process is already a timely process, so we need to
eliminate delays. You will be asked to forward the funds for the cost of repair before the work is
started. It is our policy to use only reliable contractors that do professional work at a

reasonable cost. We are not contractors, nor do we hold ourselves to that level of performance.
When a major project is required on your property, you need to hire professionals to oversee
your project to the degree you expect. You may need to hire licensed plumbers, engineers,
electricians, or other professionals to assume your project is completed in a professional
manner. We will assist you whenever we can. We have used some of our contractors for several
years and have found their prices very competitive. Some property management companies
charge owners a service fee based on a percentage of the total cost — we do not!!

Billing for repairs will be made directly to our company. We then charge the entire amount to
the owner’s account. As residents are billed and reimbursements received, the owner’s account
will be credited with the amount of reimbursement. We require owners to maintain a minimum
balance upon signing of the Residential Leasing and Property Management Agreement.

LOCKS

Texas law requires all security devices operated by key, card, or combination to be re-keyed by
the owner at the owner’s expense, no later than seven (7) days after a new tenant has moved
into a rental property. Even when a tenant breaks their lease or moves early, the cost to re-key
must be borne by the property owner. When no locking devices presently exist on exterior
doors and windows, the owner is responsible for the entire expense to have locks installed
according to code. When locking devices are already installed and a resident desires additional
locking devices, the cost will be paid by the resident. Any re-keying of existing locks after the
initial re-keying will be at the resident’s expense. The state law requires that each door to the
exterior from the living area meet specific requirements regarding locks. Simply stated, when
outside the residence, a person with a key must not be able to gain entrance. Also, sliding doors
must be equipped with pin locks and “Charlie Bars”. Also, a “peep” hole/door viewer must be
installed on all exterior doors, to include doors from the residence into a garage, unless the
door has unobscured glass.



KEY CONTROL

We maintain strict control of all keys. Each property is assigned a key control number, not a key
labeled with the street address. All keys are locked in our office. Keys issued to residents or
repairmen are documented. As a minimum, we need three sets of keys to the property. Two
sets are provided to the resident and one set is maintained in the office.

SMOKE ALARMS & CARBON MONOXIDE DETECTORS

The Texas Property Code requires all rental units to contain at least one smoke detector/alarm
per floor. If your property does not currently meet this standard, it must be brought into
compliance prior to occupancy by the resident. City of San Antonio building codes have recently
been changed. While these changes generally “grandfather” existing homes, if your tenant
receives financial assistance from the City or Federal governments, you may be required to
have a smoke detector in each bedroom. We recommend that you install carbon monoxide
detectors if your property contains gas fixtures. We believe state law will soon mandate carbon
monoxide detectors in rental properties. All detectors should be installed in accordance with
their instructions.

OTHER KEY SAFETY ISSUES

When hot water heaters are located in a garage they must be elevated 18” off the floor. Many
homes have been grandfathered since this addition to the building code. However, when an old
unit is replaced, it must be installed according to the current code. The cost to elevate is much
higher because of the additional labor, a stand and materials to raise the supply lines.

When a free-standing stove is in place, we must be sure that it has an anti-tilt device installed.
This device is designed to prevent pots on the stove from spilling onto a child that may have
stepped on an open over door.

UTILITIES

Unless otherwise stated in the Residential Leasing and Property Management Agreement or
restricted by property limitations, the resident pays for all utilities used on the premises. New
residents are advised to notify the appropriate utility companies to have service turned on in
their name. During periods of vacancy, utilities will be placed in the company’s name and the
resulting usage will be charged to the owner’s account. Having electricity on greatly enhances
the showing of your property when darkness arrives early in the evenings.



INSURANCE

You should advise your insurance company that the property will be a rental unit. Ensure that
you have adequate property and liability coverage. Texas insurance regulations require that any
existing homeowner policy be cancelled. In order to protect your investment, the amount of
insurance should equal the cost to rebuild the structure. If your rental property is vacant more
than 60 days, request that your insurance agent add a vacancy clause to your policy. Without
this clause, any claims can be denied. The Residential Leasing and Property Management
Agreement requires the owner to carry insurance adequate to protect all parties. We also
require each owner to obtain liability insurance coverage. Please have your agent list Deason
Realty Solutions, LLC as an additional insured for liability protection. We need this proof of
insurance in our files. We must be provided proof of coverage no later than 15 days after
signing the Residential Leasing and Property Management Agreement. We will increase your
management fee by 2 percent (2%) until you have provided us with proof of liability insurance
with our name as an additional insured.

