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Welcome to the Northeastern North Carolina area 

Congratulations on the selection of your new home.  Welcome to the Northeastern 
North Carolina area and to your association with Howard Hanna.   

We pride ourselves in being “The Best in the Business” and it is our mission for you to 
look to Howard Hanna for all of your real estate needs.   

Should you decide to purchase a home and are unclear of how to proceed with your 
proposed purchase, call our office and a Realtor who is experienced in the area and 
price range you desire can serve your needs.   

As professional property managers, we have obligations to both you, as a resident/
tenant, and to the property owner.  This handbook, which is part of your lease, 
outlines our responsibilities to you, and your responsibilities to us and to the property.  
Please read each paragraph carefully.  A good relationship is possible when both 
parties understand and fulfill each of their responsibilities and obligations.   

Clear communication is the key to a successful Landlord/Tenant relationship.  We are 
always ready to answer questions or discuss problems.   

Again, welcome to our community 

Howard Hanna 
800 Newtown Road 
Virginia Beach, VA 23462 

757.499.5688 

These rules and regulations are in accordance with North Carolina G.S. 42-42.76. 
Amended 2/14 

Churchland 
3237 Western Branch Blvd 
Chesapeake, VA 23321 
757.215.0595 

Downtown Norfolk 
2204 Hampton Blvd 
Norfolk, VA 23517 
757.622.5643 

Great Neck 
2304 Kleen Street 
Virginia Beach, VA 23451 
757.481.3710 

Laskin 
1321 Laskin Road 
Virginia Beach, VA 23451 
757.428.3516 

Oceanfront 
303 34th Street, Suite 102 
Virginia Beach, VA 23451 
757.213.0511 

Port Warwick 
1030 Loftis Blvd, Suite 200 
Newport News, VA 23606 
757.599.5417 

Smithfield 
1702 S. Church Street 
Smithfield, VA 23430 

757.357.3217 

Williamsburg 
5208 Monticello Ave 
Williamsburg, VA 23188 
757.253.8533 

Elizabeth City 
529 South Hughes Blvd 
Elizabeth City, NC 27909 
252.334.9586 

Currituck 
101 Commerce Drive 
Moyock, NC 27958 
252.435.2598 



Welcome to our area... 
 
I. GENERAL RULES AND REGULATIONS 
 A. Part of your lease 
 B. The property 
 C. Rental payments 
 D. Phone numbers 
 E. Returned checks 
 F. Default of rental payment 
 G. Keys and Locks 
 H. Trash 
 I. Disturbances, noise and nuisance 
 J. Inspection checklists 
 K. Periodic property inspections 
 L. Parking and vehicles 
 M. Guests 
 N. Emergency maintenance and repairs 
 O. Insurance 
 P. Pets 
 Q. Planned Unit Developments 
 R. Video/Television/Satellite dishes 
 S. Lease termination 
 T. Painting policy 
 
II. WHEN YOU FIRST MOVE IN 
 A. Get to know your property 
 B. Put this handbook where you can find it 
 
  
III. MAINTENANCE, DAMAGE & REPAIR 
 A. Report maintenance requests in the proper manner 
 B. Who does what 
 C. Unauthorized repairs 
 D. Light bulbs 
 E. Waterbeds 
 F. Walls & Ceilings 
 G. Vinyl floor coverings/Hardwood floors 
 H. Carpet care 
 I. Appliances 
 J. Stoves 
 K.  Dishwashers 
 L. Garbage disposals 
 M. Washer/dryer hookups 
 N.  Heating 
 O. Air Conditioning 
 P. Smoke Detectors 



 Q. Circuit Breakers 
 R. Extermination 
 S. Well 
 T. Septic 
 U. Trampolines 
 V. Yard Maintenance 
 
IV. CLEANING & HOW TO’S 
 A. Minimum cleaning standards 
 B. Counter tops and cabinets 
 C. Kitchen Appliances 
 
V. MOVING OUT 
 A. Marketing during the notice period 
 B. The move out/check out 
 C. Return of your security deposit 
 
VI. EMERGENCY/ DISASTER PROCEDURES 
 A. Winter weather 
 B. Flooding 
 C. Plan now 
 
OTHER MATERIALS: 
 Check out cleaning check list  
 Rental Property Inspection check list 
 PUD Association Agreement (if applicable) 
 Deposit Verification 
 Tenant Handbook Verification  
 



