SHORELINE EAST CONDOMINIUMS

FOR ALL SECA HOMEOWNERS WHO CURRENTLY LEASE THEIR UNITS

AND PROPERTY MANAGEMENT COMPANIES 

Whether you lease and self-manage your condominium or hire a property management company to manage it in your absence, the Shoreline East Condominium Association's Bylaws and House Rules must be followed and respected by all tenants at all times.  It is your responsibility to ensure that this takes place with the tenant who resides in your unit.

FINDING THE PERFECT TENANT FOR YOUR UNIT
This is your investment and all owners want to keep the property value up and the monthly association fees down.  You can help by doing your part.  A large part of this is finding the perfect tenant for your unit.  Does the perfect tenant really exist?  Possibly not, however, you can do the following to help:

· Be sure you are qualifying your renter 

· Run their credit

· Send a VOR (Verification of Rent) to their previous landlord

· Request job verification and have your prospect submit 2 to 3 consecutive recent paystubs

· Your prospective renter should make 3 times the amount of the monthly rent (Net pay)

· Interview your prospective tenant, get to know them – chances are that you will get a “feel” for them and know if this is the person(s) you want living in your unit.

AFTER YOU QUALIFY YOUR TENANT
Now that they qualify and you decide this is the person(s) you want to live in your unit, a few things must happen:

· The homeowner/property management company sets the pace – do not let your new tenant rush you.

· Notify the SECA office in advance that you will be renting your unit and to whom

· There is a SECA Renter's Packet that you, the landlord/property management company must introduce to your renter

· It is your responsibility to explain all the forms and ensure your renter signs them.  The best time to do this is when you are presenting your lease to them.

· Let your tenant know well in advance that they need to purchase Renter's Insurance

· Management will also require updated homeowner's insurance from the owner if this is not on file.  So be prepared to submit this as well if you are leasing out your unit.

· Go over all the House Rules of SECA with your renter

· The homeowner/property management company needs to bring the new tenant to the SECA management office for the manager to meet and collect all the signed forms BEFORE their move in date.

· No move in date will be scheduled until the SECA management office has all required paperwork signed

· Move in dates MUST be scheduled Mondays through Fridays between the hours of 8:00 am and 5:00 pm – NO EXCEPTIONS.

· No move ins or move outs will occur on a weekend

· DO NOT provide keys to your unit to your new tenant until all of the above has occurred.

· It is imperative that upon move out of your tenant – that ALL keys are collected.  We have too many lobby keys that are never returned.  You may hold their security deposit or charge them a hefty fee if they do not return these keys.

*****
A one-time $50 fee must be paid by the owner/property management company 
before your tenant moves in.  This covers the following:

· the manager's time

· the cost of the packet

· copying paperwork

· issuing a vehicle sticker

· providing a complimentary laundry card

· storage room key (if applicable)

· Lobby key (if needed)

Tip to Homeowner:
Always do a walk-thru with your tenant before they move in as well as when they give you a 30 day notice to vacate.  This will avoid many legal battles in court and allows you to compare notes on the condition of the unit at the time of rental and at the time of move out.  It is also a great idea to inspect your unit once a year to see how your tenant is living.  You can check smoke detectors, plumbing issues, carpet, flooring, cracks, cabinets, counters and other damaged items in your unit.

WHEN YOUR RENTER VIOLATES SECA'S RULES
If your tenant violates any of our bylaws, rules or regulations please know that you, the homeowner, is totally responsible.   No one wants to pay unnecessary fees and this is why it is important that you find the right tenant that you know will follow these rules.

ASSOCIATION DUES
Please keep in mind that if the homeowner is not current with their monthly dues (HOA fees), the tenant will have no rights to the common elements of the building.  This can include the following:

· no use of valet parking

· no parking on the lot

· no use of the penthouse community room at any time

· no use of the laundry facilities

In addition, SECA's attorney can and will intercede the monies your renter pays to you for rent to cover your delinquent HOA fees.

EXAMPLES OF PROBLEMS AND VIOLATIONS MADE BY RENTERS:
Your new tenant shows up one day and says, “hi” I'm here to move in, I have my keys and my truck is waiting outside.

Your renter moves in someone who is not listed on your lease.  

Parking in the front (fire zone) and not leaving keys with valet

Not having a second set of keys if Valet Service is being used

Moving items in or out without notifying management and/or after hours

Working on cars in the lot

Leaving un-operable or expired tag cars on the lot

Too many cars on the lot (only 2 per unit)

Not reporting plumbing leaks and other major problems to the landlord/property management companies

Assuming that management is the landlord

Illegal use of electricity

Littering on the grounds

Broken windows in units

Domestic fights

Bringing in pets without management's knowledge or paying the pet deposit

Not cleaning up after your pet

Allowing children unattended in the penthouse community room, running the hallways and playing on the elevators

CLOSING NOTE
SECA Management's goal is to help you maintain the value of your investment and to manage a clean, safe and peaceful environment for all.  We want to keep the monthly HOA assessments down by maintaining this property preventively. Please help us in continuing to make the Shoreline East Condominiums a great place to live, increase the value of the property and keep this community a proud place to call home. 

