	
	
	
	
	
	
	

	Apartment #
	 
	
	
	
	
	

	
	
	
	
	
	
	

	Tenant
	 
	
	
	
	
	

	
	
	
	
	
	
	

	Date for key pickup
	 
	
	
	
	
	

	
	
	
	
	
	
	

	Money owed at key pickup
	 
	
	
	
	
	

	
	
	
	
	
	
	

	Leases signed
	 
	
	
	
	
	

	
	
	
	
	
	
	

	Renters Insurance
	 
	
	
	
	
	

	
	
	
	
	
	
	

	Laundry card agreement
	 
	
	
	
	
	

	
	
	
	
	
	
	

	copy of photo ID
	 
	
	
	
	
	

	
	
	
	
	
	
	

	Duquesne Light transferred
	 
	
	
	
	
	

	
	
	
	
	
	
	

	Remind to fill out card in mailbox for mail delivery
	 
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Keys
	 
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Town of McCandless

9955 Grubbs Road

Wexford, PA 15090

412-364-0616-Ext. 110 Joanne / email: tenantreporting@townofmccandless.org      
NEW/EXISTING RESIDENT INFORMATION

Names of All Tenants Living at Residence (If under 21 yrs. old include birthdate)

Apartment/Townhouse Address

____________Royal Manor Drive, Apt. _________________________

               Allison Park, PA 15101          
Move In Date   ________________ 

Tenant Signature____________________________________________________

LEASING OFFICE TO COMPLETE

Move Out Date________________

Forwarding Address (if available): 

Pursuant to Section 329.06 of the Codified Ordinances of the Town of McCandless and Act 511 of the Commonwealth of Pennsylvania, all owners of rental property located within the Town, to submit the name and addresses of all persons occupying such property within fifteen (15) days of occupancy. The list shall include all tenants whether their names appear on the lease or not. Any owner of rental property who fails to comply with the provisions of Section 329.06 of this article shall be fined not 

more than five hundred dollars ($500.00) for each offense and costs.                                                                                         
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	TENANT INFORMATION UPDATE FORM 2025

	BUILDING #
	 

	APARTMENT #
	 

	DATE
	 

	 
	 
	 
	 
	 
	 

	TENANT #1
	 
	TENANT #2

	NAME
	 
	NAME

	CELL #
	 
	 
	 
	CELL#
	 

	PLACE OF EMPLOYMENT
	 
	PLACE OF EMPLOYMENT

	EMAIL ADDRESS
	 
	 
	EMAIL ADDRESS

	 
	 
	 

	
	
	
	
	
	

	PLEASE LIST NAMES AND AGES OF ANY OTHER AUTHORIZED OCCUPANTS

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	
	
	
	
	
	

	PLEASE LIST VEHICLE (S) - MAKE/MODEL, COLOR & TAG NUMBER, PARKING PASS NUMBER

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	

	PLEASE LIST PETS- NAME, TYPE

	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	
	 

	TENANT RENTERS INSURANCE INFORMATION

	COMPANY NAME AND POLICY #
	 
	
	EFFECTIVE DATES

	
	
	
	
	
	

	EMERGENCY CONTACT-  PROVIDE NAME, ADDRESS & PHONE NUMBER OF SOMEONE NOT LIVING WITH YOU

	NAME ADDRESS, PHONE
	
	
	

	EMAIL ADDRESS
	 
	 
	 
	 

	
	
	
	
	
	


Tenant Inspection Sheet

Tenant:_________________________________________

Building/ Apartment #:_________________________________________

Move in date: _________________________________________

Home Phone number: _________________________________________

Please inspect your new apartment carefully. All possible steps have been taken to provide you with the best living accommodations. Should you notice any imperfections, please list them below and return this form to the office within THREE days of your move-in-date. This form will be kept on file and taken into consideration if/when you terminate your stay at Royal Manor Apartments. 

	Kitchen
	

	Living room/ Dining Room
	

	1st Bath
	

	2nd Bath
	

	Master Bedroom
	

	Second Bedroom
	

	Den
	

	How was the cleaning of your apartments?
	


Signed _______________________


Date ________________
GENERAL RULES AND REGULATIONS
Cats are permitted with approval of Royal Manor Management.  There is a fee of $25 per cat with a maximum of 2 cats in an apartment.

All types of pets must be approved at the office.