I. GENERAL RULES AND REGULATIONS 

 
 A. Part of your lease-  This RESIDENT HANDBOOK is part of your lease 
  and is legally binding on both parties.   
 B. The property-  You have leased a home…think of it as your own.  
  During the term of this lease, you are  in possession of the house and 
  yard.  Your obligations are similar to those of the property owner, and 
  you are expected to care for and maintain the premises. 
 C. Rental payments-  All rents are due and payable, in advance, on the  
  first day of each month.  Monthly bills will not be sent.  Auto draft is 
  available to all tenants.  Other payments should be in the form of a 
  check, money order, or certified funds. Credit cards are accepted with 
  additional fee.  Cash is not acceptable.  

 
Make payable to: 

 
Howard Hanna 

800 Newtown Road 
Virginia Beach, VA 23462 

 
Please mail your payment to the above address.  WRITE YOUR ADDRESS  on your 
payment to assure proper credit.  All accounting is done by the address of the 
property.  To avoid any late charges, please put your address on every 
correspondence with our office.  You may pay in person Monday through Friday 8:30-
5pm.  For your after hour convenience, there is a drop slot next to our office door. 
 
WE DO NOT ACCEPT POST DATED CHECKS 
 
Rents and other charges remaining unpaid beyond the 5th day of the month are 
delinquent and are subject to the Late Fee stated in your lease agreement.  Only one 
check in full payment of the rent will be accepted for each apartment/property, even 
though two or more persons may have signed the lease or occupy the property.  
  
 D. Contact Information-  All residents are required to provide our office 
 with their current contact numbers.  Even unlisted numbers must be provided.  
 You should include your numbers with your first rental payment and/or any  
 subsequent changes after move in to your property manager via email. 
 E. Returned Payments (NSF)-  The amount of any NSF checks, plus the 
 returned check charge as provided for in your lease must be paid in certified 
 funds or a money order within 24 hours of notification, or legal action may be 
 taken without further notice.  After a personal check is returned for insufficient 
 funds, you will be required to pay with money order, or certified funds for  t h e 
 remainder of your tenancy.  If your NSF check makes your rent payment late, 
 the Late fee stated in your lease will also be due and payable in addition to 
 any NSF fee.  Auto drafts will be treated in the same manner as other 
 payments. All amounts due must be paid in full at time of notification. 



 G. Keys and Locks-  Alterations or replacement of locks, installation of 
 additional locks, door knockers, mirrors or other attachments to the interior 
 or exterior of doors requires our prior approval.  PADLOCKS ON INTERIOR 
 DOORS ARE PROHIBITED.  If you are locked out of your  p r o p e r t y  a n d 
 require the use of a locksmith, you may not re-key or  replace the property 
 locks.  You may have the locksmith make duplicate keys for the current lock 
 set only.  We must retain keys to each lock of the property.  If we determine 
 that you have changed the property locks we may re-key these locks at any 
 time in the event that access is denied, and charge such action to you.  Copies 
 of the new keys will be available at the office during posted office hours.  All 
 keys are to be returned to us upon vacating the premises. One key per property 
 will be provided.  Additional keys may be made at the tenants expense.    
 H. Trash– All garbage, trash, and recycling materials must be placed in 
 appropriate containers and be accessible for the city to pick up.  Properties in 
 communities with private trash pick up must abide by that association’s rules 
 and regs. 
 I. Disturbances, Noise, and Nuisance– All tenants, residents and 
 guests are expected to conduct themselves in a way that will not offend or 
 disturb the neighbors or passers by.  Any activity that causes extreme or 
 excessive noise, traffic or disturbance of any kind is cause for eviction.  This 
 type of activity includes loud, lewd music, vulgar or profane language.  If music 
 or other sound can be heard outside the perimeter of the leased premises, it is 
 considered too loud.  Tenants are responsible for their guests. 
 J. Inspection Checklist-  Included in this  packet is a  Rental Property 
 Inspection Checklist.  We are providing this form for you to note the condition 
 of the premises, listing all defective items.  Please completely fill out the form 
 and return to Howard Hanna within five days of taking occupancy of your 
 newly rented property.  This same report will be used for the move out 
 condition comparison after vacating the premises.  



