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Welcome to Magnificent Management!

This Property Owner’s Handbook is designed to familiarize you with our administrative process.  It is our sincere belief that when you, as our client, understand this process, we can better serve your needs.

All relationships are established by written agreement between you and Magnificent Management.  All terms, conditions and provisions outlined in this handbook are subject to change or withdrawal at any time without notice.  For the most up to date version of this handbook, check our website at www.magnificentmanagement.com.

The following table of contents outlines the benefits, services, and what you, as our client, can expect from Magnificent Management.
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Thank you for choosing Sutton and Sutton Realty, Inc. as your professional property management company and we appreciate your business.  We hope this handbook will help you understand our policies and procedures.  We look forward to a relationship of co-operation and good communication between our company and you, the property owner.

Office Hours: Monday - Friday 

8:30AM – 5:30 PM

Saturday 10:00 AM –3:00 PM

Sunday closed
RENT COLLECTION & DELINQUENCIES
All rent payments are due and payable, in advance, on the first day of each month by the tenants.  Late fees will be assessed on the 5th of the month.  All tenants who do not pay rent by the 5th of the month will receive a “Three Day Notice” which is the first step in the eviction process.  
rent processing & accounting

Rent checks are mailed to owners on the 15th of each month, unless the 15th falls on a Sunday in which case, the checks will be mailed on the 16th.  If a tenant pays rent after the 5th of the month, the check to the owner may be delayed.
New tenants move in procedures
All properties will be re-keyed after a tenant vacates the property.  Smoke detectors shall be installed in all properties and CO2 alarms in all properties with gas appliances. The cost for these items will be the responsibility of the owner.  If locks or alarms are damaged during the tenant’s occupancy, the tenant will be responsible for repair/replacement, which will be deducted from the security deposit.
Tenant Vacating
All damage and cleaning, caused by the departing tenant, will be billed to the owner and owners will be reimbursed with funds from the previous tenant’s security deposit, if available.  The funds will be dispersed after the 15 day objection period for the tenant has passed. FS 83.49
When a tenant vacates a property, the security deposit will be charged in the following order: 
Rent

Late Fees

Cleaning

Physical Damage

If there is not enough in the security deposit account to cover all charges, the owner is responsible for filing a claim against the tenant. We are not attorneys and filing an eviction or claim for damages are lawsuits and must be handled by an attorney.
property maintenance & repairs

All repairs/maintenance issues must be handled through the Property Manager.  If an owner arranges for maintenance without the Property Manager’s knowledge or communicates with the tenant and arranges for repairs directly with the tenant, Sutton and Sutton Realty, Inc. will not be responsible for verifying the completion of the repairs or paying the vendor.
If an appliance, fixture or other item is visible during the showing of a property to a prospective tenant, and not expressly stated as being the responsibility of the tenant in the lease, it must be kept in working order by the owner.  Refusal to repair or replace an item that was believed to be an amenity or fixture of the property could give the tenant the ability to break the lease.  Property Manager will send the owner a form stating that the owner refuses the repair, which must be signed and returned to Sutton and Sutton.
Sutton and Sutton Realty, Inc. is authorized by all owners to spend up to $200 on repairs without the owners’ immediate knowledge and permission. Emergency repairs, such as roof leaks, pipe leaks and other emergencies that may damage the property if not addressed immediately, will be submitted to the appropriate vendor regardless of estimated cost, with a phone call following shortly afterwards to the owner about the situation.
Commission & Late Fees

Commission due to Sutton and Sutton Realty is based on the full amount of one month’s rent.  If the tenant does not pay the full amount or is given a credit for any reason, the commission amount does not change. 
Lease Renewals

If the current tenant renews and signs a 12 month lease, the owner will be charged for 25% of one month’s rent.  If the tenant renews and signs a month to month lease, the owner will be charged for 11.25% of one month’s rent for each month that the tenant remains in the property.  Properties will be inspected by the Property Manager once per year before the tenants’ lease is renewed or at the time of the final walk through if a tenant is vacating the premises.
COMMUNICATION

You can reach me at the office at 407-425-5030 or on my cell phone at 407-701-7183 during regular business hours.    You can also e-mail me at angela@suttonandsutton.com with questions and non-emergency issues.  Between 7 pm and 9 am please text me with any emergencies from your cell phone or from your e-mail at 4077017183@txt.att.net.
When a property is vacant, an owner can expect to receive a phone call or e-mail once a week from me with an update on the showings and any feedback.

