PROPERTY MANAGEMENT AGREEMENT
This Property Management Agreement ("Agreement") is made as of the _________ day of July, 2014, between ZZZZZZZ LLC., a Florida limited liability company ("Owner") and ZZZZZZ, Inc. ("Agent").

WITNESSETH:

The consideration of the terms, conditions, and covenants hereinafter set forth, Owner and Agent hereby mutually agree as follows: 

Section 1. Appointment and Acceptance.
Owner appoints Agent as exclusive agent for the management of the building, and Agent accepts the appointment, subject to the terms and conditions as set forth in this Agreement. 

Section 2. Description of Property.
A ______ 30 unit residential community located at ____________
The property is more fully described in Exhibit “A”

Section 3. Definitions. As used in this Agreement: 
(a) 
"Building" shall mean, collectively, the real property commonly known as ______________ Apartments and all related improvements, appurtenances, and equipment located thereon, including ____ dwelling units and leasing office.

(b).
"Fiscal Year" shall mean calendar year unless specifically provided to the contrary herein.

(c) 
"Gross Collections" shall mean all amounts actually collected by Agent, as rents or other payments, but excluding (i) income derived from interest or investments, (ii) discounts and dividends on insurance, and (iii) security deposits. 

(d) 
"HUD" shall mean the United States Department of Housing and Urban Development. 

(e) "Gross Rents" shall mean revenue collected from Tenants plus any federal assistance paid to Owner with respect to the Building. 

(f) 
"Lease" shall mean any Lease with which Owner has agreed to let and Tenant has agreed to accept the dwelling unit of the building identified in the Lease in accordance with the terms of the Lease.

(g) 
“LIHTC” shall mean Low Income Housing Tax Credit Program. 

(h) 
"Mortgages" shall mean, collectively, all mortgages from time to time encumbering the Building and all promissory notes secured thereby. 

(i)
 "Operating Account" shall mean an account in Agent's name and designated of record in an account name approved by Owner in writing, at such financial institution as Owner may specify from time to time in writing. 

(j) 
"Rent" shall mean that monthly amount which Tenant is obligated to pay Owner pursuant to the terms of a Lease. 

(k) 
"Tenant" shall mean a person or family occupying a dwelling unit in the Building pursuant to a Lease. 

Section 4. Management Plan. Attached hereto as Exhibit B and by this reference made a part hereof, if applicable, is a copy of the Basic Management Plan for the Building (the "Plan"), prepared for the Owner's approval. The Plan, if applicable, contains a comprehensive and detailed description of the policies and procedures to be followed by Agent in the management of the Building, including but not limited to the collection of delinquent rents and charges; and the provisions of this Agreement are to be read in conjunction with and not as a limitation upon the specific obligations of Agent as set forth in the Plan. Agent agrees to comply with all applicable provisions of the Plan, regardless of whether specific reference is made thereto in any particular provision of this Agreement. 

Section 5. Meeting with Owner. Agent agrees to cause a representative of Agent to confer with Owner and to attend meetings with Owner at any reasonable time or times requested by Owner. 

Section 6. Basic Information. As soon as is practicable, but not later than final completion of rehabilitation or construction of the Building or any phase thereof, Owner shall furnish Agent with a complete set of general plans and specifications for the Building and copies of all guarantees and warranties pertinent to construction and fixtures and equipment of the Building. With the aid of this information and inspection by competent personnel, Agent shall thoroughly familiarize itself with the character, location, construction, layout, plan and operation of the Building, and especially the electrical, heating, plumbing, and ventilating system, and all other mechanical equipment in the Building. From the Agent's predecessor("Owner"), the Agent shall procure a set of books and financial records complying with the HUD uniform system of accounts applicable to this project. Agent shall also procure all operating and security deposit accounts from the Agent's predecessor ("Owner") and deposit the same in new operating and security deposit accounts with the Agent as signatory to the accounts. Further, Agent will use its own Federal Identification number for banking and project payroll processing. 

Section 7. Development Phase. Agent shall facilitate the work of Owner's general contractor in an effort to minimize disturbance of the Tenants and promote timely completion of rehabilitation or construction to the Building. Any disputes between the Agent and the general contractor shall be immediately referred to Owner by Agent. Further, Agent shall do the following during rehabilitation: 

(a) 
Post notices around the construction area warning Tenants and others that the area is under construction and trespass in the area may be hazardous; 

(b) 
Respond to Tenant complaints regarding the construction; 

(c) 
Notify Owner of any dangerous condition that emanates from construction. 

Section 8. Marketing. Agent shall carry out the marketing activities prescribed in the Plan or approved by Owner in writing. Subject to the prior written approval of Owner, advertising expenses incurred by Agent on behalf of Owner shall be paid out of the Operating Account as expenses of the Building. 

Section 9. Leasing.  Agent shall offer for rent and shall rent the dwelling units in the Building, and other rented facilities (if applicable) in accordance with a rent schedule approved in writing by Owner and the leasing guidelines and form of lease referred to herein below. Incident thereto, the following provisions shall apply: 

(a) 
Agent shall show dwelling units for rent in the Building to all prospective Tenants. 

(b) 
Agent shall take and process applications for rentals, including prospective Tenant interviews and credit checks. If an application is rejected, the applicant shall be advised of the reason for rejection. 

(c) 
Agent shall be responsible for or shall assist Owner in the certification and recertification of Tenants covered by any Housing Assistance Payments Contract that may be applicable to the Building with respect to federal section 8 rent subsidies, following procedures required by the U. S. Department of Housing and Urban Development ("HUD"). 

(d) 
Agent shall, subject to prior written approval by Owner of any deviation from Owner's approved rent schedule, Lease form, and leasing guidelines, execute all leases in Agent's name, identified thereon as agent for Owner. 

(e) 
Agent shall negotiate any commercial leases and concession agreements called for in the Plan or approved in writing by Owner and, subject to prior written approval by Owner of all terms and conditions, shall execute the same in its name, identified thereon as Agent for Owner. 

(f) 
Agent shall collect, deposit, and disburse security deposits, if required, in accordance with the terms of each Lease. The amount of each security deposit shall be as specified in the Plan or as approved by Owner in writing. Security deposits shall be held by Agent in a trust account, separate from all other accounts and funds. Such accounts shall be in the name of the Agent and designated of record as "Security Deposit Account". Interest on security deposits shall be paid according to law. 

(g) 
Agent shall make its best efforts to maintain a current list of acceptable prospective Tenants and undertake all arrangements necessary and incidental to the acceptance of rental applications and the execution of Leases. Agent shall exercise its best efforts (including, but not limited to, placement of advertising, interview of prospective Tenants, assistance in completion of rental applications and execution of Leases, processing of documents and credit and employment verifications, and explanation of the program and operations of Owner), to effect the leasing of dwelling units, renewal of Leases, and, in accordance with the terms of the Lease, subleasing of dwelling units in the Building. 

(h) 
Agent shall perform such other acts and deeds requested by Owner as are reasonable, necessary, and proper in the discharge of Agent's rental duties under this Agreement. 

(i) 
Agent shall prorate the first month's rent collected from a Tenant should the Lease term commence on any other day than the first day of the month. If the Lease term occurs after the twentieth (20th) day of the month, the prorated amount, plus the next month's rent, shall be collected on or about the first day of the Lease term. 

(j) 
Agent shall participate in the inspection of the dwelling unit identified in the Lease together with the Tenant prior to move-in and upon moveout, and shall record in writing any previous damage to the unit and any damage occurring during the Tenant's occupancy. 