 If this report is not returned as outlined, under the North Carolina G.S. 42-
 42.76, the leased  property will be assumed to be in acceptable condition and 
 any defects brought to our attention after this date will be considered your 
 responsibility.  No exceptions will be made to this procedure.   
 K. Periodic Property Inspections– As part of our agreement with the 
 property owner, we will conduct routine inspections of the condition of the 
 property.  You will be notified of any problems, and given 15 days to remedy 
 them.  Any breach not corrected will be addressed as per NC 42-42.76. 
 L. Parking and vehicles– All vehicles shall be parked in assigned areas 
 (garages, parking lots, driveways, parking pads, etc.) or on the public 
 street where  allowed.  There is no parking on lawns, sidewalks, and other 
 areas not specifically designated for parking (including moving trucks).  All 
 vehicles must be registered, licensed, and operable at all times.  NO vehicle 
 repairs (except  minor repairs such as changing a tire) are allowed at 
 anytime.  NO oil fluid stains are allowed on the  driveways, walkways, or 
 any other area on the property.  Tenants must abide by all private parking rules 
 as they pertain to their rented property.  It is the responsibility of the tenant to 
 discover these rules and regs. 
 M. Guests-  Any person or persons staying more than three weeks each 
 calendar quarter will be considered occupants for purposes under your lease 
 agreement, unless prior written permission is obtained from us.  Only those 
 persons listed on the rental application have permission to occupy the premises.  
 You will be responsible for the behavior of your guests.  All  portions of the 
 lease agreement also apply to your guests.  
 N. Emergency maintenance/repairs– An emergency is when danger is 
 present or property damage has occurred or is about to occur.  Do not abuse 
 the emergency system with other types of calls.  To report an emergency, 
 call our after hours number (see reference page) and report the emergency to 
 the  office, or leave a message.  There are additional alternative  numbers on 
 the last page of the  Handbook for your use.  Be sure to report the 
 specific emergency and include your telephone  number in your 
 message.  If the  emergency involves a fire or similar 
 emergency, please notify the proper authorities at 911 before calling 
 Howard Hanna  
 O. Insurance– It is required that you have tenant’s/renters’ insurance.  A 
 copy of the declarations page of your policy is to be given to us during the first 
 month of residency.  Please notify your insurance company that  Howard Hanna 
 is the property manager/property owner’s agent and must be notified of any 
 change in your policy. 
 P. Pets– No pets, animals, snakes or birds, etc. of any kind are allowed 
 on the premises without the expressed written consent of the Landlord in the 
 lease agreement.  A pet deposit or additional rent may be required.  Violation of 
 this policy is  cause for termination of your lease.  
  



 Q. Planned Unit Development or HOA—  If you are renting a home that 
 is within a PUD (for example a condominium or town home) that is governed 
 by Association bylaws, you are responsible for abiding by these rules, 
 regulations,  and restrictions as set forth by the association. This includes, but 
 not limited to parking, trash, utilities, etc.  Failure to comply with HOA rules 
 and regs may have fines associated with them. 
 
 R. Video/television/satellite dish– Tenants are to make no additional 
 or auxiliary video/telecommunication or satellite dish installation at the 
 property without our prior written permission.  If you wish to make such an 
 installation, please advise us and we will provide you with the necessary 
 guidelines for such installation and our insurance requirements.  Most 
 companies require a written permission slip for such satellite installation. 
 Please call your property manager for this form.  Any damage incurred to the 
 property from wall mounted tv’s or other installation will be the responsibility of 
 the tenant. 
 S. Lease Termination—In the event that you desire an early termination 
 of your lease for reasons that are not Military related, Howard Hanna will do 
 our best to accommodate you.  We do however, protect the interests of the 
 Landlord at all times.  Therefore you will be responsible for the full term of the 
 lease until a new qualified tenant is procured.   
 When a tenant is procured, your date of termination will be determined  a n d 
 we will begin the move out process as stated in your lease  and  R e s i d e n t 
 Handbook.  All terms of an early termination are subject to  Landlord approval 
 and must be in writing. 
 T. Painting—All painting must be approved by Howard Hanna.  ANY
 painting in a house built before 1978 is prohibited. 
  