Dogs are NOT permitted at Royal Manor.  The only exception is service animals that Belong to tenants that have the proper paperwork approved at the office.  Dogs are not permitted on the property or in the buildings at any time.  This is a lease violation and can result in eviction.

There is a recycle dumpster located next to building 8842.  Cardboard, cans, plastic, and bottles can be inserted in this dumpster.  Garbage is NOT to be placed in this dumpster.

Hookah pipes are not permitted at Royal Manor Apartments 

Do not use anything sticky on the tub walls or place stickers anywhere in your apartment on walls, the fridge, mirrors, cabinets, or anywhere 
Do not use the 3M sticky strips or any type of sticky hanging item on the walls or anywhere else on anything that belongs to Royal Manor 
Bikes, Shoes, boots, umbrellas etc.  are not to be stored in the hallways.  They are a tripping hazard.  They must be placed inside your apartment.

When doing laundry in the buildings and the laundry room, please promptly remove your items and clean up after yourself as soon as they are done.  Other tenants are waiting to use the machines. Please clean up
When parking……. park between the lines only.  If there is not a line on both sides of your car…..you are not in a parking space.  Do not park in a fire lane. Do not park in a handicap spot unless you have a Handicap License plate or placecard issued by the State. 
Do not put rocks in door to block them open.  It damages the door frames.

Do not litter!  Do not throw trash in the grass or parking lots.  Take your trash with you and throw it away.

Do not throw your cigarette butts on the ground.  Take pride in where you live and pick up  your cigarette butts and take them with you to dispose of.

All trash must be placed inside a dumpster. 

_______________________________________________________________________________________________________

All windows are to have white blinds or curtains facing outside.  You can put whatever you want on the inside, but outside must be showing white.

Please be courteous of your neighbors.  Noise at night carries and can bother your neighbors.  Please keep the noise at a minimum.    No one wants to hear your music.  When you are coming home late at night and have your music blasting in your car……. everyone can hear it.   Please turn it down while arriving at the complex.

THANK YOU!  ROYAL MANOR MANAGEMENT
______________________________        _____________________________________

Tenant Signature



Tenant Signature









     
Additional Information:
                      ●
Laundry is card operated and located on the first floor of your building.

           ●
Telephone Number – Please provide a current telephone number and email address and update us immediately if changed. We need to be able to reach you easily in the event of an emergency.

· Repairs – General- Repair requests can be called into our office at any time. If we are not in, please leave a message including your building address, apartment number and a telephone number where you can be reached. You may also submit repair requests via email at  Joanne@royalmanorapartments.com
· Emergency- All emergencies before or after office hours can be reported to 412-364-7400 and leave a voicemail or email joanne@royalmanorapartments.com 
· Plumbing- Tenants will be charged if sewer lines are obstructed due to negligence of the tenant. Tenants are also responsible for keeping a plunger on hand and plunging clogged toilets.

· Lock-Out Service – Lock out fee is fifty dollars and must be paid at the time services are rendered.

· Lock Replacement- tenants are not permitted to change or add any locks or locking devices. If new locks are installed, they will be removed immediately at the cost of the tenant.

· Vehicles –all motor vehicle must be kept in good repair and in current state inspection. If vehicle is not in inspectable form or has missing exterior parts or flat tires, the management will have the vehicle towed at the owner’s expense
· Cable Services- Cable installation of any kind is not permitted without written authorization from the office. Under no circumstances may a satellite dish be attached to our building in any way. 
· Grills – There are several charcoal grills located in picnic areas around the complex.  There is to be no grilling on patios or decks.

Rental Payments

Rental Payments Options:

· You can pay thru your online portal that was set up with your application.  

· Drop off to our office by check or money order only (we do not accept cash).

· For afterhours rent payments use the 24-hour mail slot located to the right of our office door.

· Mail rent by check or money order only, to our office address: Royal Manor Properties, LLC, 8900 Royal Manor Drive, Alison Park, PA 15101

· Schedule a direct withdrawal payment through your personal bank to be sent to our office. Please allow up to 10 days for this method.
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[image: image3.jpg]Accidents in the home are common, as we
all know. And many of these can happen
when you're cooking. A few common-sense
measures can protect you and your family
whether you are preparing an elaborate
dinner or a quick snack. Follow these

few DOs and DON'Ts to help keep your
kitchen safe.

How to help PREVENT cooking fires

DO stay in the kitchen
when cooking on your
range. Many cooking fires
are the result of absentee
cooks.

DO turn pan handles
away from the cooktop
edge. A bumped handle
can cause spills that can
result in painful burns.

