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MANAGEMENT POLICIES 
 

Please read each line carefully and sign below: 
 

• Owner agrees to provide house, pool, and other keys and garage remotes to property. If 
only one key is provided, Prudential Sandia Property Management (PSPM) will need to 
duplicate a minimum of three keys at Owner's expense.  

• Owner shall provide all HOA information and two copies of the CC&Rs.  

• Owner will provide proof of homeowner's insurance listing Prudential Sandia Property 
Management as an additional insured. There should be no charge for this inclusion.  

• Upon completion of a lease by the tenant, if necessary, PSPM will have the property re-
keyed all to one key at the Owner's expense. Any double keyed deadbolts need to be changed 
to thumb turn deadbolts to comply with local fire safety codes.   

• Owner will be advised of credit worthy lease applications.  

• New properties coming under management that are occupied will have a safety 
inspection scheduled as soon as possible.   

• Owner will have PSPM place the property utilities on landlord/tenant standby so as to 
have utilities on for showing the property prior to leasing and during vacancies.  

• House must be thoroughly cleaned. Also, if home is vacant for any length of time, it may 
need a touch up cleaning before tenant moves in. Pest control may also be scheduled if 
excessive pests are present. These are at Owner's expense but scheduled by PSPM.  

• All mold issues must be dealt with before marketing the property.  

• All plumbing, A/C, heating, garage door openers must be in good working order. They 
must be repaired or replaced immediately if they break down.  

• Owner must have funds available in their PSPM Owner's Trust Account before any work 
can be ordered through PSPM. This is the trust account we maintain for your escrow. If the 
repairs require you to send funds, please do so immediately.  

• Yards must be trimmed, weeded, and neat. PSPM will contract this maintenance during 
vacancies at Owner's expense. While rented, tenant shall be responsible for watering, 
trimming bushes, mowing grass, removing weeds, and keeping landscaping clean, unless the 
Owner pays for regular landscaping service. Owner is responsible for trimming any trees over 
six feet tall, when necessary.  
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• Owner is aware that they are responsible for providing safety barriers for all pools and 
spas during occupancies and vacancies. Tenants shall maintain pools, fountains, ponds, and 
spas, unless the Owner pays for regular pool/spa service.  

• Carpets and vinyl must be thoroughly cleaned and in good condition.  

• Tubs, vanities, and countertops must have caulking that is in good condition, free of 
mildew and mold.  

• Owner agrees to immediately send copies of any HOA violations to PSPM.  

• When determining tenant charges, most Justice Courts consider the life expectancy of 
paint and carpet to be five years.   

• A tenant replacement fee of $150 will be charged for each new tenant and shall cover 
safety and lease renewal inspections, showing of property, marketing, etc. 

• Owner's statements and checks will be mailed or electronically transferred by the 15th of 
each month.   

• Owner agrees to contact PSPM if there is a change in Ownership of the property.  

• Owner agrees to have property up to the PSPM Property Standards. If PSPM has to 
meet delivery personnel or schedule repairs bring the property up to Property Standards, 
owner will be billed 10% of invoice amount plus NMGRT. These preparation charges do not 
apply during normal day-to-day activities after the home has met the Property Standards and is 
under our management.   

• Owner understands that any required negotiation or supervision of repairs or 
improvements provided by PSPM will be billed at 10% of the amount of the invoice plus 
NMGRT. Prices are subject to change without notice. Unless otherwise instructed, Owner 
understands that D&J Services may be used as a vendor for minor repairs.  D&J Services is 
affiliated with Prudential Sandia Property Management.   

• Owner agrees to pay New Mexico gross receipts tax on all charges that are subject to 
NM gross receipts tax.  

 
 
 
Owner: ________________________________ Date: _________________ 
 
 
 
Owner: ________________________________ Date: _________________ 
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PROPERTY STANDARDS 
 

In order to successfully market a property for rent, it is imperative to present a well-maintained, clean 
property. Most often, a satisfied tenant appreciates your high standards and reflects that appreciation 
by maintaining your property in the condition in which they received it. It also allows us to command 
higher rents.  
 
Also, if the initial walk-through inspection at the beginning of a tenancy shows areas of deficiency, 
then justice courts may not hold tenants to a very high standard of care upon move out if the tenant 
challenges the security refund. 
 
Interior Maintenance 

• All smoke alarms must be in working condition and a fire extinguisher for each floor 
present and charged. All furnace filters and air vents should be free of dust and lint so they 
operate properly. All outlet covers or switch covers must be installed.   

• All door locks and window locks must operate easily and effectively; screens or screen 
doors should be free of holes and fit properly.  

• Door stops should be installed or repaired for every door throughout the house.  

• Sliding closet doors must be on track and slide easily.  

• Fresh caulking should be applied around tubs and showers to protect the structure from 
mold and to provide a sanitary environment.  

• Kitchen and bathroom fixtures should be free of leaks or drips to avoid any future 
damage. Any rusted fixtures should be replaced. Toilets should flush easily and be free of any 
obstructions. All plugs and diverters should be in good working order. Sinks, toilets, tubs, 
showers, and kitchen appliances should be sparkling clean.  

