
 

        
           
 

Property Management LLC 

 
 

We strive to provide the highest quality personalized management service possible to our 
investors. “We know our investors want more than just rental collection and a few 
statements. We know you want someone you trust and who knows this business. You 
have come to the right place! 

 

Our Approach 

As you review our approach to management you will see we our system is simple and 
easy to understand yet very detailed.  Taking care of your home is very detailed and a big 
responsibility.  In our many years of experience we have encountered most every leasing 
market, tenant action and repair issue.  We offer all that experience to you. 

We are eager to please our investors and it shows. Many of our investors are still with us 
today and date back to the early 90’s. We appreciate their confidence!  Some of our 
investors have sold their homes through us only to buy more units and have us manage 
them. That’s satisfaction! 

We limit our services to Cobb, Cherokee, and Paulding Counties.  Unlike our big 
competitors who service all metro counties, we keep the distance manageable to afford 
ourselves a quick response time to our properties. We are ready! 
 

About the Brokers 

We formed Great Homes Realty and Property Management LLC in 2000. Missy, the 
qualifying broker brings over 30 years of experience to our customers. Belinda, associate 



broker brings over 20 years of experience. Sharing the responsibilities, Missy specializes 
in the contracts, correspondence, advertising and general office.  Belinda also services 
the office and personally handles all the finances. We promise to deposit your money as 
soon as possible. Payments are in your bank by the 11th of each month. We are here to 
help you every step of the way! If a tenant is late, we keep your informed and start the 
enforcement of collecting your rent.  
 

Location 

Office location: We are centrally located to our service area. Right off I-75 North at the 
Wade Green Exit ramp # 273.  Our beautiful office condo is located so conveniently and 
securely for our tenants. We offer a 24 hour drop box or they can pay online at our web 
site through their tenant portal. 

Our Advertising 

Your home will be advertised on our web site at greathomes-realty.com, Realtor.com and 
Zillow.com. Trulia.com and yelp.com. In addition to these web sites your home will also 
be placed in the First Multiple Listing service. Being entered into the FMLS broadens the 
exposure to your unit by exposing it to thousands of Realtors. 

 On these websites we display all of our available listings and any listings coming 
available when a tenant is not renewing. We post as many photos as possible with each 
site. A complete narrative of what the property features plus pricing and global mapping 
is made available for the viewer. Our web exposure features international exposure due 
to their high level of web optimization.  

Property Viewing  

Viewing our vacant homes is made easy with the use of coded lockbox’s. On our 
occupied homes we encourage viewers to call their local real estate agent to schedule a 
showing. Many already have an agent they prefer to work with. We pay those agents a 
referral fee for showing from our leasing fee. We perform the qualifying process to assure 
rapid response and accurate processing. We also prepare the lease documents. So the 
applicant maintains loyalty to their agent and we stay in control. 

Yard Signs 

What about a sign in my yard?  Yard signs can be helpful but they can also attract 
vandals seeking vacant properties.  We are happy to install a sign upon request and with 
your HOA approval. 

Leasing Fee 

The leasing fee covers all advertising costs, documentation preparation, completing the 
application process and performing the initial move in inspection. The information is 
recorded on the Georgia Association of Realtors “Move- In” inspection form. This form is 
signed by GHR and the incoming tenant. It details the condition of the home at the time of 
possession. Upon request our owners get a copy of the lease and the Move-In form. 



The leasing fee is equivalent to one full month of rent.  

If first full month’s rent is $1,000 then the leasing fee is $1,000.   

It will be collected at the time applicant signs the lease and posts the first month’s rent at 
move-in.  

 

Renewal Fee 

The renewal fee covers documentation preparation, qualifying the tenant to assure their 
credit history, employment and debt-to-income ratios have not diminished since the initial 
qualification process. The process is the same as when they initially applied for the unit. 
Re-qualifying can prevent an owner leasing to a tenant that no longer qualifies. We 
discover bad credit issues, bankruptcy, wage garnishment and judgments very often. 
Tenants often file bankruptcy during their lease term. This can have a drastic effect on 
their ability pay their rent and can only be discovered at renewal. Requalifying the tenant 
is essential in preventing evictions. 