 
II. WHEN YOU FIRST MOVE IN 
 A. Get to know your property– When you first move in, locate the 
 breaker box and note the ground fault circuit breaker (some of these 
 are by the sinks or in the garage and not at the breaker box). Find where the 
 stove, hot water heater and air conditioner breakers are located...find and 
 locate the water  shut off valve for the house as well as the gas shut 
 off if the property is provided with gas service.   If these shut offs have 
 been covered over,  contact Management so they can be properly marked.  
 Also locate the water shut off for the hot water heater and under the sinks.  
 Locating these items now may eliminate damage later.  
 B. Put this handbook where you can find it– Before calling us, see if 
 the answer to your  question is in this handbook.  We love hearing from you, 
 however, we need to keep our time free for emergencies and other 
 urgent matters.   
 



 
III. MAINTENANCE, DAMAGE, & REPAIR 
 
You are expected to maintain the home and keep it in as good a condition as 
when you took possession.  Only repairs required because of normal wear and 
tear will be provided by us and/or the property owner.  You will be charged for 
repairs caused by your misuse or neglect. 
 
 A. Report Maintenance Requests in the Proper Manner– We would 
 like your maintenance request in writing and please be specific about the 
 problem.  Write clearly, legibly, and include a daytime phone number.  If you 
 are not contacted by a repair person within 48 hours (not including weekends 
 and holidays) after reporting a problem, please notify Management during our 
 office hours so that the call can be reassigned.  You may email your requests to 
 your property manager or fill out a maintenance request online at 
 www.williamewood.com 
 B. Who does what– All “breakdowns”, mechanical system failures and 
 structural defects must be reported to us immediately.  If an urgent repair is 
 needed (i.e. hot water heater is leaking), YOU  are responsible for stopping 
 further damage from occurring, if possible.  If there is a leak, stop the water 
 source immediately.  If the problem is electrical, turn off the breaker servicing 
 that appliance or area until the repairman arrives.  Once we have been notified, 
 we will make any reasonable repairs within a reasonable time.  You will not be 
 reimbursed for any unauthorized repairs that you make.   
 
 Examples of maintenance that you are expected to do at your own 
 expense: 
 replace light bulbs, torn or damaged screens, replace or repair cabinet catches, 
 broken glass, knobs or handles, re-light gas furnace or hot water heaters, treat for 
 fire ants and other lawn pests, keep flower beds weeded, edged and fresh 
 bedding, once a year and replace batteries in smoke detectors twice annually.  
 Please notify us if the smoke detector does not work.  Cleaning gutters are the 
 responsibility of the tenant.  
 
 Examples of repairs management will take care of at no expense to you: 
 
 Repairs to heat/AC systems from normal use; replace heating units for hot 
 water tanks from normal use; repair leaks in the roof; replace or repair any part 
 of plumbing which fails from normal use; remove broken electrical components; 
 repair/paint rotted wood (please notify us if needed); treat for termites.   Once we 
 have been notified,  we will make any reasonable repairs within a reasonable time.   
 
 Examples of repairs for which you will be held responsible: 
 
 Replace heating elements/hot water tanks if caused by empty tank; repairing 
 burst water pipes when caused by the tenant’s failure to maintain utility service; 
 any unusual damage or extraordinary wear on any floors, walls and/or  ceilings 
 caused by occupants, guests, smoking, or any unusual or unreasonable use; 

 damage to fences, outside  walls, shrubbery, trees or plantings. 