(k) 
Agent shall, unless otherwise agreed by Owner and Agent in writing, (i) comply with the leasing guidelines attached hereto as Exhibit C and by this reference made a part hereof, and (ii) use for each Lease the form of lease agreement attached hereto, without any material changes, attached hereto as Exhibit  

Section 10. Collection of Rents Etc. Agent shall collect when due, directly or through an on-site manager, all rents, charges, and other amounts receivable on Owner's account in connection with the management and operation of the Building. Such receipts shall be held in the Operating Account, separate from all other accounts and funds. 
Section 11. Enforcement of Leases. Agent shall secure full compliance by each Tenant with the terms of such Tenant's Lease. Voluntary compliance shall be emphasized, and Agent shall counsel Tenants and make referrals to community agencies in cases of financial hardship or other circumstances deemed appropriate by Agent, all to the end that involuntary termination of tenancies shall be avoided to the maximum extent, consistent with sound management of the Building. Nevertheless, and subject to any applicable procedures prescribed in the Plan, Agent may, and shall if requested by Owner, lawfully terminate any tenancy when sufficient cause for such termination occurs under the terms of the Tenant's Lease, including, but not limited to, nonpayment of rent. For this purpose, Agent is authorized to consult with legal counsel to be designated by Owner and bring actions for eviction and execute notices to vacate and judicial pleadings incident to such actions; provided, however, that Agent shall keep Owner informed of such actions and shall follow such instructions as Owner may prescribe for the conduct of any such action. Reasonable attorney's fees and other necessary costs shall be paid out of the Operating Account. Agent shall properly 

assess and collect from each Tenant or the security deposit the cost of repairing any damages to the dwelling unit arising during the Tenant's occupancy. 

Section 12. Maintenance and Repairs. Agent shall cause the Building to be maintained in a decent, safe, and sanitary condition and in a rentable and tenantable state of repair, all in accordance with the Plan and local codes, and Agent otherwise shall maintain the Building at all times in a condition acceptable to Owner, including, but not limited to, performance of cleaning, painting, decorating, plumbing, carpentry, grounds care, and such other maintenance and repair work as may be necessary. lncident thereto, the following provisions shall apply: 

(a) 
Special attention shall be given to preventive maintenance, and to the greatest extent feasible, the services of regular maintenance personnel shall be used. 

(b) 
Subject to Owner's prior written approval, Agent shall contract with qualified independent contractors for the maintenance and repair of major mechanical systems, and for the performance of extraordinary repairs beyond the capability of regular maintenance personnel. Agent shall obtain prior to commencement of any work appropriate written evidence of such contractor's liability and worker's compensation insurance. 

(c) 
Agent shall systematically and promptly receive and investigate all service requests from Tenants, take such action thereon as may be justified, and keep records of the same. Emergency requests shall be received and serviced on a 24-hour basis. Complaints of a serious nature shall be reported to Owner after investigation. Owner shall have the right to receive copies of all service requests and the reports of action taken thereon. 

(d) 
Agent shall use best efforts to take such action as may be necessary to comply with any and all orders or requirements of federal, state, county or municipal authorities having jurisdiction over the Building and orders of any board of fire underwriters, insurance companies, and other similar bodies. 

(e) Subject to the provisions of paragraph 19 hereof, Agent is authorized to purchase all materials, equipment, tools, appliances, supplies, and services necessary for proper maintenance or repair of the Building. 

(f) 
Notwithstanding any of the foregoing provisions, the prior approval of Owner shall be required for any expenditure exceeding $500.00 in any one instance for labor, materials, or otherwise, in connection with the maintenance and repair of the Building, except for emergency repairs involving manifest danger to persons or property, or required to avoid suspension of any necessary service to the Building. In the event of emergency repairs, Agent shall notify Owner of the fact promptly, and in no event later than 72 hours from the occurrence of the event. 

Section 13. Utilities and Services. In accordance with any applicable provisions of the Plan, Agent shall make arrangements for water, electricity, gas sewage, and trash disposal, vermin extermination, decorating, laundry facilities, and telephone service in connection with the Building. Applicable deposits shall be from the Operating Account. 

Section 14. Personnel. All on-site personnel shall be contracted service providers or employees of Agent and shall be paid from the Operating Account as an expense of the Building. Agent shall at all times have sufficient personnel physically present at the Building for the full efficient performance of its duties under this Agreement, including physical presence of responsible persons at such times as reasonably may be requested by owner. The Agent will establish and follow an employment policy that affords residents of the Building maximum opportunities for employment in the management and operation of the Building and, to the extent consistent with the consideration, employment opportunities to lower-income persons in the area. While personnel would be employed primarily on the basis of ability, the Agent will make a conscientious effort to provide special assistance and training for Building residents and members of minority groups who are not initially qualified. 

Section 15. Operating Account. Disbursements from the Operating Account shall be governed by the following: 

(a) 
From the funds collected and held by Agent in the Operating Account pursuant to paragraph 10 hereof, and subject to Owner's approved operating budget, Agent shall make the following disbursements promptly when payable, in the following order of priority: (i) salaries and any other compensation due and payable to the employees referred to in paragraph 14 hereof; (ii) taxes and assessments, and fire and other hazard insurance premiums, (including any required monthly escrow payments therefor), utilities, interest on the Mortgages, amortization of the principal of the Mortgages, fees, and establishment and maintenance of all reserve funds; (iii) other payments due and payable by Owner as operating expenses incurred pursuant to Owner's approved operating budget and in accordance with this Agreement, including Agent's compensation. 

(b) 
In the event that the balance in the Operating Account is at any time insufficient to pay disbursements due and payable under subparagraph 15(a) hereof, Agent shall promptly inform Owner of the fact and Owner may then remit to Agent sufficient funds to cover the deficiency. In no event shall Agent be required to use its own funds to pay such disbursements. 

Section 16. Operating Budget. Agent shall prepare a recommended annual operating budget for the Building for each fiscal year during the term of this Agreement, and shall submit the same to Owner at least ninety (90) days before the beginning of such fiscal year. The annual operating budget shall include a schedule of recommended rents to be charged for each dwelling unit, including recommended rent increases with respect to Lease renewals and new Leases. In preparing each proposed annual operating budget, Agent shall use its best efforts to take account of anticipated increases in real estate taxes and utility charges with written evidence or documentation. Proposed annual operating budgets for the Building shall be subject to approval by Owner. Owner shall promptly inform Agent of any changes incorporated in the approved operating budget, and of any changes incorporated in the approved operating budget, for each line item of operation expense itemized, without the prior written approval of Owner, except as permitted pursuant to subparagraph 12(f) hereof for emergency repairs involving manifest danger to person or property, or required to avoid suspension of any services to the Building. 

Section 17. Records and Reports. In addition to any requirements specified in the Plan or other provisions of this Management Agreement, Agent shall have the following responsibilities with respect to records and reports: 

(a) 
Upon execution of this Agreement, Agent immediately shall ascertain the general condition of the Building, including, but not limited to, the taking of an inventory of all furniture, equipment, tools, and supplies, and shall prepare a report on the physical and financial status of the Building. Within thirty (30) days after the execution of this Agreement, Agent shall provide Owner with a copy of the reports and inventories so prepared. 

(b) 
Agent shall establish and maintain a comprehensive system of records, books, and accounts, including computerized systems, in accordance with the Plan and in a manner satisfactory to Owner. All records, books and accounts shall be subject to examination at reasonable hours by Owner. 

(c)
Agent shall prepare a monthly report, in accordance with any applicable provisions of the Plan and in form satisfactory to Owner, containing and including at least the following: (i) a statement of income and expenses and accounts receivable and payable for the preceding month, including an itemized list of all delinquent rents as of the tenth (10th) day of the current month, as well as a report on action taken thereon by Agent. Agent agrees to provide Owner with the following reports: (i) financial monthly operating statements; and (ii) monthly account analysis/cash disbursements journal; (iii) semi-annually or upon request by Owner a reconciliation of the Operating and Security Deposit Accounts; and (iv) a narrative of any unusual actions taken or emergencies responded to, and a full report of any accidents, claims, and potential claims, for the previous month. Agent shall submit each such report to Owner on or before the twentieth (20th) day of each month, and shall concurrently mail a copy of the such reports to such parties as the Owner designates. 

(d) 
Agent shall promptly furnish such additional information (including monthly occupancy reports) as may be requested from time to time by Owner, HUD or other parties approved by Owner, with respect to the renting and financial, physical, or operational condition of the Building. 