• All walls, ceilings, and baseboards should look fresh and clean in appearance, neutral in 
color. All nail holes should be filled in, textured, and painted so that they blend in with the rest 
of the walls. Any repair larger than a dime should be textured; any repair that is made when 
paint doesn't blend should then be painted corner to corner. If you can look down the side of 
the wall and see paint spots, then it most likely needs to be painted corner to corner.  

• Floor covering should be clean and in good repair, carpets should be free of stains and 
odors and properly stretched. All carpets should be professionally cleaned.  

• Windows should be clean in appearance and all window coverings should be clean and 
in good condition, including rods, drawstrings, wands, and slats.  
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Exterior Maintenance 

• All landscaping should be neat in appearance including: adequate rock coverage for 
desert landscape; no weeds; grass mowed and watered regularly; any holes in the yard filled 
in to avoid an accident. Bedding areas should be free of weeds. Trees and shrubs should be 
trimmed back from walkways and driveway, roof and exterior walls. Fencing should be in good 
repair with adequate locking mechanisms when required. Sprinkler systems should be 
maintained and, if on timers, set to go off at the times determined by the city, or sometime 
overnight in lieu of regulations.  

• Exterior walls should be free of peeling paint and missing tiles. There should be no 
missing shingles on the roof. If gutters are present, they should be adequately attached and 
free of holes and clear of debris.  

• Any items or debris left behind should be removed, including fertilizers or any chemicals 
other than paint. Cans, planters, hoses or lawn equipment must be removed. Oil or grease 
stains on driveway, walkway, carport or garage should be removed.  

• If there is a pool, it should be equipped with an automatic water-filling system to 
maintain the proper level during vacancies. All city code requirements for pool security such as 
self-closing or self-latching gates and pool fencing need to be in strict compliance. A pool 
service is highly recommended. Tenants may not take good care of your pool, pond or spa. 
We have lease addendums for pools and spas.   

 
 
 
 
Owner: ________________________________ Date: _________________ 
 
 
 
Owner: ________________________________ Date: _________________ 
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RANM Form 6102  (2009)   Cover Page 1 ©2007 REALTORS® Association of New Mexico Initials:  Broker Owner

Every licensed New Mexico real estate Broker is obligated to disclose Broker Duties. Please acknowledge receipt of this

information by signing or initialing at the bottom of this page. Disclosure: The following brokerage relationships are

available in the State of New Mexico: (1) transaction broker, (2) exclusive agency, and (3) dual agency (see RANM Form

1401, p. 2).

(D) Assistance to the Broker's Customer or Client in completing the Transaction, unless otherwise agreed to in writing by

the Customer or Client, including (1) Presentation of all offers or counter-offers in a timely manner, and (2) Assistance in

complying with the terms and conditions of the contract and with the closing of the Transaction;

PART I - BROKER DUTIES

Prior to the time an Associate Broker or Qualifying Broker generates or presents any written document that has the

potential to become an express written agreement, the Broker shall disclose in writing to a prospective buyer, seller,

landlord or tenant, the following list of Broker Duties that are owed to all Customers and Clients by all Brokers

regardless of the brokerage relationship:

(A) Honesty and reasonable care; as set forth in the provisions of this section;

(B) Compliance with local, state, and federal fair housing and anti-discrimination laws, the New Mexico Real Estate

License Law and the Real Estate Commission Rules and Regulations, and other applicable local, state, and federal laws

and regulations;

(C) Performance of any and all oral or written agreements made with the Broker's Customer or Client;

If the Broker in a Transaction is not providing the service, advice or assistance described in paragraphs D(1) and D(2),

the Customer or Client must agree in writing that the Broker is not expected to provide such service, advice or assistance,

and the Broker shall disclose such agreement in writing to the other Brokers involved in the Transaction;

(E) Acknowledgment by the Broker that there may be matters related to the Transaction that are outside the Broker's

knowledge or expertise and that the Broker will suggest that the Customer or Client seek expert advice on these matters;

(F) Prompt accounting for all monies or property received by the Broker;

(G) Prior to the time the Associate Broker or Qualifying Broker generates or presents any written document that has the

potential to become an express written agreement, written disclosure of (1) any written Brokerage Relationship the

Broker has with any other Parties to the Transaction; (2) any material interest or relationship of a business, personal, or

family nature that the Broker has in the Transaction; and (3) other Brokerage Relationship options available in New

Mexico;

(H) Disclosure of any adverse material facts actually known by the Broker about the property or the Transaction, or about

the financial ability of the Parties to the Transaction to complete the Transaction. Adverse material facts do not include

data from a sex offender registry or the existence of group homes;

(I) Maintenance of any confidential information learned in the course of any prior Agency relationship unless the

disclosure is with the former Client's consent or is required by law;

(J) Unless otherwise authorized in writing, a Broker shall not disclose to their Customer or Client during the transaction

that their Seller Client or Customer has previously indicated they will accept a sales price less than the asking or listed

price of a property; that their Buyer Client or Customer has previously indicated they will pay a sales price greater than

the price submitted in a written offer; the motivation of their Client or Customer for selling or buying property; that their

Seller Client or Customer or their Buyer Client or Customer will agree to financing terms other than those offered; or any

other information requested in writing by the Broker's Customer or Client to remain confidential, unless disclosure is

required by law.
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