 C. Unauthorized Repairs– Do not make any repairs or authorize any 
 maintenance without our prior written permission.  All repairs must be 
 authorized by us.  In accordance with NC 42-42.76 rent cannot be withheld 
 because of needed repairs nor can the cost of needed repairs be deducted from 
 rent. 
 D. Light bulbs– At move-in, all light fixtures will be equipped with the 
 proper light bulbs.  All burned out bulbs are to be replaced during your 
 residency (including flood lights.)  Upon move-out, all lights must be equipped 
 with the proper number and kind of bulbs.  For decorative bulbs, all must 
 match.  Light bulbs must be 60 watts unless otherwise specified on the light 
 fixture.  
 E. Waterbeds-  Use of a waterbed is prohibited. 
 F. Walls and ceilings-  Please keep the walls of the home clean and 
 unmarred.  Do not paint or wallpaper the walls.  You are welcome to hang 
 pictures on the walls as long as the walls are clean and unmarred upon 
 vacating.  Use only the 30 lb. picture hanger pegs.  (These are found at most 
 hardware stores.)  All ceilings must be dusted/vacuumed regularly and clean 
 before vacating.   
 G. Vinyl floor coverings/hardwood floors-  With normal household use, 
 ceramic and hardwood floors may be washed with a solution of warm water and 
 soap.  A thorough cleaning is necessary three to four times per year.  Do not 
 use gasoline, benzene, naphtha, turpentine, or waxes containing these solvents.  
 Rubber heel marks can easily be removed with the proper product.  Do not 
 apply varnish, lacquer, or shellac to the floor.  You will be responsible for 
 damage incurred from the use of improper cleaning methods or solutions. 
 H. Carpet Care– Routine carpet care requires a thorough vacuuming at 
 least once a week to remove the soil from the carpet and keep pile erect.  
 Heavy traffic areas require more frequent vacuuming to eliminate the course 
 particles that can act as an abrasive on the fiber.  A motor driven brush vacuum 
 and a beater type vacuum cleaner is required if the home you rent has carpet.  
 Shampooing is usually required once a year and is your responsibility.  Before 
 moving in, the carpets are professionally cleaned and you must have them 
 professionally cleaned upon vacating.   
 
A copy of the cleaning company’s bill is  required at the time of check out.  
Please check with us before move out for a  list of acceptable cleaning 
companies.  Renting a shampooing machine will not  be acceptable.  Having 
the carpets professionally cleaned is required.  
  
 
 I. Appliance use - All appliances that are a part of the lease must remain 
 in place and used during the lease.  If the tenant wishes to utilize their own 
 appliances, this must be agreed in writing.  All appliances included in the lease 
 are the Tenant’s responsibility and must be reinstalled and working properly 
 prior to lease expiration unless otherwise agreed in writing. 
  
   



 J. Stoves -If the oven or broiler will not turn on, check the timer on the 
 stove.  Generally, the knob will pop out if the timer is off.  Turn the knob until it 
 pops out.  Instructions for other types are on the face of the stove.  Be careful 
 when cleaning the oven that the oven cleaner does not drop onto the cabinets, 
 countertop or floor.  Do not use oven cleaner on self cleaning ovens, or 
 continuous cleaning ovens. You will be charged for damage to an appliance by 
 improper use, cleaning maintenance or lack of maintenance. Glass cooktops 
 must be seasoned once a month with glass top protectant. The use of the 
 appropriate pots and pans is required.  Please check with the manufacturer for 
 recommendations. 
 K. Dishwashers– Use at least once a week.  The appliance seals may dry 
 and the motor may be damaged by long periods of non-use.  Clean the door 
 and check the bottom of the dishwasher after each use for items that may fall 
 from the racks.  CHECK around the outer door for food items falling from the 
 counter.  Only use soap products designed specifically for dishwasher use.  
 L. Garbage disposals– Garbage disposals are not for bones, greasy 
 items,  meat, pasta, or any other course, fibrous material.   Almost all disposal 
 jams can be avoided by keeping inappropriate items out of the appliance. 
 Misuse will be the responsibility of the tenant.  Prior to calling maintenance for 
 malfunction, check  the reset button under the disposal. 
 M. Washer/Dryers– Check hoses for leaks periodically.  If you are going 
 to be absent from the property for an extended period of time, turn off the hot 
 and cold water supply.  
 N. Heating—If your home has a heat pump for heating and air 
 conditioning,  the air coming from the vents will not be warm in the winter or 
 cool in the summer.  Heat pumps are designed for the temperature to be set 
 and then left alone.  Do not attempt to reset these controls or adjust them.  
 The air runs over the heating or cooling element, then gradually warms or cools 
 to the desired temperature.  During the extreme hot  or cold temperatures, the 
 heat pump may not keep the house as comfortable as you desire.  When the 
 heat index is high, the heat pump may not lower the inside temperature more 
 than about 10 degrees below the extreme heat.  Do not set the thermostat at 
 low temperature when the outside temperature is over 95 degrees.  If the 
 equipment cools too dramatically, moisture will freeze on the exterior and the 
 inside unit will “freeze up” and not produce and cool air.  If water drips from the 
 inside unit, it is usually due to a clogged condensation drain line. (Some 
 drains are easy to clean when a vacuum cleaner is used to  blow out the line.)  
 If the line becomes clogged or frozen, turn off the unit and  clear  the drain 
 line or allow the equipment to defrost.  If you allow a heat pump to run when it 
 has frozen up, the repairs damage incurred will the responsibility of the tenant. 
 If your home has fuel heat such as propane, kerosene, natural gas, or oil 
 it is important to maintain tank levels at reasonable amounts.  You, the tenant 
 will be responsible for empty lines due to non-payment of service, or allowing 
 the tank levels to become too low enabling dirt and debris to clog the line.  In 
 the event that service is called on for fuel lines to be bled, the tenant will be 
 responsible for payment of this fee. Locate the emergency switch for shut off. 