(e) 
Agent shall prepare, execute, and file all forms, reports, and returns required by law in connection with the employment of personnel, unemployment insurance, workman's compensation insurance, disability benefits, Social Security, and other similar insurance, and all other benefits or taxes now in effect or hereafter imposed. 

(f) 
Agent shall establish tenant files containing copies of leases, certification forms, notices, and other documentation required by HUD, Owner or other parties approved by Owner, if and to the extent applicable. 

(g) 
Except as may otherwise be expressly provided in this Agreement, all bookkeeping, and management overhead expenses shall be borne by Agent out of its funds and shall not be treated as Building expenses. 

Section 18. Fidelity Bond. Agent shall furnish and maintain, at the expense of the Building, for the duration of this Agreement and any extensions thereof, plus thirty (30) days after the expiration or termination thereof, a commercial blanket bond in favor of owner, in an amount not less than the sum of (a) two (2) months' potential maximum Gross Rents for the Building plus (b) aggregate Tenant security deposits held from time to time, both in amounts as determined by Owner, and in a form and with a company acceptable to Owner, which commercial blanket bond shall cover Agent and all employees hired by Agent in connection with this Agreement. Such fidelity bond shall be provided to the owner and shall contain a written provision that Owner shall be given at least ten(10) days prior written notice of cancellation. 

Section 19. Bids Discounts and Rebates. Agent shall obtain contracts, materials, supplies, utilities, and services on the most advantageous terms to the Building, and shall solicit formal bids on all contracts or purchases exceeding $1,000.00 for those items which can be obtained from more than one source. Agent shall secure and credit to Owner all discounts, rebates, or commissions obtainable with respect to purchase, service contracts, and all other transactions on Owner's behalf. 
Section 20. Liability of Agent. Except as expressly provided to the contrary herein, the obligations and duties of Agent under this Agreement shall be performed as agent of Owner, but Agent, personally, shall be liable for its breaches of this Agreement. All expenses incurred by Agent in accordance with its obligations and duties under this Agreement and consistent with Owner's approved operating budget, except those due to its breaches of this Agreement and those expressly specified as Agent's expenses herein, shall be for the account of and on behalf of Owner. 

Section 21. Indemnification. To the extent permitted by law, Owner agrees to defend, indemnify, and save harmless Agent from all claims and suits in connection with the Building provided that such claims and suits are attributable to bodily injury, sickness, disease or death, or to injury to or destruction of tangible property, and such claims and suits arise, or are alleged to arise, in whole or in part out of any negligent act or omission of Owner, its officers, employees, or agents. Owner agrees to include Agent as an insured in Owner's public liability policy, but only while Agent is acting as real estate manager for Owner under this Agreement. Owner shall provide Agent with a certificate of insurance evidencing such liability insurance for amount not less than $1,000,000.00 and providing not less than ten (10) days notice to Agent prior to cancellation. Owner agrees to hold Agent harmless from all damage suits in connection with the management of said property and from liability from injury suffered by any employee or other person whomsoever and to carry, at Owner's expense, adequate public liability insurance and to name Agent as co/additional insured. Agent also shall not be liable for any error of judgment or for any mistake of fact or law, or for anything which Agent may do or refrain from doing hereunder, except in cases of willful misconduct or gross negligence 

To the extent permitted by law, Agent agrees to defend, indemnify, and save harmless Owner from all claims, investigations, and suits, or from actions or failures to act or Agent, with respect to any alleged or actual violation of state or federal labor or other laws pertaining to employees, it being expressly agreed and understood that as between owner and Agent, all persons employed in connection with the premises are employees of Agent, not Owner. Agent shall at all times keep its employees and contractors insured for statutory workers' compensation and other employee benefits required by all applicable laws, and Agent shall maintain employer's liability insurance for an amount not less than $1,000,000.00 covering claims and suits by or on behalf of employees and others, not otherwise covered by statutory workers' compensation insurance. Owner shall be protected in all such insurance by specific inclusion of Owner under an additional insured or alternate employer rider. Agent shall provide Owner with a certificate of insurance evidencing that workers' compensation and employer's liability insurance is in force and providing not less than ten (10) days notice to Owner prior to cancellation. 

Section 22. Insurance. When specifically directed by Owner in writing, Agent shall cause insurance coverage required under the Mortgages, and such additional forms and amounts of insurance as Owner may require, to be placed and kept in effect at all times with insurance companies satisfactory to Owner. Agent shall be designated as an insured while acting as real estate manager for Owner under public liability insurance for a limit of liability acceptable to Agent and Owner. Agent shall investigate and promptly furnish to owner full written reports of all accidents, claims, and potential claims for damages relating to the Building, and shall cooperate fully with Owner's insurers, regardless of whether the insurance was arranged by Agent or others. 

Section 23. Escrow Payments. From the funds collected and deposited by Agent in the Operating Account, Agent shall make any monthly escrow payments required under the Mortgages, for the purpose of funding insurance, tax and such other reserve or escrow accounts for other Buildings as Owner may require pursuant to the Mortgages. Agent promptly shall present tax bills and insurance premium notices to the escrow agent for payment and shall furnish Owner with evidence of timely payment of such taxes and insurance premiums. 

Section 24. Agent's Compensation. As compensation for all of Agent's on-going property leasing, management, and related services under this Agreement, the Agent shall receive a monthly fee in an amount equal to $1,000.00 per month or 6% of the Gross Collection received in that month, whichever is greater ("the Management Fee"), to be paid out of the Operating Account and treated as a Building expense. The Agent shall receive a monthly Accounting Fee of $5.00 per unit. Such Fees shall be payable on the 10th day of the month beginning August , 2014. Said compensation shall be in addition to the supplemental start-up fee of $2,000.
Section 25. Compliance with Laws. In the performance of its obligations under this Agreement, Agent shall comply with applicable local, state, and federal laws and regulations. 

Section 26. Term of Agreement. This Agreement shall be in effect for the period commencing as of the date hereof, and shall be automatically extended for one (1) year periods thereafter subject to the following conditions: 

(a) 
Either Owner or Agent may elect not to extend this Agreement by notifying the other party at least sixty (60) calendar days in advance of the last day of the initial period hereunder or any annual extension period thereafter. 

(b) 
This Agreement may be terminated by mutual written consent of Owner and Agent. 

(c) 
In the event Agent fails to perform any of its duties hereunder or to comply with any of the provisions hereof, Owner shall notify Agent in writing and Agent shall have ten (10) days thereafter within which to cure such default to the reasonable satisfaction of Owner, and if such default cannot be cured within such ten (10) day period, Agent shall have such additional time as may be necessary to cure the same provided that Agent demonstrates to the continuing satisfaction of Owner that it is diligently pursuing all necessary actions to cure such default and that the same will be cured within a reasonable time without damage or expense to Owner. 

(d) 
In the event a petition in bankruptcy is filed by or against Owner or Agent, or in the even Owner or Agent makes an assignment for the benefit of creditors or takes advantage for the benefit of creditors or takes advantage of any insolvency act, Owner or Agent may terminate this Agreement without notice to the other. 

(e) 
Within five (5) days after the termination of this Agreement, Agent shall close all accounts and pay the balances or assign all certificates of deposit regarding the Building Owner. Within ten (10) days after the termination of this Agreement, Agent shall deliver to Owner all plans and surveys of the Building in its possession and all books and records concerning the Building. Within thirty (30) days after the termination of this Agreement, Agent shall submit to Owner all reports required under paragraph 17 hereof to the date of such termination, and Agent and Owner shall account to each other with respect to all matters outstanding as of the date of termination. 

Section 27. Notices. All notices or other communications required or desired to be given under this Agreement shall be in writing and shall be delivered either personally or by U.S. certified mail, return receipt requested, which shall be deemed delivered upon personal delivery or two (2) business days after mailing, to the parties at the following addresses: 

Owner: 
<<name and address>>

Agent: 

<<name and address>>

In the event of a change in the mailing addresses stated above, any addresses whose address changes hereby agrees to give notice of a new forwarding address within seven (7) days of the effective date of said change to the other addresses, whereupon subsequent notices shall be addressed to such new and forwarding address. 