In addition to qualifying the tenant, we inspect the inside and outside of the home to 
assure that the tenant is taking proper care.  This inspection will reveal any repairs that 
the tenant may have failed to notice or report.  We will let you know if we discover rotting 
wood, paint peeling, or any other obvious visible signs of potential problems. If the tenant 
is in error we will take steps to cure the issue immediately. We require the tenants to 
have the carpets cleaned at their expense within 30 days of the renewal inspection. 

The renewal fee is equal to one half month of the rental rate or 1/12 of each month 
extended or renewed. 

Example of Renewal fees:  Using the same $1000 monthly rental rate. 

If the renewal is 50% of a months rent for 12 months, then the renewal fee would be 
$500.  Should the lease extension result in less than 12 months then the renewal rate 
would be $500 divided by 12 which results in $41.67 per month extended. 

We are available for additional inspections upon request however we do charge $45.00 
per inspection. 

Check Out Fee: $125 

This fee is charged to go to the home when a tenant checks out. We do an inspection 
and send a report with photos to the tenant. We provide an estimate to the tenant what is 
needed to cure any issues.  After the three day required waiting time we have issues 
addressed and pay for work to be completed from their deposit. We are performing the 
service on your behalf so you incur the charge for our time. 

 
 
 



Management Fee 

8% of the monthly rental rate is the charge for managing your property. Services include 
the following. 

Rent Collection/ Lease Enforcement: Unlike other firms we don’t wait!  If the rent isn’t 
in by the 10th we file on the 11th   or the next possible business day to get the ball rolling. 
Most of the time the tenants respond immediately once they know we have formally filed 
against them. 

Monthly Statements: You will receive a monthly statement every month. We can send 
your statement by regular mail or by email notification that you can access online anytime 
from your “Owner’s Portal.” We recommend you use the Owner’s Portal to avoid delays 
and have access to records at all times. 

Deposit Delivery: We take your rent money to the bank and deposit it by the 10th. You 
must provide preprinted deposit slips to receive this service or your check will be mailed 
to you. 

Lease Enforcement: We enforce the terms of lease to the best of our ability within the 
laws.  Yard violations, parking on grass or HOA Violations etc. 

Tax Forms: We file the 1099 IRS Form for rental income reporting and prepare a year 
end statement by January 31st each year. 

Emergency Calls:  We are available 24/7 for emergency repair calls to be addressed. 
This responsibility is not assigned to one of our staff, we the owners alternate who is on 
call each week. This is too important to leave to anyone that does not have a vested 
interest in our company!           

Maintenance Staff: We hire fully licensed and insured vendors to address your 
maintenance issues. We are happy to use your vendors however they must supply their 
license, insurance and bond documents to comply with our Errors and Omissions 
insurance requirements. Please don’t ask us to alter this policy as it is essential we 
remain in good standing with our insurance carriers on this issue. 

Manager Accessibility: You will have both our cell numbers as well as our emails and 
office numbers. You are welcome to contact us to discuss your interests or concerns with 
the property. We promise to stay in touch and return your calls and emails promptly.   
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Q & A 

How does it all work? 

Now you have read all about your property managers, you know how they will advertise 
and you know the costs but, here are some additional questions and answers to help you 
sort out the details. 

Q.  When do we pay you the leasing fee? 

A.  It is due when we sign the lease. It will be collected at the time the applicant signs and 
posts the first month’s rent.  

Note:  Don’t forget all expenses including our fee is tax deductible. We do all the 
bookkeeping for you from the start.  