 If your home has electric baseboard heat usually it is fairly maintenance 
 free.   Vacuum the units frequently to keep their operation efficient, and make 
 sure that all furniture and curtains maintain a safe distance from the heat 
 source. 
 O. Air Conditioning—In cases of central air, filters should be changed on a 
 monthly basis.  Window units may or may not be included in your lease 
 agreement.  If they are not listed as an appliance on page one of your 
 Residential Lease, then they were left by the last tenant and will not be a repair 
 responsibility of the Landlord. 
 P. Smoke Detectors and Air filters—You need to have heat/ac filters 
 replaced once a month.  The TENANT is responsible for testing the  batteries for 
 the smoke  detectors at least monthly.  A good rule of  thumb is to  t e s t 
 your battery  each month when you pay your bills, and to change the 
 battery in your  smoke detector twice each year when the time changes. 
 WEW  does not  guarantee the effectiveness of any and all  equipment 
 installed in the unit  regarding fire prevention.  We allow tenants to do so at 
 their own expense,  but it  is the  responsibility of the tenant to maintain and 
 remove. 
 Q. Circuit Breakers—Circuit breakers move slightly when triggered.  It 
 may appear to be on when it has “popped” off.  To reset, turn the breaker to 
 the off position, then back on again.  If the ground fault circuit (GFI) breaker 
 detects even slight voltage changes it cuts the power during fluctuations.   They 
 are usually used for bathrooms, sinks, exterior plugs, garages and some 
 lights.  If you lose power to a plug near a water source, it is usually the GFI 
 circuit.  Most GFI’s located at the breaker box are marked with a red or yellow 
 button.  Many homes have the circuits at the plug or outlet cover.  Older homes 
 may have a fuse box –  either in the basement or on the exterior.  Be sure to 
 keep an extra supply of the appropriate  size fuses near the box for 
 replacement.   
 R. Extermination—Please report any pest problem within five (5) days of 
 possession.  If not reported in writing, it is agreed that premise has no 
 infestation of any kind.  Any future infestation of any kind will be your 
 responsibility.  You are responsible for reporting any suspected or known 
 termite infestation.  You are not responsible for termite control, and we assume 
 no responsibility for the control of roaches, mice, ants, fleas, bedbugs, rodents 
 or other pests. Please notify us if you suspect any termite or wood destroying 
 insects around the house or grounds.  You will be charged for any damage 
 caused by uncontrolled pests (i.e. ants and wasps building nests in the air 
 conditioning  unit as this can damage the unit)  
 S. Well—If the property you are renting water supply is by well, be aware 
 that in the event of loss of electricity you will also lose the ability to pump water 
 from the well.  It may be a good idea to have several gallons of water in supply 
 in the event of severe weather and power loss.  If you DO have electricity and 
 the water is NOT flowing properly, go to the breaker box and shut off the 
 breaker marked well pump and call the rental office.  If the water is discolored 
 notify the rental office. Water softeners and filtration systems shall be 
 maintained by the tenant.  All supplies to do so shall be the expense of the 
 tenant. 