Section 29. Amendment. This Agreement constitutes the entire agreement between Owner and Agent, and no amendment or modification thereof shall be valid or enforceable except by supplemental agreement in writing, executed by the parties hereto or the party to be bound thereby. 

Section 30. Enforceability.  The invalidity of any clause, part or provision of this Agreement shall not affect the validity of the remaining portions thereof. Owner's remedies under this Agreement are cumulative, and the exercise of one remedy shall not be deemed an election of remedies nor foreclose the exercise of Owner's other remedies. No waiver by Owner of any breach of this Agreement shall be deemed to be a waiver of any other or subsequent breach. Owner or Agent may apply to any court, state or federal, for specific performance of this Agreement, for an injunction against any violation of this Agreement, or for such other relief as may be appropriate, since the injury arising from a default under any of the terms of this Agreement would be irreparable and the amount of damage would be difficult to ascertain. 

Section 31. Governing Law. The law of the State of Florida shall cover the interpretation and enforcement of this Agreement. 

Section 31. Captions. The captions used in this Agreement are inserted only as a matter of convenience and for the reference and in no way define, limit, or describe the scope or the intent of this Agreement. 

Section 32. Execution of Counterparts. For the convenience of the parties, this Agreement may be executed in multiple counterparts, each of which shall constitute a complete original of this Agreement, which may be introduced in evidence or used for any other purpose without the production of any other counterparts. 

Section 33. Successors and Assigns. This Agreement shall inure to the benefit of and constitute a binding obligation upon Owner and Agent and their respective successors and assigns; provided, however, that Agent shall not assign this Agreement, or any of its duties hereunder, without the prior written consent of Owner. 

In Witness Whereof, the parties have executed this Agreement as of the 15th Day of July, 2014. 

	Owner:
ZZZZZZ, LLC
by: _______________Inc., its sole member

by: __________________________________
       signature
      __________________________________
      print name and title
	Agent:
XXXXXXX, Inc. 
by: __________________________________
       signature
      __________________________________
      print name and title


Exhibit A - Description of Property
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EXHIBIT B 

TACOCLY PROPERTY MANAGEMENT CORPORATION 
MANAGEMENT PLAN 
COMPANY OVERVIEW 

The TPMC Difference begins with superior commitment to performance.  This is evident in our unique approach to each aspect of property management. 

Our company is operated with great working relationships, backed by superior performance and innovative ideas. These help us to achieve our goals and the expectations of our clients. 

At TPMC, we have constructed trusting and financially rewarding partnerships. These partnerships are based on our team of experienced managers and Service Support Executives. 

Attention to detail and follow through can make the difference in the success of any property or investment. Making things happen is part of the TPMC Difference. 

TPMC has created nationally recognized Operations and Procedures Manual. This manual details the day-to-day functions of managing service coordination supporting and maintaining properties to increase their value, financial stability and “curb appeal” 

TPMC properties are routinely subjected to detailed inspections to insure the tall operations and management systems are in place and functioning correctly. As part of this attention to avoid costly repairs, a comprehensive preventive maintenance program is established at each site. At TPMC we pride ourselves on every detail that produces positive financial results and promotes ownership pride. 

HIGH STANDARDS: TPMC property manager and maintenance supervisors conduct frequent physical inspections. These inspections are designed to insure properties are well maintained. Site inspections include detailed review of: 

· Curb Appeal 

· Staff 

· Building Cleanliness 

· Grounds and Building Maintenance Budgets 

· Resident Relations 

· Preventive Maintenance 

· Office Procedures 

· Rent Collections 

Cost Savings: TPMC routinely reduces property operating expenses through a focused program of: 

· Competitive Bidding of all Service and Maintenance Contracts. Competitive Insurance Premiums 

· Cost Effective Budgeting 

· Unit-Turnover Cost Reduction 

· On-Site Personnel Turnover Reduction 

· Utility Consumption Analysis 

ACCOUNTING AND REPORTING 

Financial security in property ownership is most often dependent upon the accuracy and timeliness of the data supporting critical decisions. Therefore, TPMC has devoted considerable time, money and resources developing a comprehensive, highly skilled accounting department. 

Professional staff: The accounting department at TPMC is staffed with professionals; directly and supervised by a Certified Public Accountant. 

State of the Art Accounting Software: TPMC uses accounting software that is recognized as one of the most comprehensive in the industry. Generating timely customized financial reports allows clients the flexibility to easily incorporate these reports into their decision making process. Special financial reporting requirements of HUD are also accommodated. 

Budget Reports: TPMC provides our clients with a detailed monthly “compared to budget” report outlining all financial activity that impacts the property’s income and expenses. Cash flow is easily monitored as well as management effectiveness. 

Monthly Variance Reports: TPMC provides all clients with monthly reports that explain any significant deviations form approved budgets. These variance reports eliminate surprises and answer potential questions. 

Detailed Income Statements: TPMC provides clients with comprehensive financial statements that monitor income sources and any potential rent losses. 

Accounts Payable: TPMC assigns each client a Property Accountant who personally monitors each invoice to insure accurate, timely payment. Vendors’ discounts are also monitored to help offset operating expenses. 

Customer Reporting of Financial Data: TPMC can provide customized financial and operational reports to meet the special needs of our clients. 

TPMC currently manages approximately 340 housing units. Although TPMC intends to eventually expand, its current focus is on markets where it already has a presence: Miami, Florida. 

As evidence of demonstrated quality performance in traditional property management functions, we respectfully submit the information and documentation listed below for your review and consideration. 

FAIR HOUSING 

It is the policy of TPMC to manage its properties in accordance with the principals of Affirmativer furthering Fair Housing and equal housing opportunity pursuant to its obligation as a recipient of Federal funding from the U.S. Department of Housing and Urban Development. [Company name] shall not discriminate against any person on the basis of race, color, national origin, religion, sex, handicap, familial or marital status, age or sexual orientation in the implementation of its housing and housing-related programs including, but not limited to, marketing, advertising, outreach efforts and documentation and record keeping. 

COLLECTING AND RECORDING RENTS 

Only through the adoption and subsequent implementation of consistent and professional rent collection policies and procedures can a property be successfully maintained. 

Why do tenants pay their rent late? Because the landlord allows it! Actual rental income is based not upon the number of occupied apartments, but rather on the number of paying residents. An effective rental collection process therefore is fundamental to apartment management operations. Rental income is applied primarily to meet operating costs of a property. When it is delayed or absent and monthly income is decreased, management’s effectiveness is greatly jeopardized. 

In fact, nonpayment of rent can actually increase operating costs, as supplementary expenses for summary process actions must be added. The maintenance budget generally must be reduced when income is down, as essential fixed costs; such as mortgage, insurance, and taxes take first priority. Rent delinquency, therefore, can hamper an effective maintenance program. Much too often nonpayment of rent severely interrupts smooth and efficient management programs. 

TPMC has firmly established policies, procedures and forms for collection and handling rent payments and other collections. 

POLICY ON RENT COLLECTION 

Rent shall be paid in full on a monthly basis in advance on or before the 3rd day of each month. 

a.
“no cash” collection policy shall be strictly enforced. 

b.
Checks or money orders of rent and/or service charges shall only be accepted when the payee is designated as the Property. 

c.
Partial rent payments are not accepted for any reason. This includes not accepting split rent payments form roommates (i.e. the entire rental amount is paid at one time). 

d.
Late fees are considered as additional rent and must be paid when due. 

e.
After 3 late payments during the term of the Lease, the resident will be subject to a security deposit increase. 

All delinquent rent or service charge collections are dealt with in a prompt, courteous and consistent manner. Constant personal contact is the most important factor in 

collecting delinquent funds. 

Chronically delinquent residents are encouraged to seek financial counseling from a social service agency. They are also subject to increased security deposits and in some cases non renewal. 