DO supervise children
when they work in the
kitchen. DO stress safety
when teaching children
to cook.

DO wear short or
close-fitting sleeves when

cooking. DO keep your

apron securely tied.

DO keep cooktop
surfaces clean. Grease
buildups can catch fire.

DO keep flammable
fabrics away from
elements or burners. DO
provide cool, well-ventilated
storage for cleaning fluids
and solvents. DON’T keep
gasoline in the house.

DO have a smoke
detector in your home.
DO check it monthly to
make sure it is working:
replace batteries when
necessary.

How to PUT OUT cooking fires

DO call your Fire Department
immediately. Dial 911 to
reach Emergency Services
in most communities.

DO cut off air to a
grease fire by covering it
with a pan lid. DON’T
remove the lid until the

pan cools. DO turn off the

element or bumer.

DO close the oven door and
turn off the heat to put out

‘ E / a fire in the oven.

DO have a fire
extinguisher of the
correct type and make
sure you know how to
use it.

DO put out other cooking
fires by smothering them
with baking soda. DON’T
use water or flour to put out
a cooking fire.

DO keep this folder in
a safe, easily accessible
place so you can refer to
it if you should have
a cooking fire.





TIP SHEET ON MOLD

It is our goal to maintain the highest quality living environment for our residents. To help achieve this goal, it is important to work together to minimize the potential for conditions that could lead to the growth of naturally occurring mold.

Residents can help minimize mold growth in their apartment homes by taking the following actions:

· Open windows. Proper ventilation is essential. If it is not possible to open windows, run the fan on the apartment air-handling unit to circulate fresh air throughout your apartment.

· In damp or rainy weather conditions, keep windows and doors closed.

· If possible, maintain a temperature of between 50 and 72 degrees Fahrenheit within your apartment at all times.

· Clean out and dust your apartment on a regular basis as required by your lease. Regular vacuuming, mopping, and use of environmentally safe household cleaners is important to remove household dirt and debris that contribute to mold growth.

· Periodically clean and dry the walls and floors around the sink, bathtub, shower, toilets, windows, and patio doors using a common household disinfecting cleaner.

· On a regular basis, wipe down and dry areas where moisture sometimes accumulates, like countertops, windows, and windowsills.

· Use the pre-installed bathroom fan or alternative ventilation when bathing or showering and allow the fan to run until all excess moisture has vented from the bathroom.

· Use care when watering houseplants. If spills occur, dry up excess water immediately.

· Thoroughly dry any spills on carpeting.

· Do not overflow closets or storage areas. Ventilation is important in these spaces.

· Do not allow damp or moist stacks of clothes or cloth materials to lie in piles for an extended period of time.

· Immediately report to the management office any evidence of a water leak or excessive moisture in your apartment, storage room, garage, or any common area.

· Immediately report to the management office any evidence of mold growth that cannot be removed by simply applying a common household cleaner and wiping the area. Also report any area of mold that reappears despite regular cleaning.

· Immediately report to the management office any failure or malfunction with your heating, ventilation, air-conditioning system, or laundry system. Do not block or cover any of the heating, ventilation, or air-conditioning ducts in your apartment.

· Immediately report to the management office any inoperable windows or doors and/or any musty odors in your apartment. 

· In cold weather months it is important to make sure your furnace filter is changed every month.
Refer a friend to the

ROYAL MANOR and put 

$300 

back in your pocket!
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412-364-7400
New tenant must sign one year lease. Referral bonus will be deducted from your rent.
Laundry Care and Tips

All Royal Manor washing machines are HE machines!

1. Always, use detergent made for high-efficiency (HE) machines, and use the minimum amount (more is not necessarily better).  Regular detergents produce much more suds, and over time, can build up a film on the drum and hoses that become a breeding ground for mold, and may even mechanically or electronically damage the machine.  Read the label carefully –some detergents are marked “HE compatible”, but still produce lots of suds, which is difficult to rinse out as your high-efficiency machine uses less water.  

2. Use less or forego liquid fabric softeners (one teaspoon will soften a whole load).  Same for bleach (one tablespoon for concentrated bleach, two tablespoons for regular).  Remember, high efficiency machines use less water, so fewer products are needed. 

3. Remove finished loads immediately, DO NOT let damp clothes sit in the machine (this provides an ideal breeding environment for musty smells and mildew).  Care should be taken to ensure pets or children do not climb in. 

