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Leasing Procedure with Other Real Estate Brokers

This agreement establishes the procedure regarding the leasing of property offered for lease by The Property Management Company (PMC).

Application Packet

The Application Packet must contain completed (NO empty blanks) and signed originals of the following:

_____
1.
“Information about Brokerage Services” form
_____
2.
“Application Policy” of The Property Management Company
_____   3.
“Approval Policy” of The Property Management Company
_____
4.
Federally required Lead Hazard Information Brochure (any approved version is OK)

_____
5.
Completed TAA or TAR Application form (one for each applicant 18 and over)
_____
6.
Application Fee and Application Deposit (Certified funds, two separate checks)

_____   7.
Animal Application and Application Fee (if applicable)

______ 8.
Verification of Tenant Representation

Procedure

1.
Licensed Agent must submit completed (NO blanks), original application package for all applicants, including the application fee and application deposit, to our office as soon as possible.  We will verify both current and history of the prospective resident’s credit, rental/ownership of residence, criminal, and employment status.
2.
Tenant’s Agent understands and agrees that all communications regarding the items in One (1) above will be between PMC and the Applicant(s) directly, and not through the Tenant’s Agent.  This may include different terms than originally advertised to satisfy Owner's and/or PMC qualifications.
3.
Our Listing Agent will present the verified Applicant’s information to the Owner or Property Manager for approval.  Once the Owner/Property Manager verbally accepts the Applicant, The Applicant must come into our office WITHIN SEVENTY-TWO (72) HOURS to sign the lease.  The Resident is considered approved upon notification by our office of approval.

4.
Keys and possession of the property will not be given until the move-in date.  All money owed, including any outstanding deposits and first month’s rent, must be collected prior to the release of keys.  ALL MONEY IS PAYABLE IN CERTIFIED FUNDS ONLY. (Rent is to be a separate check, as it is deposited in a separate bank account).  Checks should be made payable to The Property Management Company.

5.
The Property Management Company will fill out and explain the lease agreement to the Applicant.

Leasing Commission

The Cooperating Broker’s leasing fee will be as indicated in the Austin Multiple Listing System, unless by separate agreement, approved prior to Application submittal.
Commissions will be paid from invoices only, and must be a hard copy (no faxes), and include items listed below.
We will pay the Cooperating Broker’s Leasing fee after receipt of the full leasing commission, full payment of all Tenant’s fees, rents and deposits as required for possession, and the Tenant’s possession of property  We will not pay any “penalties”.  Every Broker that has leased our properties in the past has been paid if the resident has, in fact, moved-in and paid the rent.  Payment usually occurs at the middle or end of the month, depending on completion of the terms above.

Refund Policy

Should the Applicant referred by the Cooperating Broker pay rent and stays in the property:

· Sixty (60) days or less, Cooperating Broker agrees to refund one-half (1/2) the total fee paid to the Broker.
· More than sixty (60) days, Cooperating Broker will not be required to make a commission refund.

Billing Procedures

Your Invoice must include the following for payment to be made:

____Billing Date

____Property Address

____Move-In Date
____Name of Resident(s)

____Rental Amount

____Commission Amount
____Leasing Company’s Name & Address

____Leasing Broker’s IRS W-9

____Copy of MLS printout
____ Proof of Agent’s membership to AMLS

____ Proof of Agent’s active TREC License

Please authorize this form and return with completed application to:

The Property Management Company  -  (512)-255-7575

Mailing Address:

PO BOX 305

Round Rock TX 78680-0305

Physical Address (no mail):

2007 N. Mays, Suite 105
Round Rock TX 78664

Please call us should you have any questions regarding our procedures.  We appreciate the opportunity to conduct business with you, and we look forward to continue a mutually beneficial relationship.

We hereby Agree To, And Accept These Terms:

_____________________________

________________________________

Company Name





Broker



License Number

_____________________________

________________________________

Address






Authorized Signature

_____________________________

________________________________

City, State, Zip





Agent



License Number
_____________________________

________________________________

Phone






Agent I.D. for MLS credit
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