Needless to say, rent collection is an area of extreme importance at every TPMC property. We have established a standard set of procedures for collecting delinquent rents that each property must follow each month. These procedures are summarized 

below: 

a. 
Date Due: A smile and friendly question as to the condition of their unit. 

b. 
On the third of the Month: Print a Delinquency Report to determine those residents whose rent is delinquent. Then fill out a TPMC Reminder form for each resident who has not yet paid all monthly charges. This “Reminder” form is then placed on the resident’s front door. In some cases, the residents will receive a courtesy call. 

c. 
On the Fourth of the Month (Late Charges Begin): An updated Delinquency Report is printed and 3-Day Notices are issued to every resident, regardless of the situation, to protect the property should legal action be required at a later date. Residents are sent reminders on the day before 3-Day Notice expires. Our goal is to collect the rent without having to proceed to eviction. 

d. 
Eviction Filings : On the next business morning following the expiration of the 3-Day Notices, the eviction packages without exception are updated and submitted to the attorney for processing. After the eviction filing, we strongly encourage the resident to deposit their rent and other charges into the Court’s registry. Our goal is to have most if not all of the delinquent monies on deposit before we go to Mediation. 

What is explained above are TPMC “standard” rent collection procedures. 

The rent collection procedures at each Community must be in accordance with the state’s housing laws, and they are also influenced by the Community’s market, resident profile, and other local considerations. 

It is up to the Regional Property Manager to decide to alter these procedures in some situations; as needed. 

FINANCIAL 

The client delegates to TPMC the authority for keeping the property financially sound. The annual budgetary process is the principal focal point of this effort for it is this process which plans for the continuing financial success of the property. The process required the exchange of information, discussion of issues, and the reconciliation of judgments. In the following section we focus on the issue of rent, security deposits and other resident transactions, which if not handled properly, can cause financial harm to the property. 

OPERATING BUDGETS 

THE BUDGET: OPERATIONAL PLAN 
The purpose of the budget is intended to provide the Client, TPMC, and appropriate staff with an effective instrument to manage operations and to achieve operating objectives in a financially balanced and business-like manner. The budget is a financial summary which describes the funding decisions made to accomplish immediate and long-range operating programs and plans. In preparing the Operating Budget, TPMC will, with the site staff, prepare detailed budgetary estimates for all the operating activities in which HAP Contract Payments share in the income or expense of the property. These schedules of estimates are ultimately correlated with a management and narrative for submittal to HUD for approval. 

BUDGET ADMINISTRATION
Monthly, the status of the Operating Budget is reviewed by the Property Manager and Regional Property Manager. The review is related to the current financial situation and anticipated expense through the remainder of the fiscal year. Attention, in particular, is given to those phases of the budget plan which require an accelerated effort and the redirection of budget or spending patterns when current and prospective financial circumstances dictate. 

FINANCIAL STATEMENTS 

TPMC prepares for review financial statements on a monthly basis. These statements re utilized throughout the fiscal year to monitor the property’s progress in achieving its operational and financial goals. Although several statements an reports are developed for HUD, IRS, and other governmental agencies and auditors, the Balance Sheet and Budget Comparison Report are the primary statements which re monitored by the Property Manager, and Regional Property Manager on a monthly basis. In addition, a Variance Report is prepared monthly explaining deviations from the budget. The Variance Report, Balance Sheets and Budget Comparison Report are forwarded to the /client on a monthly basis for review. 

RECORDING RENTS 

a. 
Onsite: Rents are posted into the Onsite Computer System on a daily basis. All Collection received from residents for rent, security deposit, or other charges are reflected by the issuance of an official receipt at the time of payment. 

Collections received without regard to purpose shall be deposited into the Property’s Operating Account except for Security Deposits which must be placed in a separate account. 

b.
Checks, and money orders received are immediately stamped upon receipt “For Deposit Only” to prevent misuse.

c.
Only specifically designated employees are authorized to receive collections from residents and issue receipts. The names of those individuals are made known to residents would the authority be extended by TPMC beyond the Assistant Manager level. 

d.
Only official receipts are issued for funds received by the Property Manager. 

e.
Copies of all issued receipts are maintained in an orderly manner in the property file. 

f.
A bank deposit slip will prepare daily. The deposit slip shall include each of the cash receipts number making up the deposit and complete details as to coin, currency (laundry income) and checks deposited. 

g.
All collections are to be deposited to the Operating Account intact. Disbursements are made from collections. Security deposits must be separated and placed in their account with the preparation of a deposit slip. 

h 
A reconciliation of the receipts and collections made by a person other than the person preparing the deposits. 

i.q
Periodically, the Property Manager monitors implementation of these procedures to determine that receipts are being handled properly. 

EVICTION 

Eviction is the legal process whereby a resident is forced to terminate his tenancy. Most lease agreements include a clause which legally permits management to terminate any tenancy for sufficient cause. Eviction laws vary from state to state and locale to locale, however; our Property Manager’s are trained by our eviction attorneys and they know what steps should be taken if an eviction situation arises at a given 

property. 

Causes for Eviction 

Necessary in a legal eviction proceeding will be proving that the tenant in question is guilty of a breach or threatened breach of the lease he signed. Nonpayment of rent is the most commonly cited ground for eviction; however, there are others. For example, termination of tenancy might be caused by failure to heed any of the apartment community’s rules and regulations. Such reason for eviction might include, but are not limited to the following: 

a.
Continuous non supervision of children by their parents. 

b. 
Failure to show respect for the privacy of the premises. 

c. 
Destruction of property, continuous and material contribution of debris, or creation of unsanitary conditions. 

d. 
Use of an apartment unit or property for any purpose deemed hazardous by the insurance company carrying the property’s insurance. 

e.
Possession of an animal or pet without written permission where such pets are not allowed. 

f. 
Assignment of the unit lease, subleasing of the dwelling unit, provision of accommodation to roomers or ledgers, or use of the unit for any purpose other than as a private dwelling solely for the resident and his immediate family. 

g. 
Drug use on the premises.
In the case of violations of occupancy restrictions or rules and regulations, two (2) written contracts with a violator will be made prior to taking steps to terminate his tenancy. Copies of letters to a violator are maintained in a file at the on-site office as supportive evidence, if required. In the case of a tenant who has not paid his rent, the importance of maintaining accurate rental ledgers and rent records is obvious. These records may be needed to prove that management is correct in ascertaining that the resident is delinquent. 

The Eviction Process 

Before any eviction proceeding is initiated, management will first attempt to get the tenant to move in lieu of eviction. Most tenants prefer this option because it does not tarnish their rental history in the public records. However, if eviction becomes inevitable, the manual is regarded as the source which dictates what steps are to be taken and by whom. These steps are based on the management firm’s specific method of operation, locally established practice, and legal considerations. Above all, TPMC is consistent in its handling of all eviction situations. For instance, if eviction proceedings are started for one resident who, after two written warnings, continues to keep 

neighbors awake at night with loud parties, management adheres to the same procedure with other residents charged with the same violation. 

Serving Notice to Cure 

The First step in an eviction proceeding is delivery of a formal, written notice to the violator to leave the apartment he is occupying within a stated number of days. This document usually is called a Notice to Vacate. TPMC’ personnel are all completely familiar with and knowledgeable of all aspects of the state’s Landlord Statutes and the proper eviction procedure in the County’s jurisdiction. Additionally, a local attorney is retained by TPMC to advise and provide legal services on eviction proceedings. 

Rent Roll 

All Property Managers are required to maintain accurate project rent rolls. The importance of this form is as follows: 

· Indicates quickly what rent should be collected form the resident. 

· Indicates if there are any supplemental charges which should be assessed. 

· Property Managers can identify quickly if all rents have been collected for the month or past months. 

· This is an automated report that is updated daily. 

