At ALL COUNTY

PROPERTY MANAGEMENT

Tenant Handbook

Welcome to your new home!

Welcome to your new residence and All County® Preferred Property Management. We would
appreciate it if you would let us know if you make any changes to your contact information as soon
as possible. Remember to also have all the utilities put in your name effective the first day of
your lease.

The following information is designed to answer frequently asked questions and to minimize
confusion related to caring for the property and interacting with All County® Preferred Property
Management.

Included in this package is:

- All County® contact numbers

- Maintenance guidelines

- Care and use information

- Utility and service directory

- Local Police and Fire department phone numbers
- Move-out procedures

Please review these documents and keep them on file for handy reference.

All County Preferred Contact Information

All County®
Preferred Property Management
3270 Suntree Blvd., Suite 1103
Melbourne, Florida 32940
All County® Preferred main phone line is (321) 607-3700
Email address is: Contact@AllCountyPreferred.com



PAYING RENT

- Rent is due on the 1% of each month. Rent may be paid via CashPay or paid online.

- Remember that for Residents on an All County® Preferred lease agreement, late charges
begin on the 2"¢ of each month (rent must be received by the 1% to avoid late fees). Rent paid
after the 1st must contain late fees and any applicable posting fees. Payments after the 1% of
the month must be paid via CashPay.

MAINTENANCE
- If a maintenance issue should arise, a maintenance request form must be filled out and
submitted to the office. You may complete a maintenance request in the tenant portal at
www.AllCountyPreferred.com. We ask that you submit maintenance requests in writing to
avoid confusion and to ensure that we have a clear record of your request.

- When making a request, be specific about the problem and where it is located and any photos you can

take to show the issue. Remember to include your name, address and the best time and contact
number(s) to reach you.

- Tenants must be prepared to schedule time and make themselves available during normal
business hours to let a vendor or repair-person into the property.
Please note: all vendors are licensed and insured, but are not affiliated with All County®, as
we do not have a maintenance staff.

- Tenants are responsible for securing any pets that a vendor may encounter. Failure to do so will
result in work request not being completed and Tenant being charged for the service call.

EMERGENCY MAINTENANCE
- If you have an emergency that cannot wait until the next business day and it is before or after
regular business hours, you can call our office and choose the emergency maintenance
request option. Leave your name, address, telephone number and nature of the emergency.
Make sure the number you leave will accept private calls. Phone numbers that do not accept
private calls will not receive a return call and the request will not be answered.

- Anemergency is considered a fire, flood, or any other hazardous or dangerous condition.
- Anemergency is NOT your air conditioning not cooling, the oven is not working, a problem with

the neighbor, etc.

LOCKED YOURSELF OUT?

- You may contact us in case we can assist you in gaining access; otherwise, please call a locksmith.

- Be sure to carry all your door keys (handle and deadbolt) with you. When vendors are
authorized to enter a property, they are required to secure the premises when they leave. That
includes setting the deadbolt or locks whether you set them or not.



CARE AND USE INFORMATION

The following information has been gathered in response to requests from residents looking for
guidelines at move-in and move-out times. If you have questions about the use and care for items
not on this list, please call All County® Preferred Property Management.

AIR CONDITIONING AND HEATING UNITS
- All Tenants are responsible for replacing the air filter at least one time per month.

- Dust can accumulate at the air vents. You can clear the dust by wiping with a broom.
- Do not place furnishings or anything against the return vent that will block airflow.

- Make sure the outside A/C unit is clear and unobstructed. Placing objects upon or against the unit
will cause it operate inefficiently and likely lead to failure of the fan motor.

Problems caused from the failure to keep area near the A/C unit clear may be the tenant’s responsibility.

- In the event air conditioner is not functioning, make sure the circuit breaker is not tripped. If you detect
water around the unit, it is generally due to the drain line being clogged. his is usually a result of not
changing the filter regularly. A drain line can be unclogged by sucking it out with a wet/dry vacuum.
Pouring vinegar periodically into the condensate line will also keep the line free of buildup.