 T. Septic— If the property you are renting has a septic tank be cautious in 
 knowing that a septic is meant for the disposal of human waste ONLY.  Paper 
 towels, grease, Christmas tree needles, disposable diapers and feminine, etc are 
 for the trash!  It is necessary to flush “good bugs” on a monthly basis to 
 promote good “septic health”.  These products can be purchased at a local 
 hardware store. 
 U. Trampolines—Absolutely no trampolines allowed.  
 V. Grills and chimineas– Use on any balcony is prohibited.  All grills 
 and source of flame must be kept well away from vinyl siding and other fire 
 hazards.  Storage of propane tanks in common condominium storage is 
 prohibited. 
 W. Yard Maintenance—Responsibility of the yard maintenance will be 
 spelled out in the Lease.  All children's’ toys, and clutter must be kept to a 
 minimum, and trash in its proper receptacles.  All furniture kept outside, must 
 be weather proof and intended for exterior use (no sofas on the front porch!). 
 
IV. CLEANING AND HOW TO’S 
 A. Minimum cleaning standards- 
 Keep windows and storm doors clean, inside and outside.  Interior cleaning at least 

once a month, exterior cleaning every six months.  Wash windows and screens 
quarterly. 

 Wash interior doors, doorways and walls in heavy traffic areas every 1-2 months. 
 Clean stove, drip pans, under drip pans, oven racks and drawer, broiler pan, hood, 

filter and vent biweekly.  Most drip pans and hood filters can be cleaned in the 
dishwasher. 

 Wet mop all hardwood floors, ceramic tile, and vinyl floors biweekly.  
 Dust baseboards, window sill, window grids, tops of windows, ceiling fans, doors, 

ceilings and corners of room monthly.   
 Clean AC/Heat air return grill often.  It helps the mechanical operation of the 

equipment.  
 Curtains and blinds should be cleaned or washed semi-annually.  Decorator drapes 

should be dry cleaned every 2 years. 
 Bathrooms should be scrubbed to include toilet bowls and base, sink, mirror, floor, 

bath tub, and shower (including walls) weekly.  Wipe out medicine cabinet, 
drawers and cabinets. 

 Drip pans must be replaced or—we will replace at the tenant’s expense 
 Self cleaning ovens—remove racks before cleaning and replace prior to inspection. 
 B. Counter tops & cabinets-Always use a cutting board and hot pads 
 when chopping, cutting or placing hot items on counter tops.  Do not use 
 abrasive cleaners on counter tops.  All unpainted cabinets need to be cleaned 
 regularly with a wood cleaner and treated with a wood preserver.  All cabinets 
 must be vacuumed out  and the drawer/ doors fronts cleaned as above 
 before vacating. 
  



C. Kitchen Appliances– Each kitchen appliance must be cleaned  regularly.  In 
particular, the stove and the drip pans.  Please do not put  aluminum foil on 
the drip pans.  Upon move out all drip pans must be new.   Please clean under 
 and behind the refrigerator.  If you do not clean all these  items regularly, it 
can cause excessive wear and tear, for which you will be  responsible.   

 
V. MOVING OUT 
 
You will need to verify in writing your move out date at least  60 days before 
your stated expiration date.  Your lease automatically renews unless you 
have given proper notice.   
  
 A. Marketing During the notice period– The property may be listed for 
 re-leasing or possibly sale.  The most probable showing hours are between 9 
 am and 6 PM.  The property must be available and in good showing condition 
 during the market time.   Illness is an acceptable reason for rescheduling of a 
 showing.  Inconvenience, out of town guests and no one home are not 
 acceptable reasons to reschedule.  You will be called prior to showing.  If  there 
 is no answer or voice mail capabilities, the call is still considered notice.  If 
 permission is given, we will call your work number.   A call to your primary 
 contact number is the usual and customary practice, and is considered notice.  
 Extra  effort is expected in keeping the house and yard  neat and clean 
 during marketing.   
  
Minimum showing conditions are… 
  All beds are made and rooms are neat. Floors are recently vacuumed, clutter 

 free, especially no piles of dirty clothes. 
  Kitchen and baths are clean, and sinks are clean and empty 
  TV is off or volume turned low so as not to be intrusive 
  Blinds/curtains are open and home is well lit (when possible) 
 
The better a home shows, the more likely it will rent quickly.  The faster a 
new resident is found, the less you will be bothered by our showings.  A 
home that shows well benefits everyone! 
 
 B. The move out/check out – The NC 42-42.76 allows you to be present 
 at the  check out inspection.  You must notify us in writing that you wish to be 
 present and we will schedule the inspection within 72 hours of the day you 
 return the keys to the office.  If you do not want to be present or fail to show 
 up at  the scheduled time, our inspection report will be final and you will not be 
 allowed back onto the property to correct any defects. 