Q.  Does the tenant pay us and then we pay you? How does that work? 

A.  The lease is between GHR and the tenant, so the tenant pays us then we prepare an 
itemized statement and pay you.   

Q.  What about the screening process? 

A.  We verify the credit history is good.  If we determine that the credit is weak then we 
seek additional deposits and /or co-signers. We verify their employment is stable. 
Viewing their current pay stubs and a call to the employer is essential. Next, we look 
closely at the ratios between income and their debt amount. This process determines if 
they are over extended in debt. They may be trying to lease a home they cannot afford 
on their income. When possible we interview prior landlords. We verify they have not had 
any evictions filed against them.  We run a nationwide criminal report to assure they have 
not been guilty of drug related trafficking, repeated drunk driving or pedophile charges. 
Once all this is determined we present them to you. You have the final approval!  

We always share our experience and knowledge with you in this process. If we feel there 
is a concern we will address it on the spot. It is better to turn an applicant away than to 
take on a potential high risk! 

Q.  Do we keep the Security Deposit? 

A.  No, this is money that we must keep in our State audited Trust Account. This is the 
tenant’s money and will be returned to them except for damages or cleaning issues. 
Please note normal wear and tear is not counted against them nor any pre-existing 
condition. 

Q.  Can you help us sell the home when we are ready? 

A.  Yes, 90% of our business is from our Owner’s desiring to sell homes we manage.  We 
will prepare a market analysis of your property, help price it correctly and assist in all the 



marketing, advertising and the contract negotiating process. A valuable asset for you to 
consider when interviewing a property manager.  

We are a full service realty firm and offer that service to our Clients.  We help many of our 
owners save on tax liability by selling their rental through a 1031 tax exchange. Your 
accountant can best advise you on all the advantages but we are familiar with the 
process and find it to be of great savings to our owners. Your home can be offered for 
sale, for lease or for lease purchase but which ever proposal comes first is the one that 
we finalize on. 

Q.  Do you offer any incentives when we purchase or sell our home through you? 

A.  We help our clients locate and purchase property all the time. We will show you how 
to buy the “Right” rental home. Considering a multitude of factors such as appreciation, 
condition, a realistic rental rate you can expect and posing the question, “Is this where a 
high quality tenant would want to live?” When we assist you in the buying process we are 
paid a real estate commission from the “listing side” so as an incentive to you to use our 
service we reduce the leasing fee to one half month’s rent plus any commissions that 
must be paid to a co-op agent. 

Q.  Do we have to pay for the repairs on our home? 

A.  Yes, it is your home even though someone else resides in it.  

 The law requires that you keep up the property in habitual condition at all times. You 
must maintain the mechanical and structural integrity of the property at all times. 
Response time is critical on this issue as State Law can come into play if not addressed 
correctly. 

Cosmetic appearance is vital in the marketing process. We will guide you and share our 
marketing knowledge with you thus reducing your marketing time by making your home 
“applicant” attractive! 

Q.  What about repair calls? 

A.  At the time we sign the property management agreement we will collect funds from 
you to set up the repair account. The minimum is $300 per unit.                                                                     

Any expenses associated with your home will be paid from the repair account. You will 
want us to start paying for your utilities, yard service, and or other monthly expenses 
once you sign the agreement so as to keep accurate year end expenses report for you. 
Our monthly management fee is also paid from the repair account and due during times 
of vacancy. 

We respond to repairs on the same day when possible.  With the repair account 
established, we are able to respond without concerns of how to pay for them. Our goal is 
to save you as much money as possible so we always troubleshoot each call before 
ordering a repair to be done. This is one of the key elements of value when you select us 
as your property management service. We have select vendors and a trustworthy 
maintenance staff. Any time we have a repair in excess of your repair account 



authorization amount we will contact you before acting unless the issue is of an 
emergency situation or we cannot reach you.  

 

Q.  How often do you inspect the house?  

A.  We inspect the interior and exterior at the time we sign the management and lease 
agreement. Then at renewal or vacate time we inspect it again. There is no charge to you 
on the initial or renewal check in inspection. However, we do charge $45.00 per 
inspection for any additional inspections. These inspections must be authorized by you in 
written form. We also charge $45 trip fee if you require we meet an appraiser, termite or 
other service personnel. 