4. When not in use, leave the door of the washer ajar, to improve air circulation inside the machine and to prevent the buildup of mold and mildew.

5. Always remove all lint from the lint trap after each use of the dryer to ensure full flow and air and to prevent fires.
Directions for using the washers & dryers:

Washers:

Add your HE liquid laundry detergent-no more than the detergent containers cup full or the number of pods called for. The detergent must be HE detergent or it will not clean your clothes properly and it will leave a residue in the washer and ruin it.

Add clothes.

Close lid.

Select your cycle on the left side.

Insert your laundry card on the right side.

Press start on the left side.

Dryers:

Transfer your clothes in the dryer, you may use dryer sheets of your choice, however, NO liquids are to be used in the dryers at all!

Close the door.

Select your drying cycle on the left side.

Insert your card on the right.

Press start on the left side.
LAUNDRY ROOM RULES & REGULATIONS

Please do not overload the machines. It is ok to wash Queen comforters or smaller, however only wash 1 at a time. Do NOT place any comforter larger than a queen size comforter in the machines at any time.

Please ONLY use the correctly measured amount of detergent per load. You can measure your soap in the lid provided on the detergent or according to the amount on the package.  Overuse of detergent will cause the machines to malfunction and or break.

Absolutely NO rubber or Nylon in the dryers. This includes nonslip/rubber backed rugs. This also includes shoes. Absolutely, no shoes are to be inside any of these machines at any time!

Please remove clothes promptly from the washer & dryer after use.

Please remove lint from the lint trap after every use and place it in a garbage can. Check inside under the lint trap for small clothing that could be missed when pulling your clothes out of the dryer.

Please wipe down the washer & dryer after each use.

If you spill something, please wipe or sweep it up immediately.

Please dispose of your detergent containers properly in your own trash or if they’re recyclable, the recycle dumpster. The laundry room garbage cans are not for personal use. They are for laundry room lint and small trash items from doing laundry use only.

Nothing at all should ever be left in the laundry room overnight or unattended. Please stay with your clothes.

Absolutely no climbing in or on the machines at any time.

Please respect your neighbors right to a clean & pleasant laundry facility. This facility is intended for resident use only. Anyone caught violating these rules will lose privileges of this facility.

When selecting your wash cycle, the soil level is considered the amount of dirt that is on your clothes. The lite load is the normal $1.50, which is normal. The medium and heavy soil loads cost $1.75.

DO NOT PUT YOUR CARD IN THE MACHINE UNTIL YOU HAVE SELECTED ALL OF YOUR WASHING/DRYING OPTIONS FIRST. IT WILL SOMETIMES CHARGE YOUR CARD TWICE IF THE CARD IS INSERTED BEFORE SELECTIONS!

If a machine is not working properly or you have a concern, during regular business hours, please speak to someone in the main office. If there is not an emergency and it is after office hours, please email the office or call and leave a voicemail.

If there is a leak or other kind of extreme emergency, during office hours, CALL the office. If it is

after business hours please call the maintenance

emergency line at 412-315-5253.

Royal Manor is not responsible for any lost, damaged, or stolen items, including lost laundry cards. Royal Manor is not responsible for any refunds or laundry card money.
Royal Manor Office


  412-364-7400

Duquesne Light


   412-393-7100

Xfinity/Comcast- Beth


  412-789-5971
	AFTER HOURS EMERGENCY MAINTENANCE

	
	

	     In case of an emergency after office hours, i.e. gas leak, water leak, no heat, the following number should be called 412-364-7400 and leave a voicemail or email joanne@royalmanorapartments.com. Office hours are Monday –Friday from 9AM to 6:30PM and Saturday from 10AM to 4PM.

	

	

	
	

	      For minor problems, please call the office at 412-364-7400. Our voicemail will receive your message after hours. Please speak clearly, leave your building address and apartment number as well as a phone number where you can be reached. Our maintenance staff checks the voice mail each morning at 9AM.

	

	

	


Garbage Disposal Do’s and Don’ts
Proper maintenance and operation will extend the life of your garbage disposal and prevent plumbing and drain mishaps. 

Good Practices Today Can Prevent Major Plumbing and Drain Problems Tomorrow!

If you have a garbage disposal in your kitchen, you know that it is a great appliance that makes household duties less demanding. But if not operated or maintained properly, a garbage disposal can easily break down, block, and clog the drains and cause a long list of expensive plumbing and drain nightmares.