MAINTENANCE 

In recognition to the importance of timely and proper maintenance to the overall operation of the premises, TPMC has established policies and procedures to address the maintenance of the property. The scope of maintenance responsibility extends to the grounds, building systems and equipment of the property. As the Managing Agent for the property, TPMC employs competent personnel; conducts training, uses proper materials, tools and equipment; assures that procedures and repair methods are current; requires adequate supervision and inspection; and insists on the implementation of a sound, preventive maintenance and record-keeping program. The ultimate goal of TPMC is to maintain the property, facilitates and equipment so that their intended functions are achieved during their true life expectancies. Additionally, hazards and/or other conditions which jeopardize the premises from being utilized or which could lead to the injury of a resident or employee are expected to be corrected or addressed immediately. 

· STANDARDS 

The standards of Maintenance shall be consistent with the objectives of providing safe, decent and sanitary housing at an economical cost, and to have the premises presented in an attractive and well-groomed appearance. All maintenance services and preventive maintenance activity shall be rendered on a regular and scheduled basis. Systematic and prudent maintenance keeps the property in a state of sound repair, extends the life of systems, and results in lower operating costs to the property. Further more, sound maintenance adds to resident satisfaction, cooperation and favorable attention form the surrounding community. 

· MAINTENANCE PRIORITIES 

The scheduling of maintenance work is done through a Work Order system consistent with the following priorities: 

a. 
First Priority—Emergency Maintenance 
Maintenance work necessary to prevent immediate harm to any person or damage to property due to loss of electrical power, fires, gas leaks, flooding or other sudden incidents are considered of an emergency maintenance nature and are to be address by maintenance immediately. 

b.
Second Priority—Renovation of Vacant Units 
In case where there is minimal damage to repair in a vacated unit, maintenance staff shall seek to return the unit in to a “ready-for occupancy” condition with three (3) working days. 

c.
Third Priority—Routine Maintenance 

Routine maintenance includes the completion of Work Orders issued to obtain the maintenance repair servicing of property-owned equipment utilized by residents, community equipment and facilities; and other regularly scheduled activities, e.g., vacuuming, cleaning, landscaping maintenance. The completion of which should be done within a two (2) hour period. 

d.
Priority Fourth 

Cleanliness of the grounds and public areas: lawns, laundry rooms, rest rooms, recreation areas, common areas, sidewalks and stairs, etc. 

e.
Priority Fifth 

Normal maintenance items of a cosmetic nature such as replacement of chipped tile, bent towel bars, etc., that are of routine, minor, non-hazardous nature. 

d.
Priority Sixth 

Preventive Maintenance is the periodic and schedule maintenance service performed to deter or eliminate any condition which might shorten the useful like of equipment or the facilities and building systems. Normally a well-planned preventive maintenance schedule will provide for priorities to be accomplished without unduly delaying the servicing scheduled for work projects such as painting programs, extermination, changing equipment filters, and inspection programs. 

CORRECTIVE MAINTENANCE 

General Policy 

Corrective maintenance involves all unscheduled tasks that must be performed in response to (1) Apartment Work requests, (2) TPMC requests, or (3) equipment malfunctions (i.e. no heat, no hot water, etc. as discussed in Emergency Maintenance. 

a.
Apartment Work Request 

Corrective maintenance performed in a resident’s apartment unit should always be accompanied by an Apartment Work Request. 

b.
Notice of Entry 

Any time maintenance is being performed or has been performed in a unit, a door tag should be hung on the outside door knob of the unit indicating that maintenance staff is either in the unit or has been in the unit. 

c.
Building or Project Work Requests 

Corrective maintenance performed on the building or project will normally take priority over any other work and should be completed in the most expeditious manner. 

PREVENTIVE MAINTENANCE 

Preventive maintenance is required to extend the useful life of all buildings, equipment, furnishings and appliances. Every building and project may differ slightly in what preventive maintenance may necessary. Everyone is expected to become familiar with the requirements of their particular project. 

Preventive maintenance should always be of major concern. In return, it will prevent numerous problems from occurring later. Refer to the Semi-Annual Preventative Maintenance Building Inspection Record for those particular items to cover in the Spring and Fall. The following are examples of preventive maintenance: 

a.
Grease and/or oil motors, fans, and blowers.

b.
Paint and/or repair units, buildings, etc. on a timely basis. Change furnace filters.

c.
Patch concrete or asphalt.

d.
Schedule annual boiler inspections.

e.
Maintenance of trash compactors.

EMERGENCY MAINTENANCE 

Emergency maintenance is anything the creates an eminent threat or hazard to the building or the residents safety (i.e. no heat/AC, water pipe that has burst, inoperable elevator, broken windows, power outages, etc.). Prior to experiencing this type of situation, we must be prepared to handle it. Emergency phone numbers for the plumber, heating company, electrician, elevator company, etc. should be posted near the Leasing office. 

CONTRACT MAINTENANCE 

Contract maintenance includes such things as: pest control, carpet installation, grounds maintenance, and numerous other items that arise. 

a.
Prior to entering into any contract agreement you must obtain written bids. 

b.
All contracts have to be approved in writing by TPMC and the client. 

c.
Prior to the start of work by any contractor, a Certificate of Insurance must see provided. If not, have the contractor complete the Independent Contractor Liability form. 

MAINTENANCE STOCK CONTROL 

Stock control is required to have an adequate supply of parts and/or supplies on hand so as not to interrupt the daily scheduled work program. 

Inventory 

a. 
Each Property Manager must take inventories to ensure adequate supplies are available. 

b. 
Over supply is not stock control, and, in fact, is worse for the project. 

c. 
Typically the following items should be inadequate supply: cleaners and disinfectants, floor waxes, oil and grease for equipment, paper towels and toilet tissue, light bulbs, extra batteries for emergency lighting, extra door locks, required filters, other parts you have to replace periodically, etc. 

Record Keeping 

All Property Managers are to record and account for all parts and equipment supplies which are purchased. 

INSPECTION POLICY 

INSPECTION 

The inspection of the property is necessary action required of all staff and, in particular, maintenance staff. The Property Manager and/or Assistant Manager should walk through the property daily to assess whether emergency exits are operable and clear, property identified and/or exit signs light, hallways are clear of obstructions, etc. The following types of inspections are in addition to the daily inspections. 

Clear, property identified and/or exit signs light, hallways are clear of obstructions, etc. The following types of inspections re in addition to the daily inspection. 

a.
Units. The Property Manager and a maintenance staff member shall inspect each unit at least annually. The purpose of this inspection is to detect any deficiencies that may exist in the unit. During this inspection, it should be noted if the resident is maintaining the unit properly and in a decent and safe condition. The inspection form when completed shall be signed by both the resident and Property Manager/Maintenance Supervisor upon completion of the inspection report shall also be maintained in the unit maintenance file and resident file. 

Prior to the annual and/or quarterly inspections, all residents must have written notification of the scheduled inspection date. This notice should be given at least two (2) weeks in advance. 

b.
Property and Equipment. The site staff shall, at least once annually, inspect all grounds and equipment owned to determine the general condition, trends indicating potential problem, location within the property and that the Equipment Inventory Record of property items is indeed complete. 

Upon completion of this inspection, the staff shall determine the scope of maintenance work that may need to be completed on the property as well as determine what equipment item may need to be purchased during the forthcoming fiscal year. 

c.
Move-In Inspection. Each unit shall be carefully inspected and documented as to its condition before the resident is given the key to the unit. The unit shall be in good condition and properly equipped before the resident assumes occupancy. The inspection form shall be signed by the resident and inspector with a copy of the report given to the resident, a copy maintained in the unit maintenance file ﬂ resident’s file. This inspection must be conducted with the prospective resident. 

d.
Move-out Inspection. Units shall be inspected on the date of vacancy, to determine the condition of the unit. If available, the resident shall sign and receive a copy of the unit inspection record performed and a copy shall be maintained in the unit maintenance record ﬂ resident file. This inspection should be completed with the resident or family member, if resident is deceased. 

e.
Make Ready Inspection. Whenever a vacated unit requires maintenance repair or serve in anticipation of being rented to a new resident, the Property Manager shall inspect the unit to ensure that the unit is ready for occupancy and document the “ready” condition by a completed inspection report. This report not only established the starting point at which vacancy claims may be billed to HUD for Section 8 properties, but also supports any legal claim for lost rent which might brought in court action by the owners against the vacating resident. 

