


Bristile Properties


Resident Manual















1607 RR 620 N. Suite 900
Austin, TX 78734

Office – (512)394-6447
Fax – (512)532-6969
Email – info@bristileproperties.com
Introduction to Bristile Properties

Thank you for choosing to reside in one of the beautiful properties that we are fortunate enough to manage.  We are so very proud to have you stay within our portfolio and we will strive to make this entire process as pleasant and seamless as possible for you.

We have created several different policies and procedures to assist you in your stay with us.  These policies and procedures have been created to help us better serve you while you are a resident in our portfolio.  While we have tried to cover all aspects of renting a property with us, there is no doubt that some issues will come up that simply are not covered in this manual.  In the event that an issue arises that your manual does not cover, please contact our office and we will assist you with whatever you need.  We are always open to any suggestions that will help improve our service to you and we appreciate your feedback.

This manual, along with your lease, will assist you in understanding your responsibilities as a resident in our property.  A copy of this manual will be uploaded to your online account as well as stored on our website so that you will always have access to a copy.

The lease that we have chosen to utilize is the standard Texas Apartment Association lease for Residential properties.  We feel that this document provides the most protection for both the homeowner as well as you, the resident.  We encourage you to read and understand the lease as this will help dissolve any issues that could come up during your stay with us.  We simply ask that you treat the home as it is your own home, respect the property and your neighbors, and always be proactive in communicating any issues that you see or find with the property.  We are very fortunate to represent one of the nicest management portfolios in all of Austin and our clients expect that we will keep their investments in excellent condition.  I want to personally thank you for helping us accomplish that goal.

Glad to have you,

[image: ]

Aubrey Brisendine
President/Owner
Bristile Properties







General Information Regarding Your Home

Office Hours and Location

Our office hours are Monday – Friday from 9:00 a.m. to 5:00 p.m.  Our office is located at the Oak Grove Plaza at 1607 RR 620 N. Suite 900 Austin, TX 78734.  Please feel free to call or drop by our office during these hours to discuss any and all matters.  Our main office line will roll over to an answering service or have a voice mailbox available for after hours call and for instructions on maintenance emergencies.  We have instructed our Emergency Maintenance Provider to only respond to emergencies as classified in your lease.  Non-emergency items will be handled during regular business hours after a written request has been filed with our office or through your online account.

You’re Moving In

So you’ve signed your lease and picked up keys!  You are about to enter into your new home, what a great feeling!  We hope that you are as excited to be a part of our portfolio as we are to have you.  Please be sure to locate the following critical features of your property upon your move-in:

· Breaker Box & GFI Breaker
· Main Water shut-off
· Water shut-offs for water heater, sinks, and toilets

If you have any issues with any of the above, please contact our office.

Inventory and Condition Form

Please take time to thoroughly walk the property and note any pre-existing issues with the property.  If the form is not returned within 48 hours of your move-in the home will be considered to have been delivered in excellent condition and you will be held liable for any damage above normal wear and tear.  We strive to keep our properties in excellent condition but please realize that you lease the property in as-is condition unless otherwise noted on your application or lease.  Our clients are not obligated to make any repairs except for those that could affect the health or safety of an ordinary resident.  You should make note of any carpet stains, wall damage, nicks, burns, etc.  

Payment of Rent

Your rent must be received in our office on the due date stated in your lease.  If that date falls on a weekend or a holiday, you should make arrangements to have it delivered during our normal business hours listed earlier in the Handbook.  Our residents are allowed to pay rent through our online management software also.  We accept checks, money orders, or cashier checks.  Cash is not accepted – NO EXCEPTIONS.
Grace Period and Late Fees

Per your lease, there is a grace period allowed for you to get your rental payment submitted to our office through one of our accepted methods of payment.  After the grace period expires late fees will begin to be charged to your account.  Any rent that is accepted after the grace period has expired must be paid in certified funds – no personal checks are accepted after the grace period has expired.

 Insufficient Funds

In the event of a check being issued and the account has insufficient funds to cover the amount listed, you will be charged the Insufficient Funds Fee listed in your lease plus all late fees incurred from the time your grace period expired until the time that sufficient payment is received in our office.

If your rent is not received in our office, we will begin the formal eviction process.  These proceedings will be initiated by the issuance of a Notice to Vacate.  When the notice is sent, you will also incur an additional fee as stated in your lease to cover the administrative costs of your notice.  

We ask that you pro-actively communicate any issues with your payment or any delays in payment that you expect to occur with our office.  This pro-active communication may or may not stop additional fees from being charged but it will help our staff in the decision making process of filing an eviction.

Other Helpful Reminders:

Communication – It is understood that any notice sent to or received from one resident is deemed as communication to and from each resident.

Renter’s Insurance – We encourage each of our residents to obtain renter’s insurance.  Policies can vary but most cover loss due to fire, theft, flood, leaks, etc.  It is vital that you understand that the Homeowner’s insurance policy will not protect your belongings.  Renter’s insurance is required if you have an aquarium in the property or a water bed or any other type of water furniture.

Utilities – All utility provider contact information is listed on our website under the Resources tab.  Deposits for service may be required with some utility providers.

