PROPOSAL

Thank you for considering Hansen Property Management as the managers of your rental property.  Hansen Property Management is a full property management company and has been licensed and doing management business in Georgia since 1985.

We are presently managing approximately 156 properties, including apartments, four-plexus, duplexes, town homes, condos, single-family homes and small business offices.

Given below is a list of the duties and responsibilities we perform for the owners regarding their rental property, as follows:

I. LEASING UNITS:
A. Answer phone inquiries about vacancies;

B. Show vacant units;

C. Accept rental applications and process them;

D. Select tenants;

E. After approval, accept initial rents and deposits;

F. Prepare lease, paperwork and a file;

II. VACANT UNITS:
A. Prepare and inspect unit that tenant will occupy;

B. Inspect unit when tenant is vacating the unit;

C. Prepare the unit for next tenant as follows:

(1) Have unit painted;

(2) Have unit cleaned thoroughly;

(3) Have carpet taken care of (cleaned, etc.)

(4) Have unit checked out regarding turnkey work needed.

III. RENT COLLECTION:

A. Collect rents, place on ledgers and make bank deposits;

B. Collect late rents and charges;

C. Prepare late rent notices to tenants;

D. Prepare all correspondence needed to tenants;

E. Notify tenants when their leases expire and rental increase;

F. Prepare statements monthly for owners with check, income statement, transaction listing and completed work orders.

IV. MAINTENANCE AND REPAIRS:

A. Handle all work orders from tenants consisting of routine                          maintenance and repairs as follows:


1. Plumbing stoppages;

2. Garbage disposal stoppages/repairs;

3. Faucet leaks/washer replacement;

4. Toilet tank repairs and toilet seat replacement;

5. Stove burner repair/replacement;

6. Dishwasher repair;

7. Light switch and outlet repair/replacement;

8. Replacement of keys;

9. Air conditioning and heating service;

10. Electrical repairs and appliance repairs;

11. Interior and exterior general repair.