If I am on vacation or out of the office, you can call 407-425-5030 and request to speak to the agent that is covering for me during that time frame.
CONCLUSION

We look forward to working with you and making your life as a property owner as stress free as possible!
 Property Manager
Contact Information
Angela Fettig 
Email: angela@suttonandsutton.com 
Office:407-425-5030
Cell: 407-701-7183
Fax: 407-425-5403

Education:
Millersville University-Millersville, PA- B.S Communications
Rollins College- Winter Park, FL- MBA

Memberships: 
Orlando Regional Realtor Association
Florida Association of Realtors
National Association of Realtors
FARPM (Florida Association of Residential Property Managers)

Designation: 
Professional Residential Manager (PRM)

Management Fees

Management fees are charged on a percentage basis as the rent is collected.  

Management fees are for our services in connection with:

· Attending to daily telephone, email and fax inquiries.

· Timely rent collection.

· A manager on call 24 hrs a day, 7 days a week, 365 days per year.

· Organizing keys for viewings, inspections and repair vendors.

· Writing and placing advertising in various media.
· Attending to payment of various property expenses.

· Collection of late rent.
· Lease enforcement with tenants.

· Hand deliveries of notices to tenants as necessary.

· Attending to correspondence. 

· Arranging maintenance repairs and obtaining quotes for repairs.

· Following Escrow Account procedures as required by law. All money is held in trust accounts which have strict regulation requirements.
· Direct supervision by a Property Manager who hold the prestigious designations of (PRM) Professional Residential Manager through the Florida Association of Residential Property Managers, Inc. (www.FARPM.com).

Leasing Fees

The leasing fees are for our services in connection with:

· Arranging, placement, recording and administering advertising and signage.

· Arranging, taking and saving photos of your property.

· Creation and placement of property flyers.

· Uploading photos and property information to the various Internet marketing sites.

· Arranging and conducting showing appointments with prospective tenants.

· Keeping property owners informed of the showings and rental activity.

· Administering lease applications and processing applications for tenancy.

· Tenant screening via credit reports, eviction searches, criminal background check, sex offender checks, verification of former landlord references, and employment verification of applicant.

· Negotiating the terms of the lease with prospective renters. 

· Organizing the new lease agreement and conducting items necessary for new residency.

· Attending the lease closing with tenants, processing of lease including general information, rules and regulations for new tenants.

Lease Renewal Fees

The leasing renewal fees are for our services in connection with:

· Extending tenants for an additional year of rental income for the property owner.

· Encouraging management to preserve existing tenants, thereby reducing property owner expenses and increasing income.

· Avoiding vacancy as much as possible. 

· Preparation of proper lease renewal documentation. 

· Review of market rents to adjust rents on lease renewals. 

· Timely renewal notices to residents, per Florida Statute, F.S. 83.

Thank you for choosing Sutton and Sutton Realty Inc. to manage your investment property.  We’ll earn our fees and we appreciate your business!

The Frequently Asked Questions

1.
How long does it take to lease my property?


It depends on many factors, including the time of the year, the market conditions, the location and condition of the property and the rent price.
2.
When you find residents for my rental home, how do you qualify them?

All applicants must complete an application and be submitted for a credit and background check.  Our requested FICO score for all tenants is 650, their income must be three times the rent and there must be no felony convictions in the previous 10 years.
3.   Who handles emergencies?

If a tenant has a maintenance emergency, they can call my cell phone during business hours or text me after hours.  There are also a few agents in the office who take calls while I am on vacation or out sick.
4.
How often are property inspections conducted?

Inspections will be done once a year before a lease is renewed.
5.
If I want to sell my property can Sutton and Sutton Realty help?

We have many qualified and experienced Realtors who can discuss listing your property for sale.  They will also prepare a Comparative Market Analysis for your property to determine the best selling price.
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Please keep this document in a safe place �for future reference. For the most up to date version of this handbook, 


		Check our website at www.suttonandsutton.com/renting