Clogged drains are a major inconvenience and garbage disposal repair can be a costly proposition. Fortunately, most garbage disposal troubles are completely unnecessary, and garbage disposal care and maintenance is extremely easy. Treat your garbage disposal well, and it will treat you well, in return. Below, we describe the mistakes you should avoid and the actions you should take in order to keep your garbage disposal working smoothly for many years and minimize the likelihood  that you’ll need to call for plumbing or drain cleaning services.

Garbage Disposal Do’s:

· Do keep your garbage disposal clean. Pour a little dish soap inside and let the garbage disposal run for a minute or so with some cold water after washing dishes. 

· Do run your garbage disposal regularly. Frequent use prevents rust and corrosion, assures that all parts stay moving and prevents obstructions from accumulating.

· Do grind food waste w/ a strong flow of cold water. Why cold water? It will cause any grease or oils that may get into the unit to solidify, so that they can be chopped up before reaching the trap. 

· Do grind certain hard materials such as small chicken and fish bones, eggshells, small fruit pits, etc. A scouring action is created by these particles inside the grind chamber that cleans the garbage disposal’s walls.

· Do grind peelings from citrus fruits such as lemons or oranges to freshen up drain smells.

· Do cut large items into smaller pieces. Put them into the garbage disposal one at a time instead of trying to shove a large amount in at once. Garbage Disposal Don’ts:

The most important rule of thumb: Don’t Put Anything in The Garbage Disposal That Is Not Biodegradable Food.A garbage disposal is not a trash can; it’s for food scraps only. Nonfood items can damage both blades and the motor. When in doubt, throw it out!

· Don’t grind glass, plastic, metal or even paper. 

· Don’t grind anything combustible. 

· Don’t grind cigarette butts

· Don’t pour grease, oil or fat into your garbage disposal or drain. Grease will slowly accumulate and impede your garbage disposal’s grinding ability as well as clog drains. 

· Don’t use hot water when grinding food waste. Hot water will cause grease to liquefy and accumulate, causing drains to clog.

· Don’t grind extremely fibrous material like corn husks, celery stalks, onion skins, and artichokes.  Fibers from these can tangle and jam the garbage disposal motor and block drains. 

· Don’t turn off the motor or water until grinding is completed. When grinding is complete, turn off the garbage disposal first. Let water continue to run for at least 15 seconds, flushing out any remaining particles. Then turn off water. 

· Don’t put too many potato peels down the garbage disposal. The starches in the potatoes will turn into a thick paste and may cause blades to stick. 

· Don’t put large amounts of food down the garbage disposal. Feed food into the garbage disposal a little at a time with the cold water running; this will help the food scraps flow down freely through the drainpipes and plumbing. 

· Don’t put expandable foods into your garbage disposal. Foods like pasta and rice expand when you add water in a pot; they do the same thing once inside your pipes or garbage disposal and are the cause of many jams and clogs.

· Don’t grind large animal bones (beef, pork etc.). 

· Avoid putting coffee grounds down the garbage disposal. They will not harm the garbage disposal and they’ll actually help eliminate odors. However, they can accumulate in drains and pipes, causing clogs. Best to avoid.

· Don’t use harsh chemicals like bleach or drain cleaners. They can damage blades and pipes. Borax is a natural sink cleaner and sanitizer that effectively works on odor-causing mold and mildew that accumulates in garbage disposals. (See more below).
Keeping Your Garbage Disposal Running Problem-Free

Ice is an extremely effective and inexpensive method for cleaning your garbage disposal, sharpening the blades, and breaking up any grease build-up which has accumulated. Just toss a few ice cubes into the garbage disposal and run it. As the garbage disposal chops into the ice cubes, the ice chips will effectively scour all the hard to reach areas of the unit and melt down the drain. Try this once or twice a month to keep your garbage disposal in fine working order.  

To Remove or Prevent Nasty Garbage Disposal Smells

Here are some natural methods to clean your garbage disposal that are good for the environment and very inexpensive.

· Periodically, take a lemon or orange and toss it into the disposal. The oils and juice from the fruits and peels naturally clean the walls inside the garbage disposal and create a fresh, long-lasting scent.

· Freeze vinegar in ice cube trays and run those down the disposal. This will keep your blades sharp while safely killing odor-causing bacteria.

· For stubborn odors pour baking soda into the drain and let it set for several hours before running the water and garbage disposal. 