Contact Information – Please keep us informed to any changes in your contact information.  You can update your contact information by calling our office, emailing info@bristileproperties.com or by logging into your online account.  It is critical that we have up-to-date contact information for you in the event of an emergency regarding your home.



Maintenance Requests and Repairs

Service Requests – All maintenance requests must be submitted in writing.  If issues are noticed upon your move-in, please submit a written request attached to your move-in condition form within 48 hours of taking possession of the property.  Submitting a service request does not guarantee that the request is going to be remedied.  The owner is only required any issues that affect the health and safety of an ordinary person.  There may be delays in response to maintenance requests when approval is required from the owner.  In some cases, a vendor may be required to visit the home to assess the damage, prepare an estimate, and then get approval from the owner.  This can be a drawn out process and we ask for your patience.  In the event your home is under some type of home warranty, delays can occur as we cannot control any third party vendors or service providers.  You will be charged for damages that were caused by negligence, misuse, or not understanding how to properly use any equipment within the property.

Unauthorized Repairs/Holding Rent – Any repairs to the property must be approved by Bristile Properties unless they are your responsibility per the lease.  If you perform or have a vendor perform a repair without permission you will be responsible for any and all fees associated with that repair.  If you have received written approval for a repair, you will be reimbursed upon receipt of an invoice from the vendor.  You are not allowed to deduct any expenses from your rent.  You are not allowed to not pay your rent because you feel there is an issue with the property.  If you do so, you may be evicted.























General Maintenance Issues and Procedures


Water Leaks – Per your lease, you are required to notify our office immediately when you notice a water leak.  Water leaks can cause significant damage to your property if allowed to go unnoticed or not handled quickly.  We greatly appreciate your prompt attention to any issues that you think could result in water damage.  Failure to notify our office of a water leak can result in you being held liable for damages.

Hot Water Heater – We do not light pilot lights or gas appliances.  If you have any appliances that are operated off of gas and you cannot light the pilot, you may call your own service provider to do this.  We strongly suggest a carbon monoxide detector in your home if you have gas appliances.  You must keep the hot water drain clean of all debris to avoid clogging.  Notify us of any Water Heater leak immediately.

Air Conditioners – We require filters to be changed once per month.  If there is damage to coils or coils need to be cleaned due to a dirty or missing filter you will be charged for the costs associated.  Please keep the exterior HVAC units free of any debris that may obstruct airflow.  If you have a water leak at the water pan, this indicates a clogged drain line.  Please notify us immediately to avoid additional damage.  If a drain line leak is found, please immediately shut off your unit until it is cleared.

Plumbing – You are responsible for keeping all sinks and toilets open.  In the event of a clog it is your responsibility to fix it.  Any delay in fixing the problem that result in damage to the property will be your responsibility.  If a plumber is called to the property and determines that the issue was your fault, you will be held responsible.

Fireplaces – The use of and maintenance related to any fireplace is your responsibility.  Do not burn anything in the fireplace other than oak wood.  Do not use your fireplace for cooking or for burning trash.  Never leave a fire going and unattended.  Notify management of any issues related to your fireplace before starting a fire.

Smoke Alarms – The batteries to your smoke alarm should have been replaced before you moved in.  Please test the batteries immediately upon your move-in and every month after to insure they function properly.  We suggest changing the batteries at least twice per year.  Smoking is not allowed inside any of our homes – NO EXCEPTIONS.  If it is determined that your home was smoked in during your stay you will be charged all expenses to get the smell removed.  This can include the entire property being repainted, carpets being cleaned or replaced, etc.  Please smoke outside and dispose of your cigarette butts responsibly.

Light bulbs – All electrical fixtures should be properly equipped with light bulbs.  It is your responsibility to replace bulbs during your occupancy.  Upon your move out, it is your responsibility to insure that all fixtures have the proper wattage and working lights installed.  You will be charged per light for any that are missing or burned out.

Maintenance for Winter Months:

Please leave your pipes and faucets dripping during any time in which a freeze may occur or turn off the water at the main shutoff valve and fully drain your pipes and appliances and fixtures if you plan to be gone to avoid freezing pipes.  You will be held 100% responsible for any damages that occur from freezing pipes.  It is critical that you follow the instructions provided in this manual.

Freeze Prevention - Should subfreezing weather be forecast water pipes may freeze and break unless preventative action is taken.  If any pipes freeze, water may have to be cut off in your home.  If there is widespread pipe breakage across the city, it could be days before the problem can be fixed and your home be supplied hot and cold water.