In Section 8 projects, the Post-Occupancy Inspection to and Make Ready Inspection Reports should be retained with any Work Orders, material and/or labor charge invoices and Security Deposit Refund Notices in the vacating resident’s file record. 

f.
Warranty Inspection. During the warranty period for the property the Maintenance Supervisor shall submit to TPMC - Regional Office, on a quarterly basis, a complete inspection report of the premises and equipment. 

RESIDENT MAINTENANCE 

As stated and incorporated in the resident’s lease, the resident shall be responsible for the routine cleaning of their individual unit and equipment, e.g., stove, refrigerator, carpeting. A manual of operation on equipment of which they are responsible to 

maintain shall be given each resident and shall remain with the unit for the benefit of subsequent residents. 

RESIDENT INVOLVEMENT 

TPMC is committed to responding to the needs of residents in a sensitive and caring manner; operate properties efficiently and effectively; and to provide for residents and the surrounding community the opportunity to obtain and utilize supportive program services meet the needs of residents. TPMC is vitally concerned that staff promote and foster a climate of self-reliance, independence, and respect for each and every resident residing in a building under its management. 

What makes TPMC different from many of the other housing management firms can be summarized into five different areas: 

First, because we work with people, the staff of TPMC actively seek to respond to the needs of the residents, the community at-large, and to improve their own lives and job performance. It should be noted that TPMC is at the forefront of social service coordination. 

Second, whenever we take over a new property we do an “in-depth” review of all aspects of the operation to determine operating efficiencies. This is a long and tedious process which demands a staff a high degree of expertise and local market familiarity. 

It is this facet of program operation that ensures that the property begins as a viable community in our portfolio and of itself and, at the same time, remains part of the greater community from which its residents originated. 

Third, to create an atmosphere in which residents can continue to contribute and grow, we encourage and assist each property’s residents to form Resident organizations. These organizations provide the opportunity for residents to obtain further community interaction, be they formal educational or just plain fun. Some Resident Organizations sponsor meal programs for residents and other in the community and all provide the opportunity for residents to interact with each other, and the general community, on a group basis. 

On-site staff often assists Resident Organizations by providing technical information, resource information and general guidance necessary to establish land maintain the organizations by providing technical information, resource information and general guidance necessary to establish and maintain the organization. The Resident Organization conversely provides to the staff, and the individual resident the organization’s options and views on needed management policy; e.g., house rules, community-space uses, etc. This organized forum and an “open-door” policy by the Property Manager to individual residents, permits the fostering of open communication and the growth of relationships among residents and staff alike. This aspect of sound management also permits problems to be identified, consulted upon and resolved in a creative and satisfactory manner. 

Fourth, as one avenue in which residents demonstrate independence and self-reliance, the residents themselves are encouraged to become involved as much as is feasible in the security aspects of their residence. While a sponsor may construe all manner of safety and emergency systems into a building, these systems can only provide the best measure of security to those who monitor the system. We have found that the residents of the property provide the essential element because it is their residence. The on-site staff encourages residents to monitor, in a reasonable manner, entry ways, greet guests, monitor emergency exits, and assist in the safety aspects of the building and grounds. They also provide technical assistance with and help establish neighborhood crime watch programs. 

Fifth, TPMC stresses a sound program in the maintenance of the buildings and equipment. This includes preventive maintenance, emergency and safety inspections, and the general maintenance of the building and grounds. Properties managed by TPMC must meet strict criteria of appearance and usefulness for its residents and the surrounding community. 

TPMC actions in these five major operational areas, together with identifying and utilizing program supportive services which broaden and enhance our communities, are what makes us different from other management firms. 

PROCUREMENT AND MATERIALS EXPERIENCE/POLICY 

Procurement 

Pursuant to the rules and regulations of the Management Agreement, TPMC has established the following policies and procedures which are followed in the procurement of equipment, materials and supplies, and contracts for services other than personal services, i.e. Engineering, Architectural, etc. All procurement and contracting shall be based upon actual need and shall be consistent with the client’s obligation to operate the property efficiently and economically. 

a. 
The Property Manager, or Assistant Manager in his/her absence, shall be authorized to make purchases for the property’s operations. Purchases shall not exceed $500 in amount, per invoice, and shall only be made after ensuring, based upon inquiries, that the price obtained is the most advantageous. 

b.
Purchases which exceed $500.00, and contracts exceeding $1,000.00 shall require that the Property Manager solicit bids in writing, form at least three suppliers, if available, in the locality. A tabulation of the solicitations made and quotations received shall be sent to the appropriate Regional Property Manager for review and recommendation for action. 

c.
Purchases and contracts in excess of $5,000.00 shall require that TPMC invite bids and obtain written authorization of the property owner. 


d.
All procurement of equipment, materials, supplies, and repair services shall be documented. Expenditures not exceeding $50.00 for any one item may be made form the Petty Cash Fund, and shall be supported by a sales receipt and petty cash voucher authorizing, by signature of the Property Manager in a form of an official purchase order. Expenditures in excess of $1,000.00 shall be made by formal contracts or proposals. 

PROCUREMENT TRAINING 

Tacolcy Property Management Corporation (TPMC) is a strong advocate and supporter of National Center for Housing Management (NCHM). We contract with NCHM for the direct ongoing training of our personnel. 

As it relates to procurement, the site staff receives the following training: 

Procurement and Inventory Management Workshop 

The Procurement and Inventory Management Workshop is designed specifically for personnel working in or for public housing as an augmentation to the CM program. The program provides a specific technology intended to insure the availability of materials and equipment, while at the same time keeping the maintenance manager in compliance with the expansive and complex procurement regulations applicable to organizations (like public housing) making expenditures with public funds. 

Comprehensive Maintenance Planning 

This program focuses on a planning technology designed to guarantee improved performance. The design further provides an opportunity to practice the skills required to foster the support of employers, residents and co-workers. 

The equipment shall be reconciled and differences between the procurement record and what can be documented during inventory corrected ﬂ explained as to loss or location. The Property Manager will attest to the completeness of the equipment record after reviewing and reconciling any difference with the Regional Property Manager. A copy of the record of inventory shall be sent to the assigned Regional Property Manager for future audit and Public Housing review. A copy of the inventory record shall also be filed in a property file for insurance claim referral. 

Charge Accounts and Petty Cash Purchase 

The administrative cost of issuing purchase orders and paying separately by check following purchases usually under $20.00, often exceeds the cost of the item purchased. The following purchase methods are used, if available, to handle these small purchases efficiently and economically: 

a. 
Charge accounts which provide for cumulative monthly invoicing by wholesale and retain supply firms. Generally, hardware, plumbing supply, electrical supply company provides the necessary variety for normal project needs. Orders are placed by the Property Manager or Maintenance Supervisor and the supplier is requested to furnish an invoice and statement for the purchased items. The invoices received at the time of purchase order along with an expense voucher and submitted weekly to the Regional Property Manager for review and approval. 

b.
Petty cash funds can be used for the purchase of items not exceeding $50.00 in amount. Petty cash purchases should be kept to the minimum which is absolutely necessary. Purchases from petty cash should not be made from a supplier with which the property has a charge account. Moreover, the following procedures shall be practiced by staff when handling the Petty Cash Fund: 

(1)
Only one employee is to be responsible for and have access to the Petty Cash Fund. 

(2) 
Collections shall not be co-mingled with petty cash funds. Petty cash funds must be kept in a separate locked cash box. The responsible employee shall place the cash box in a locked, fireproof safe or file whenever it is necessary to leave the office, and particularly at night. 

(3) 
Disbursements from petty cash must be supported by petty cash vouchers and receipts. Checks issued to replenish the funds will then be supported with petty cash vouchers. 

(4) 
At the beginning of each day, the Petty Cash Fund should be verified as to its content, that is, cash receipts and remaining cash total and authorized amount of the Petty Cash Fund. In this manner any shortages are identified immediately and can be more readily traced. 