· For stubborn odors, use a safe cleaning product like Borax. Just pour 3-4 tablespoons of Borax down the drain and let it sit for an hour. Then turn on the hot water and flush the borax away.

Tips For Caring For Your Floors

Laminate Flooring

1. Use a dust mop, soft bristle broom or a vacuum cleaner with suction only to remove dust, dirt, and loose particulate on a regular basis.

2.  Avoid wet-mop cleaning with water or liquid cleaners.

3.  Carefully remove stubborn stains (like paint, oil, tar, or markers) with acetone-based fingernail polish remover.

4. Wipe up spills and spots immediately with laminate floor cleaner applied directly to a clean white cloth.

5.  Use ice to harden tough substances like wax or chewing gum, and then gently scrape with a plastic scraper or a credit card. Wax, polish, oils, soaps, detergents, shine enhancers, or varnish should not be used on laminate.

6.  Placing mats in high-traffic areas—in front of vanities, kitchen sinks, and stoves.

7. Fit felt tips to the feet of your furniture.

8.  Avoid cleaning machines like spray mops, steam cleaners or mops, or power cleaners.

9.  Always avoid mopping with water and dry up any water spills immediately.
Hardwood Flooring

1.  Vacuum or sweep regularly with a soft-bristled attachment or broom in high-traffic areas.

2.  Do not use vacuums with a beater bar or power rotary brush head.

3.  Fit felt tips to the feet of your furniture.

4.  Keep pets’ nails trimmed and their paws clean.

5.  Wipe up spills and spots immediately with hardwood floor cleaner applied directly to a clean white cloth.

6.  Use ice to harden tough substances like wax or chewing gum, and then gently scrape with a plastic scraper or a credit card. Avoid walking on floors with spiked or damage-heeled shoes.

7.  Resist wet-mop, damp-mop, or cleaning your hardwood with water or other liquids.

8.  Do not use oil soaps, liquid or paste wax, or other household products containing lemon, citrus, or tung oil, or silicon to clean floors.

9.  Stay away from harsh cleaning aids like steel wool pads, any scouring pads containing metal, or scouring powders.

10.  Do not use 2-in-1 cleaners that contain acrylics or urethane polish to restore gloss.
Carpet Flooring

1.  Always treat the affected area immediately.

2.  For a food spill, gently remove as much solid material as you can, add water and blot, using detergent sparingly if needed. Then, using the highest suction function, vacuum back and forth, adding more water to the stain as you go until completely clean.

3.  Vacuum your carpet regularly to prevent soil from embedding itself in the pile.

4.  Depending on the type of carpet you have, you will want to use a vacuum with a rotating brush, a beater bar, or suction only.
5. Use scissors to clip sprouts and snags. Do not pull them—you might damage the carpet.
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POSTAL SERVICE .

No name no mail — only names listed on
green card will be delivered. This includes
business names and aliases. If in the future
residents move out or move in. you must
notify your letter carrier

the green vacant card in your mailbox
must be filled out to start delivery of your
mail.

Pickup - Mail should be removed from
mailbox at least every 3 days. If your
mailbox fills up with mail your mail will be
held 10 days and then returned to the
sender as “moved left no address”. A vacant
card will be placed in your mailbox. You will
need to refill that card out.

Hold mail — mail can be held 3 to 30 days

Outgoing mail - if you put outgoing mail in
your mailbox you need to put a sticky note
on the outside of the box that says
“outgoing mail inside” or it may not get
picked up.

Apt. # - make sure you use your apartment
number! If you transfer to a different apt.
you need to still fill out a change of address
or mail addressed to your old apt. may be
returned to the sender

Mailbox door — if your mailbox door is open
or unlocked your mail will be held until it is
shut and locked or up to 10 days and then
returned to sender.

Marijuana — marijuana is federally illegal
and if the building has a strong smell of
marijuana your letter carrier may not feel
safe and will not deliver the mail that day.
They may also be uncomfortable breathing
in someone else’s prescription drug, have
allergic reactions too or have strong
religious convictions against using such
substances. Please respect these reasons.
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We have received the card that will give us access to the Card Service Center located in the office entry. This card will allow me/us to operate the Card Service Machine and also the washer and dryer.


We understand that the loss of this card will result in a $5.00 fee to replace and that upon moving from the complex the card must be returned to management, otherwise a $10.00 fee will be deducted from my/our security deposit. 





Signed ________________________________			Date ________________


Signed__ ________________________________			Date ________________


Signed ________________________________			Date ________________
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