MANAGEMENT FEES

Unless otherwise negotiated in the Residential Leasing and Property Management Agreement,
we will retain all late fees collected on late rent, plus a leasing fee for each new resident. As
mentioned above in the insurance section, we will add 2% to your management fee until we
receive proof of coverage with DRS added as an additional insured for liability protection. No
initial set up fee is charged. We charge a fee when we send your tenant a Notice to Quit (NTQ),
or file a Forcible Entry Detainer (FE&D) or Writ. We also charge 15% of any insurance loss of
more than $500 that is managed or handled by us. When remodeling work is requested by the
owner, we will charge a 10% fee of the cost to remodel.

MONTHLY STATEMENTS

We are computerized and monthly statements are available between the 10t and 15" of each
month. You should receive your statement no later than the 20" of each month, as long as the
property is occupied and rent has been paid. Statements will be emailed. Vacant properties
and those that have not received rent will be processed by the 25" of each month. Owner will
always have access to their records through the online property management system portal. An
invitation to create your account will be sent when you sign up for property management
services with DRS.



RENTAL LEASING FEE

The leasing fee, or a portion thereof, is paid directly to the leasing agent, who could be an
employee of DRS, or an agent from another brokerage company. Your management agreement
specifies the leasing fee you will be charged. In order to get as many eyes on your property, we
recommend paying at least one-half of the first months full rent to compensate agents to show
the property.

SECURITY DEPOSITS

We ask for a security deposit equal to one month’s rent. Initially the funds are collected as an
“Application Deposit” when the resident makes an application to rent the property. If the rental
application is approved, we convey the application deposit to a security deposit and retain the
funds in an interest-bearing account until the resident departs from the property. On
departure, the deposit is returned to the resident if all provisions of the lease agreement have
been met. Interest accrued on the deposit will be retained by DRS. Payment for damage to the
property, due to neglect by the resident, is deducted from the security deposit and credited to
your account. Any deductions from a deposit must be supported by an itemized list of
reasonable expenditures authorized in the lease agreement. The Texas Property Code requires
an accounting of a tenant’s deposit be made within thirty (30) days of their departure. Owners
who delay making decisions on repairs or contract for repairs independently of DRS, LLC will
frequently push the thirty day limit. You must act quickly as we will NOT jeopardize our license
nor subject ourselves to the treble damage provision of the code, by failing to refund a deposit
within thirty (30) days.

RENTAL RATES

Prior to placing a property on the rental market or renewing a lease, we determine the most
economic and profitable rental rate that can be charged. After a property has been exposed to
the market for two weeks without renting, we look into the possibility that the asking price is
too high and consider lowering the rent to an amount that would make the property rent. At
times we may offer the resident some “free” rent for performing some maintenance or yard
work as an incentive to rent the property. We have found this to be very beneficial in obtaining
residents in a “slow” rental market. When the property is occupied, this is reflected in the
monthly statement of “work in lieu of”.



RENTAL PAYMENTS

Failure to pay the lease payment prior to 11:59pm on the fourth (4t") day of each month
requires the tenant to pay the late fee as stated in their lease. The late fee is collected at the
same time as the monthly rental payment. We retain all late fees. When the resident fails to
include the late fees with their rental payment, your income for the month will be short. This
shortage occurs because our procedure is to credit all payments to non-rent charges first,
including late charges. The Justice of Peace (JP) court system will permit us to evict for non-
payment of rent only. Because of this eviction restriction we must collect the delinquencies
first, as the unpaid amount will then be for rent only. Hopefully, you will receive the balance of
your income in the next monthly cycle.

WE DO NOT INDEMNIFY YOU AGAINST ANY LOSS OR EXPENSE DUE TO VACANCY FOR ANY
REASON. UNPAID RESIDENT CHARGES, ATTORNEY’S FEES IN THE PURSUIT OF A RESIDENT, OR
THE COST OF MAKE-READY.

ELECTRONIC PAYMENTS

We can remit your proceeds electronically to your preferred institution. These payments move
through the Automated Clearing House (ACH) system and will require us to have a separate
authorization signed by you. Your authorization will require us to obtain your financial
institutions routing number and your account number and type of your account.

Owner Printed Name DATE

Owner Signature

Owner Printed Name Date

Owner Signature



ATTACHMENTS

Attachment 1., Residential Leasing and Property Management Agreement
Attachment 2., Residential Lease Application and Addendums
Attachment 3., Resident Qualifier

Attachment 4., Residential Information Letter

Attachment 5......cccvveeveivececeececee, Inventory and Condition Form

Attachment 6.......cccoeeeveivececveeecene. Pet Agreement

Attachment 7., Residential Lease

Attachment 8.......ovvieveeeeeeeienes Authorization Agreement for Automatic Credits (ACH)