Q.  Can we increase the rent anytime our taxes or escrow goes up? If not, when do 
we see an increase in the rental rate? 

A.  Once the lease is signed the amount must remain in force for the duration of that 
lease. So, you can’t go up based on escrow as the lease is binding the way it was signed. 
However, we can discuss an increase at that time the lease is up for renewal. You must 
notify us 90 days prior to lease expiration if you want us to try and raise the rental rate. 
We must send out our intent to renew to the tenants 75 days prior to expiration so timing 
is important. Mark your calendars. This is always subject to negotiations should the 
tenant wish to propose a counter.  We would deal with that in the event they challenge 
the increase.       

Q.  Do we need to clean the house and carpets? 

A.  Yes, but please avoid steam cleaning your carpets as this may cause mold to grow 
beneath the carpet.  Using the warm water extraction method or a chemical dry cleaning 
will provide the best results. You are welcome to use our preferred vendors. 

Note:  As for cleaning, we have a complete list of all items that should be completed 
before we check the tenant in. We will do a walk through with the tenant at move in.  We 
ask for receipts and proof of some items being done so we can require a tenant to 
perform in the same fashion. If an owner fails to provide proof, it is difficult for us to 
demand a tenant abide by these rules.  Not every issue is applicable in each property. 
See our GHR Cleaning Exhibit for details on cleaning. 

Q.  Do we have a “Say” in who leases our home? 

A.  Yes, we want our owners to be included in the process so once we have completed 
the background investigation on the applicant, we present the entire applicant scenario to 
you for your approval.  We never forget the Owner and what their concerns are. We want 
you to be a part of the process.  

Q.  Do we have to change the locks each time a tenant moves out? 

A.  Yes, we require you to provide a safe and habitable environment at all times. Even 
though the former tenant returns their keys we have no way of knowing who they gave a 
key to during their occupancy so, to reduce liability we must change the locks. 



 

 

 

Great Homes Realty & Property Mgt. 
Cleaning Exhibit 

 
The following are items we inspect for damage and maintenance.  Since 
each home is different, your specific property may not include all items 

listed or may include additional items not listed. 
 

Exterior: 
1.  Yard: Must be raked, mowed & edged, shrubs trimmed, beds weeded.  
All debris and or trash must be removed. 
2.  All trash and personal items must be removed/hauled off by the day of 
inspection.  No personal items should be left in the property, garage, attic 
or sheds. 
3.  Driveways and walkways must be cleaned out /off if applicable.  
All screens should be put on your home, no holes or damages. 
4.  Garages, sheds, porch’s, patios and all out buildings must be clean. 
Swept down of webs, dirt and any debris. 

 
Interior: 

If any item has been damaged it is your responsibility to repair or replace it 
prior to walk thru date. If you elect not to address an item it will be listed on 
the walk thru as a Pre existing condition or “PE provided it is not considered 

an uninhabitable condition. 
 

5.  Light fixtures must be washed clean and all bulbs must be working. 
6.  Blinds and or curtains must be washed clean and not damaged. 
7.  Interior windows should be washed clean. 
8.  Walls, trim & baseboards must be washed clean. If repairs are required 
as a result of damage (i.e. Large holes or small nail holes, or any other form 
of wall damage) they should be painted to match existing wall at the 
damaged place. Non matching painting touch up is not acceptable. 
9.  Each carpeted room must be professionally cleaned by the company 
of your choice. A receipt of proof is required.  
Please remember NO STEAM CLEANING IS PERMITTED. 
10.  All hard surface flooring must be washed cleaned, i.e. Tile, hardwoods, 
vinyl etc. 
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Interior Cont. 

