MANAGEMENT SERVICES

1. Market your property, do strict background checks to find the best lessee to take care of your property, and sign a lease for not less than one (1) year, unless directed otherwise.

2. Collect monthly rents, deposit them into your custodial account, and promptly remit income directly to you or your financial institution within twenty-four hours of receipt .

3. Make regular inspections of the property every other month to ensure the property is being kept up to local standards, and make recommendations for repairs when necessary.

4. Provide a 24-hour telephone number for emergency calls and promptly respond to requests for assistance when necessary.

5. Maintain competent maintenance personnel on staff or hire qualified contractors to perform various maintenance tasks on your property, when needed, at the lowest possible price.

6. Supervise any and all repairs done by tenant or contractors to maintain quality and cost control.

7. Review insurance policies and obtain bids, based on your specifications, to get the lowest prices possible, if requested.

8. Receive complaint calls from tenants and record these complaints. Advise you, as per the guidelines furnished to you, as to the nature of the complaint and action to be taken.

9. Stay on top of any delinquency, take whatever action is necessary to remedy the situation, and endeavor to get your money as quickly as possible.

10. Advise you of any action we can take, should we wish to pursue legal action, in order to enforce any provisions in the lease.

11. Keep accurate and comprehensive records, and maintain a personal file that will contain all correspondence and requests made by you or your tenant.

12. Furnish you with an income and expense (cash flow) report on a quarterly basis, complete with a detailed list of any and all disbursements, and copies of your account bank statements.

13. Prepare, as required, any and all information for attorneys, auditors, insurance personnel or tax accountants.

14. Review all work that should be done to your property, and take all actions necessary to keep costs to a minimum.

15. Pay all invoices and bills when due, and take any discounts when allowable.

16. Assist you in preparation of long range planning, if requested, for budgeting any necessary reserves for capital expenses.

17. Write specifications for major projects such as painting, roofing or other large service contracts, and obtain three competitive bids to review for your acceptance.

18. Preparation of an annual budget, if requested, and explanations of that budget for your approval.

19. Offer you the option to market and sell your property for you while it is leased with us. This option will provide you with rental income until your property is sold.