DRAINS AND TOILETS

- Avoid letting food, hair, grease and too much paper go down the drain.

- Clogged drains caused by food, hair, grease and excessive paper are the tenant’s responsibility.
Some dishwashers will clog from food left on dishes when put in the dishwasher. Always
rinse dishes prior to loading dishwasher.

- After bathing remove excess hair left at drain catcher to avoid clogs.

- Many homes and apartments have low-flow toilets. We strongly recommend that you keep a
plunger on hand. Low-flow toilets tend to clog or back up if too much paper, etc. is
flushed. Never put sanitary napkins, diapers, baby wipes, or paper towels down the toilet.

WATER HEATERS

- Gas water heating units rely on ventilation to perform well, and keeping various things near the water
heater will restrict airflow. This can lead to incomplete combustion, making the unit work
harder and significantly increasing energy bills.

GARBAGE DISPOSALS

- Always run water while the disposal is operating to avoid damage to the unit. Let the water run
long enough to grind all the material in the disposal. Then let the water run for 10-15 seconds after
turning off the disposal. Learn to recognize the sound the machine makes when completely clear.



Disposals are designed to grind up organic materials only. Exceptions include banana and
potato peels, artichoke leaves, celery stalks, flower stems, coffee grinds, bones or any item that
is particularly tough. NEVER put paper, plastic, glass, aluminum foil or grease in the disposal.

If the unit is not operating check the reset button. Make sure everything is cleared from unit
and nothing is jamming it. Problems caused by users are the tenant’s responsibility.

POWER OUTAGES

If the power goes out in your home, check to see if the whole area is without power. If the power is out
in the entire area, chances are the provider is already aware, but you can try to call and report it.

If the power is only out in your home/unit, check the circuit breaker box. One or more circuits
may be tripped and you may see them in the off position. If no switch is off, turn each switch
off then on to reset the circuits. If this doesn’t resolve the problem, call your energy provider
and report it. If they inform you that it is a problem with your individual unit, then call All
County®.

REFRIGERATOR COILS/CATCH PANS

Keep coils on refrigerators free of dust.

Most refrigerators have drip pans under them. If not kept clean, the pans can start to develop a

strong odor. It is normal for the drip pan to accumulate water. Please take a moment to get
acquainted with your appliances.

Refrigerators need to have a normal amount of contents in order to stabilize their temperature.
Make sure you give your unit enough time to get properly cold.

HOUSE PLANTS

Be sure that drip pans are kept under all plants. Water run-off will stain or damage most
surfaces.

KITCHEN COUNTERS

To avoid costly damage from nicks and cuts in counter tops, please use a cutting board at all
times.

WOOD DECKS AND PORCHES

Potted plants and flowers add beauty and appeal to a property. If you have planters or pots,
please put “feet” under them so that they are raised up off the deck a few inches to allow air
flow beneath the pot, and to prevent water run-off from rotting the deck.

LAWN AND SHRUBBERY MAINTENANCE

Lawns are to be kept mowed and in a neat fashion at all times. Bushes should be trimmed, so
as not to grow unruly. Research proper fertilizer for lawn or hire a professional.

Sprinkler timers should never be adjusted. Hand-watering is encouraged when rainfall is not
sufficient for maintenance of the lawn, but should observe any local watering restrictions.
Brown spots from lack of water and any loss of lawn (due to bugs not reported) will become
the tenant’s responsibility.



SMOKE DETECTORS
- Tenants are responsible for keeping fresh batteries in smoke detectors. We recommend
changing batteries at the beginning and end of daylight savings time.

GENERAL CLEANLINESS

- While most of us don’t need reminding, it is important to keep your unit in a clean and sanitary
condition.

- Take trash out immediately to trash receptacles. Do not leave trash outside by your door. This
will attract bugs and unwanted pests.