Below are steps that you should take to help avoid any issues:
· Leave the heat on 24 hours a day at a temperature of no less than 65 degrees. Keep all windows closed. Open the cabinet doors under the sinks to allow heat to enter.
· Drip hot and cold water 24 hours a day at a rate of 1 drop per second. If freeze is
	severe let water run at a steady pencil lead size stream.
· If you have a clothes washer, especially one on an outside wall or outside utility room, garage, or storage area; follow these steps:
	·  Turn both the hot and cold water lines off.
	·  Disconnect these water lines from the back of the washing machine.
	·  Place both the water lines into the drain pipe behind the washing machine.
	·  Turn both water lines back on so that a steady drip or pencil lead size stream
	(depending on severity of the freeze) is coming out.
	·  When you want to wash clothes remember to reconnect the water lines.
· Leave all drains open, including lavatories, sinks and bathtubs. Bring in potted or
	hanging plants. Place water in several closeable containers for water supply in 	case lines freeze despite above precautions being taken.
· Notify management if you will be gone over a time when freeze is possible.
· Make arrangements with a neighbor to perform the above functions for you if you will be out of town. In cases of severe freeze, our personnel would not be able to travel to your home to perform those functions for you.
· Notify management IMMEDIATELY if you see water running from under your walls or from your building, or if you hear flowing or spraying water from inside the walls and turn off water at the main shutoff valve.

Damage to your personal property - If the pipes in your home or any adjoining units freeze or break, there can be substantial damage to your property, the adjoining property, and the owner’s property. You will be liable should you fail to take the above precautions. This is especially important to you if you or your adjoining neighbors do not have insurance. The owner’s insurance does not cover damage to your personal property. You are encouraged to buy renter’s insurance to protect your belongings from damage from fire, water and similar hazards. 

Maintenance and Instruction for Appliances

Oven/Stove – Your oven and stove are to be used only for cooking.  Do not use your oven or stove as a room heater.  You will be held responsible and charged for any misuse of the oven or stove.  We encourage you to keep the a sheet of foil along the bottom of your oven and off of the burners to help keep the unit clean.  If your stove has drip pans, you will be charged for new drip pans if they are dirty upon your move-out.

Dishwashers – If your dishwasher does not turn on, please check to see if there is a master switch on the wall.  Sometime these switches will be located on the wall, just inside the cabinet, or underneath the sink area.  If your property has a dishwasher, we require you to use it.  If damage occurs due to non-use you may be charged.  

Disposals - Please always check to make sure that nothing is sticking out of your disposal.  Never stick your hand or any other body parts in your garbage disposal.  Your garbage disposal is to be used only for the purpose in which it was created.  Do not put anything down the disposal that it was not created for.  Bones, grease, fat, meat, peelings, lemons, limes, etc.  If the motor buzzes, turn the switch off and un-jam the disposal.  A special tool may be required and your local hardware store should carry this tool.  There is a reset button on the bottom of the disposal.  You will be charged if a maintenance service request is submitted and the disposal is only jammed or clogged. 

Refrigerators – If your home has a refrigerator, the lease states that it is your responsibility to maintain and repair it.  Refrigerators operate best if they the coils are kept free of dirt.  Please vacuum them at the same time you change your A/C filter every month.

Washer and Dryer – If your home has a washer and dryer provided please be cautious not to overload the units.  Overloading can cause the unit to become unbalanced and not function properly.  Only use the washer and dryer to wash clothes.  Do not put any other objects in the washer or dryer.  Only use laundry detergent that is safe for the washer.  Clean and replace the filter before every use of the dryer.  Failure to follow these instructions can result in your being held liable for damage to the units.













Exterior Maintenance of Your Home

Lawn Care – Unless otherwise noted in your lease you are responsible for all lawn and grounds care.  This includes cutting the grass, fertilizing, trimming shrubs, keeping beds properly mulched, edging walkways, curbs, and driveways; and keeping your roof and gutters free of debris.  You are also required to regularly water your lawn so that it remains healthy during the summer months.  If your home is part of a Homeowner’s Association they can be very strict.  If lawn violations and fines occur you will be held responsible.

If you have a pet and the pet cause’s paths through the grass, digs holes or anything else that result in damage to the lawn you will be held responsible.

Pest Control – Except as noted in your lease agreement, you are responsible for pest control.  Termites and other wood destroying insects are the responsibility of the homeowner.  Please immediately notify our office if you notice what you believe to be termites or carpenter ants.  Please make sure to treat any insect beds in or around your HVAC units.  If insect damage occurs to a HVAC unit, you will be charged for the repairs.

Fence – Please notify us of any damage that occurs to any fence located on your property.  Damage that occurs to fences that is caused by pets is your responsibility.


Emergency Maintenance Repairs and Procedures

An emergency is typically considered any issue that may cause fire, flood, or harm to a resident. The Fire Department & Water Company can quickly respond to most issues.

Fire or Smoke - In the event of fire or smoke immediately call 911, the fire department, and then our office.  

Water Leak - An uncontrolled water leak is an emergency, a slow drip is not.  Before calling us shut the water off at the appliance, toilet, or sink; or shut the main water valve off.  This will be located close to the street with a metal lid.

Gas – A gas odor is an emergency.  If you suspect a gas leak, immediately contact the gas company and they can turn the gas off.  Call our office after you have contacted the gas company.  You should not stay in the property if you suspect a gas leak.  Please leave the unit and let us know how you can be reached.

Electrical Short Circuit – If you suspect an electrical short circuit, do not use the switch or fixture.  Immediately go to the breaker box and turn off the breaker that goes to the faulty electrical circuit.  After flipping the breaker off, contact our office.
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