(5) 
The Property Manager shall periodically perform unannounced audits of the Petty Cash Fund to ascertain that the fund is intact. 

Inventory 

Inventories are held to the minimum amount required to achieve an economical and efficient operation. Excessive stocks, especially where supplies is easily obtainable, are wasteful and increase the cost of warehousing, inventory control, ties up funds and creates a potential problem of obsolescence and disposal. Insufficient stocks likewise can be costs, and this condition encourages emergency purchases, created periods of idleness in maintenance and leads to unsatisfactory work due to using inferior products or substitutes. 

The following inventory supply levels are used to determine the prudent level of inventory: 

a. 
not more than a two-month supply of items no readily available from commercial sources. 

b.
not more than a three month supply of items not readily obtainable from commercial sources and requiring longer lead-time between processing of the purchase order or contract and receipt of the item. 

c.
exceeding a three-month supply can only be recommended in exceptional instances, such as extraordinary maintenance activities or the procurement of a specially manufactured item. 

Disposition Procedures 

Pursuant to the rules and regulations of the Public Housing Authority and the Management Agreement, Tacolcy has established the following policy and procedures which are followed in the disposition of the property’s personal property. Personal property shall not be sold or exchanged for less than its fair market value. Personal property in the value of $1,000.00 or more shall be sold at public sale. 

Personal property shall not be destroyed, abandoned, or donated without prior written approval of the Regional Property Manager or TPMC. However, if the property has no scrap or salvage value, and a purchaser cannot be found, a statement shall be prepared by the Property Manager listing the prospective bidders solicited and the efforts made to sell the property, together with recommendations to the Regional Property Manager as to the manner of disposition. The statement shall be submitted to TPMC for approval action on the disposition. 

Inventory Record 

The Property Manager/Maintenance Supervisor shall, at least annually, review the property’s equipment inventory record to include: 

a. 
Dwelling unit equipment, i.e. refrigerators, stoves, air conditioning units, etc.: 

b. 
Non-dwelling equipment, multipurpose room equipment, etc.; 

c. 
Administration office, i.e. computers, calculators, files, desks, etc.: 

d. 
Maintenance equipment, i.e. lawnmowers, tools, and supplies. 

The equipment shall be reconciled and differences between the procurement record and what can be documented during inventory corrected and explained as to loss or location. The Property Manager will attest to the completeness of the equipment record after reviewing and reconciling any differences with the Regional Property Manager. A copy of the record of inventory shall e sent to the assigned Regional Property Manager for future audit and Public Housing review. A copy of the inventory record shall also be filed in a property file for insurance claim referral. 

Security 

It is TPMC firm objective to provide our residents a living environment which is safe and secure. We have been able to identify the problem areas, and by contracting the services of protective service companies, we have been successful in dramatically reducing violence and drug trafficking, and thus allowing our residents to resume their normal activities during the day or night. 

In the absence for the protective services, our management and social services staff have played a critical role in curbing violence and drug trafficking by strictly enforcing the terms of the lease and utilizing the one strike policy, and by working in partnerships with the local police to create and employ social programs which involve our residents in monitoring their own community, such as crime and neighborhood watches and other educational activities. 

This section includes procedures, systems and training programs in providing a safe and secure environment for the residents living in communities managed by TPMC. 

Training and Education 

One of TPMC goals is to encourage professional growth and advancement all its employees. To meet this goal, continuing education classes, seminars, workshops and other sources of professional recognition and technical advancement are highly recommended. Employees are to attend training classes at least on a semi-annual basis. The following listing will provide actual training sources for TPMC employees: 

EXHIBIT C 

LEASING GUIDELINES 

A.
Screening Process

1.
Application:  Each prospective Tenant msut complete and sign a written Application for lease, containing detailed personal information on employment, income, assets, and credit, proposed occupants (including ages) and pets, and references, and containing such other information and statements as will enable agent to screen the prospective Tenant or as is otherwise proper and advisable for the management of the Building in accordance with professional standards. 


2. 
Interview.  Agent shall interview each proposed adult occupant of the dwelling unit to be leased in order to help determine the character of such persons. 


3.
Employment.  Agent shall verify the employment and income information given by the prospective tenant.


4. 
Credit.  Agent shall have conducted a responsible credit agency check of the prospective Tenant, and shall personally check with one or more of the Tenant's previous landlords with respect to past rent payment history. 

5. 
Housekeeping.  Agent shall check with one or more previous landlords of the proposed Tenant and other occupants with respect to their ability to maintain an apartment in good condition and to abide by building rules. If verbal information is vague or questionable, Agent shall visit the proposed occupants' present residence(s). 


6. 
Other.  If advisable, Agent shall check other references and perform other screening of the proposed Tenant. 

7. 
Approval.  Agent shall approve the proposed Tenant's lease application only if, in Agent's best professional judgment, the proposed Tenant is qualified to pay rent when due and all proposed occupants are likely to maintain property the dwelling unit, abide by reasonable rules, and otherwise be suitable occupants of the Building. 

B. 
Lease 

1. 
Application. Prior to leasing any dwelling unit, Agent shall have screened the prospective Tenant and all other proposed occupants in accordance with Section A hereof, and shall have approved the lease application as described above. 


2.
Lease Form.  In leasing dwelling units, Agent shall use only the form of 

lease approved in writing by Owner from time to time, without material changes unless approved in writing by Owner. 


3. 
Approved Rent.  Agent shall not lease any dwelling unit for a rental amount other than as specified in the rent schedule included as part of Owner's approved operating budget or otherwise approved by Owner in writing. 


4. 
Security Deposit. Agent shall require not less than one (1) month's security deposit, and shall require two (2) months' security deposit if circumstances warrant. Agent shall also, if advisable, collect a key deposit. 


5. 
Named Tenant, Occupants, Pets.  Each adult occupant of the dwelling unit shall be named as Tenant in the Lease, and shall be jointly and severally liable for rental payments. The Lease shall specify all other permitted occupants and pets, and it shall be a default if any non-permitted occupant resides in the dwelling units. 


6.
Term.  Each Lease shall be for a term of one (1) year. 


7.
Substitution of Unit.  In the event rehbilitation or other plans for the Building will require that the dwelling unit to be leased to the tenant be vacated or made available to another Tenant during any portion of the Lease term, the Lease shall contain a provision for substitution of another dwelling unit and relocation of the Tenant. 


8. 
Certain Lease Provisions.  The form of Lease to be approved by Owner shall contain detailed provisions in plain language concerning the following matters of practical importance, among others: 

a. 
Condition of Unit.  Acknowledgment of the condition of the dwelling unit as described in a unit inspection report. 

b. 
Default Charges. Tenant's liability for the following default charges: late rent payment charges; returned check charges; lost keys; damage to the dwelling unit or the Building not caused by ordinary wear and tear; missing property, fixtures, or equipment; and costs of rent collection and eviction. 

c. 
Security Deposit.  Procedures concerning deductions from and return of security deposit, with interest to the extent required law, and any key deposit. 

d. 
Utilities and Other Charges.  Tenant's responsibilities concerning utility services to the dwelling unit, other services to the dwelling unit, other services provided by Owner or Agent, and any parking or other charges. 

e. 
Maintenance. Maintenance duties of Tenant and of Owner, respectively, separately listed. 

f. 
Alterations.  Requirement of Owner's or Agent's consent to alterations of the dwelling unit, listing examples, and to charges of keys and locks. 

g. 
Use Restrictions.  Restrictions on Tenant's use of the dwelling unit, including hazards, noise, nuisance, etc. 

h.
Changes.  Tenant's obligation to report changes in Tenant's household or employment status. 

i. 
Rules. Tenant's and all other occupants' obligation to comply with any rules and regulations issued by owner or Agent. A copy of any such rules shall be attached to the Lease. 

j. 
Other.  Other provisions customarily included in apartment leases or advisable for the Building. 
k.
Attachments.  Acknowledgment by Tenant of any attachments to the Lease. 

l.
Execution.  Agent shall execute each Lease as Agent for owner. 
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