- Smoking is not allowed inside of the property or under any covered structure.

FINAL NOTE
- Please be courteous to all neighbors.
- Watch out for children playing.
- Obey all local and state ordinances.

EMERGENCIES
- If you have a medical or fire emergency, please call 911.



Utility and Service Directory

Water and / or Sewer:

0 City of Mims, 321-264-5130

Titusville (www.titusville.com), 321-383-5791

Merritt Island, Port Saint John, Cocoa, Cocoa Beach, Cape Canaveral, Rockledge,
Viera to Pineda Causeway, 321-433-8400 (www.cocoafl.org)

Barefoot Bay, 772-664-5916

City of Palm Bay, 321-952-3420 (http://www.palmbayflorida.org/utilities/)

West Melbourne, 321-727-7700 (http:/ /westmelbourne.org/index.aspx?nid=124)
Melbourne & Indialantic, 321-608-7100 (http://www.melbourneflorida.org/watercon/)
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Electric:
0 Florida Power & Light (www.fpl.com), 321-723-7795

Gas Utility
0 Florida City Gas: http://www.floridacitygas.com/, 1-800-993-7546

Garbage:
0 Waste Management (http://www.wm.com /residential/waste-and-recycling-

services.jsp)
0 Get the specifics for your area at http://ww3.brevardcounty.us/swr/garbage.cfm




GENERAL MOVE-OUT PROCEDURES AND INFORMATION

The following information, check-list, and suggested procedures are intended as advice only
and do not necessarily guarantee your landlord will return your entire security deposit;
however, it’s a great place to start!

1. LEASE END DATE. Know the date your lease ends and when your landlord expects you to
move-out; there are requirements on how you give notice that you are vacating. Your landlord
will need to get into your residence and start making any necessary repairs and/or cleaning.
You will likely be charged additional rent and some very steep fees if you stay longer than you
are supposed to! Refer to your lease agreement on how to give notice if you will be vacating.

2. TOUCH-UP PAINTING - DO NOT TRY to do touch-up painting yourself unless you contact
your landlord first and get approved paint colors. Invariably, if you don’t talk to your landlord,
they will likely have to re-paint what you did and you will end up paying for the painting twice!

3. NEW PERMANENT ADDRESS — Give your landlord a permanent address where they can
send your security deposit. If you don’t, any future correspondence (including security
deposits) will be sent to the address you just vacated.

4. CHANGE OF ADDRESS FORM. Place a change of address form with the Post Office.

5. MOVE-IN CHECKLIST/PHOTOS. Find the copy of your move-in checklist/photos and
review them. If there is additional damage to the property which is not noted on the Move-In/
Move-out Sheet, you will be charged for it.

6. RETURN YOUR KEYS. Although it may be inconvenient, return your keys and any
garage remotes or gate remotes to our office — do not simply leave them in the house where
they are liable to be misplaced or possibly taken by some unauthorized person.

7. CARPET CLEANING. Tenants should have the carpets professionally cleaned. Ask the office if
you need a recommendation for a reputable carpet cleaning vendor! Provide us with your cleaning
receipt!

8. CLEANING, CLEANING, CLEANING

FIRST — Always remember that there is a HUGE DIFFERENCE between SURFACE CLEANING and
DEEP CLEANING. Surface cleaning is fine during the year, but we expect the property to be deep
cleaned by a professional upon move-out, meaning cleaning behind the refrigerator and stove and under
the counters and in the oven, etc.



II.

CLEANING CHECK-LIST

INSIDE

Please hire a professional to clean the property and please provide us
with the receipt or paid invoice from the cleaning.

OUTSIDE

Pick up and remove all trash, put in yard trash bags

Mow and rake the lawn if it is your responsibility, picking up any twigs,
branches, etc.

Make sure all garden hoses and tools are not broken, replace as needed.
DO NOT TURN OFF the sprinkler system (if one is present)