 Inspections are made from 9 am to 4 p.m. Monday through Friday.  Please do not plan 
on an inspection to be made on the weekends or holidays.  They may take 45 minutes to 
1 1/2 hours, depending on the property.  

 Inspections are made only after you have completely vacated and the premises are 
cleaned. Carpets are to be professionally cleaned and dry (receipt required, chemical dry 
cleaning is unacceptable) and you are ready to turn the keys at the time of the inspec-
tion. 

 A room by room check will be made, including interior, appliances, windows, blinds, etc. 
 The check out cleaning check list is a cleaning guideline.  Upon receipt of your written 

notice to vacate, another copy will be sent to you.  Most tenants who use these guide-
lines receive their entire security deposit back. 

  
 C. Return of security deposit– THE SECURITY DEPOSIT MAY NOT 
 BE USED AS THE LAST MONTH’S RENT!!!   Your security deposit will be 
 refunded within 30 days from the date you return the property keys. The  
 following are the requirements for a full refund of your deposit: 
 
 You have left the premises clean and undamaged and followed the checklist procedures. 
 All walls are clean and unmarred.  (Homes are NOT painted between tenancies) 
 Have paid all charges and rents due (including utilities). 
 Have removed all debris, rubbish, and discarded all items from the premises. 
 Have provided a forwarding residence address and telephone number.  NO work ad-

dresses will be accepted. 
 Have an acceptable move out/check out inspection report. 

 
VI. EMERGENCY DISASTER PROCEDURES 
 A. Winter weather– Because Northeastern North Carolina does get winter 
 weather, snow and ice, be sure to listen to the radio or television and be  
 prepared.  Allow extra time in driving as the roads are usually slippery even if 
 there is a dusting of snow. 
 Be sure to stock an emergency supply of water & non-perishable foods.  Keep 
 and adequate supply of fuel in an appropriate container.  Be sure you have fuel 
 in your fuel tank.  Keep a flashlight, battery powered radio, extra batteries, a 
 first aide kit and extra prescription medications on hand.  Have kitty litter and a 
 snow shovel and emergency supplies in your car. 
 B. Flooding– There is little or no warning for rising water.  Country roads 
 bordering streams or deep roadway ditches can flood and become impassible.  
 Be careful when crossing low lying roadways and watch vehicles in front of you 
 to determine if you should attempt to drive through a flooded area.  When in 
 doubt, don’t go through running water as it is difficult to determine  w h a t  i s  
 underneath the water. 
 C. PLAN NOW– The key to safe and proper handling of any emergency/
 disaster is pre-planning and staying calm during and after the event.  Being 
 prepared is every individual’s responsibility.  Don’t rely solely on the authorities.  
 Take charge and plan now so you can be better prepared to take action when 
 the time comes.  Advance planning allows for fewer mistakes and greater  sa fe ty 
 for you, your family and the home you are renting. 
 



 
   HOOKUPS 
 

City of Elizabeth City                                                                         (252) 338-3981 

Dominion North Carolina Power                                                    (888) 667-3000 

Albemarle Electric                                                                (252) 426-5735 

Pasquotank County Water Department                                                    (252) 335-2240 

Camden County Water Department                                (252) 338-1919 

Currituck County Water Department                                    (252) 232-2769 

Perquimans County Water Department                                          (252) 426-8230 

Embarq (Phone)                                                     (252) 338-9811 

Time Warner (cable Elizabeth City)                      (866) 489-2669 

Mediacom (cable Camden)             (800) 334-5010 

Piedmont Natural Gas                       (800) 483-5702 

SCHOOLS 

Visit websites for each county. 

Currituck - http://www.currituck.k12.nc.us 

Camden - http://www.camden.k12.nc.us 

Pasquotank - http://www.ecpps.k12.nc.us 

Perquimans - http://www.pcs.k12.nc.us 

EMERGENCY 

Fire/Ambulance  911 

Poison   1-800-222-1222 

 

 

 

http://www.currituck.k12.nc.us
http://www.camden.k12.nc.us
http://www.ecpps.k12.nc.us
http://www.pcs.k12.nc.us