 
11.  All appliances should be washed cleaned inside and out. Filters on Air 
units should be changed, vents washed cleaned, refrigerator, stoves, 
ovens, microwaves, dryers, washers, water filters are considered in 
appliance category.                                                                                    
12.  All sinks, tubs, toilets and showers should be washed clean and free of 
soap scum.  There are products that can be purchased to remove stains 
and soap scum at your local Home Depot. 
 
13.  Fireplaces and chimneys should be cleaned if they have been burning 
natural wood. A Chimney sweep can be located in your yellow pages. 
We strongly suggest you install gas logs to prevent possible chimney fires. 
Note:  If you have a gas log unit the chimney will not require annual 
cleaning. 
14.  All exterior and interior trim, shelves, drawers & cabinets should be 
washed clean. Note the area above your oven often is greasy. 

 
 15.  Please provide manager with door keys, all hand held remotes, alarm 
codes, pool passes, paint colors/codes etc. by the inspection date.  Verify 
that all smoke detectors are functioning correctly.  If purchasing new fire 
extinguishers please purchase the one with a gauge that states the 
pressure.  If you have a gas furnace be sure to install carbon monoxide 
detectors on each floor.  
If you miss any cleaning item we must credit the incoming tenant 
monetarily for that missed item or deduct from your deposit if you’re the 
departing tenant.  So please follow the cleaning list detail. If you wish to 
use our vendors to assist in please feel free to ask. 
 
Don't forget a complete walk through inspection of the property is 
required before we can place a tenant so allow yourself plenty of time to 
get your property ready. 
 
If you have any questions or concerns on any particular item, just ask. We 
offer a vendor list which you are welcome to use. The list has our maids, 
landscapers, repair people, painting and more.  Many owners are just too 
busy with the move process and use our people to complete the “Make 
Ready List” for them. Please feel free to contact us for assistance as we 
want to help you with the “Make Ready” process and make it as simple as 
possible. 
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 “Things you’ll need prior to completing our agreement” 
 
This is a list of items you will need to gather and provide prior to preparing 
your contract. 
 
 
1). Warranty or Security Deed: Please submit a copy of your Warranty or 
Security Deed Exhibit A which contains your legal description and the 
portions that reflects your name.   
 
2). Owner’s Insurance policy: Please notify your insurance agent that that 
the home is to be converted from a homeowner policy to a Hazard policy. 
Bring us a copy of the policy. We need a copy of the “declaration” page 
of your policy. 
 
3). Keys to the property: Please provide 4 complete keys to the doors of 
the home and your remotes, exterior garage codes, alarm codes and 
pool passes. Don’t change your locks that will be done when the new 
tenant checks in. 
 
4). Copies, Driver’s License & Social Security #’s: Provide your social 
security number/s and copies of your driver’s license. Or your EIN # and 
copy of Corporate Documents and driver’s license. 
 
5). Address & Email: Forwarding addresses and phone numbers.  Also 
provide your E-mail address if you have one. 
 
6). Emergency Contacts: Please furnish an emergency contact individual.  
We will need the name, address and phone number of a person that will 
almost always know your location.  This person will not be called upon to 
make any decisions on your part.  We will contact them on an emergency 
basis only when we cannot locate you at any of the numbers we have. 
 
7). Personalized deposit slips: Please provide 12 encoded & personalized 
deposit slips of the bank account in which you want your rental checks to 
be deposited.  The name and account number must also be printed on 
our agreement. 
 
 

 
 



 
 
 
 
 

Great Homes Realty & Property 
Management LLC 

 
1275 Shiloh Road Suite 2940   Kennesaw, GA. 30144 

770-499-8193 Office    1-800-595-2511 Toll Free 
770-499-0172 Fax 

 
 
 
 

Email us at 
 Greathomesrealty@aol.com 

 
 

Web sites at  
www.Greathomes-realty.com 

Also view our homes at 
Realtor.com, Zillow or Trulia.com 

 
Owned and operated by  

Missy Harlow and Belinda King 
 

License # H 43461 
 

 

 

 
 
 
 
 
 


