[image: image1.jpg]



RESIDENT HANDBOOK
100 Timber Lane, Shippensburg, PA 17257

717-532-7991
717-532-6396 fax
timberhill@rentpmi.com
Visit us on the web at www.rentpmi.com
Property Management, Inc. welcomes you to your new home at Village of Timber Hill.  To help with a successful residency, please become familiar with the following rules and regulations. Please keep this in a convenient place so you can refer to them when needed. These rules and regulations are an addendum to your rental agreement.  Residents agree to comply with this addendum as an extension of their rental agreement.   

Welcome to the Village of Timber Hill! 
PROPERTY MANAGER:

Jonathan Miller
717-532-7991
Office located at:  304 N. Fayette Street, #500, Shippensburg, PA  17257

OFFICE HOURS:
8:00 a.m. – 5:00 p.m.




Saturday by appointment

KEY POINTS OF YOUR LEASE

1. Rent is due on the 1st of every month.  There is a 5 day grace period.  Any rent received after that date will be subject to a 10% late charge.  Please be aware that we accept rent payments during our regular business hours.  Your payment must be made by check or money order.  We do not accept cash.  All checks should be clearly marked with your address. Make your check or money order payable to the Village of Timber Hill.  
There is a $35.00 charge for any returned check.  The Village of Timber Hill does offer online payment options and credit card payments, however there may be additional fees associated with credit card payments.  For more information please contact the office.
2. Any damage to the property caused by a resident, resident’s family or resident’s guest will be repaired and costs billed to the resident.

3. Resident understands and agrees that management may enter a resident’s apartment from time to time to inspect and maintain equipment, appliances, and safety conditions.  Advanced notice will be given whenever possible but is not required.

4. Resident is responsible for checking their smoke detectors from time to time.  If they are not working, residents are responsible for replacing the battery.  If they do not work after replacing the battery, contact management immediately.

5. Dumpsters are not to be used for disposal of household furniture such as box springs, mattresses, etc.  If you have large items to dispose of you please contact the office to make arrangements for pick up.  
6. Local and State Ordinances prohibit the parking of unlicensed and/or uninspected vehicles on the property.

7. No locks are to be changed without written permission from management.

8. Absolutely no additional heating devices are permitted.  These would include kerosene heaters, wood stoves, space heaters, gas heaters, etc.  Using the oven as additional heat is not permitted.

9. Hanging laundry to dry on the exterior of the buildings or grounds is not permitted.

10. Resident and resident’s guests are to respect the No Parking Zones and Handicapped Parking.  Violators will be towed at the owner’s expense.  

11. Resident and resident’s guest/s are to observe the speed limit of 15 MPH throughout the community.

12. Renters insurance is required.  Management is not responsible for damage to your personal property.  This includes if there is a leak, fire or damage from another unit.  
13. Satellite dishes are not permitted without a signed satellite addendum to the lease. They need to be within 3 feet of the building and on a post.

MOVE INS

All arrangements concerning move in procedures must be made through management.  Prior to your move in, you must call to connect utilities. All persons 18 years of age or older living in the apartment must be on the lease – if occupants are added or changed - prior approval must be given by management and a new lease must be signed.
MOVE OUTS

An inspection is required on your apartment when you move out.  We request that you are present for this inspection.  You must notify the utility companies of your departure, utilities may not be switched into our name until we receive your keys. Management must have a forwarding address. At the time of notice you will be given a list of cleaning instructions which must be followed.  All carpets must be professionally cleaned upon move out and a receipt must be provided to management or arrangements made with the property manager for other options.
MAINTENANCE CALLS

All maintenance problems must be reported to the rental office as soon as possible.  Letting problems go may result in more damage or a bigger problem.  Please report non-emergencies during office hours.  To report emergency maintenance issues after hours, weekends and holidays, please call (484) 616-0270 and you will be given instructions who to call.  

DECORATING

You may decorate your apartment as you wish as long as the wall color, carpet or any alterations are not made.  Feel free to hang pictures; please do not use adhesive tape.

TRASH

There is no limit to the number of trash bags, however do not put large household items in the dumpster.  Mattresses, box springs, sofas, etc. cannot be placed next to the dumpster.  Residents must make arrangements with the office for bulk pickup.  If the dumpster is full, use another dumpster; do not place trash bags on the ground along the side.  Residents are responsible for maintaining both the inside and immediate outside area of their unit.  If you desire to place lawn furniture make sure that it is properly secured and can not blow around.  Make sure to properly dispose of any unwanted or unsightly items in a timely manner.  While Village of Timber Hill maintains the lawn care we do ask that residents make every effort to keep the outside looking nice and tidy.  Please make sure to help pick up any trash or other unwanted items left laying around.  
CABLE

Each unit is supplied with an ample number of cable outlets.  Under no circumstances should the outlet be removed from the wall.  No additional outlet may be installed anywhere without the permission of management.
TOILET

Do not use the toilet for the disposal of trash, food, cigarettes, sanitary napkins, paper towels or other such items.  These items may cause blockage and management will pass on the charges to the resident for the services provided.  Do not use any bluing agent or cleaner in the toilet tank.  A suggestion would be to purchase a plunger if you do not already have one.

PLANTING FLOWERS

Those of you with a green thumb who enjoy planting are welcome to plant flowers. Flowers can only be planted in the mulched areas in front of your home.
SNOW REMOVAL

After three (3) inches of snow, we have a contractor plow our parking lot.  You must move your vehicle for the plow; we will not shovel around your car.

PETS
Pets are permitted including dogs weighing 50 pounds or less at full growth and cats, maximum of two per unit.  Breeds of dogs considered aggressive are not permitted including, but not limited to, pit bull, German Shepard, Doberman, etc. A pet lease addendum must be completed regardless when the pet moves in. A $300, per pet initial pet fee is required and a monthly pet fee of $40.00 per pet is charged for as long as there are pets residing in the unit. It is the pet owner’s responsibility to control the pet at all times and to clean up after it. The owner is liable for any damages or injuries caused by the pet within the unit, the building and/or common areas of the property.  Dog leads, leashes, chains, etc. are not permitted to be installed anywhere on the property.  Residents will be given a violation for not cleaning up after their dog or having leads, leashes, chains, etc.    
WATER BILLS

The Borough of Shippensburg invoices the property quarterly for the water usage at each individual apartment. We then, send you a copy of the invoice to be paid to the Rental Office at your earliest convenience. You will receive a bill in January, April, July, and October.

VILLAGE OF TIMBER HILL MAINTENANCE PROCEDURES
Please report all maintenance issues to the office and we will schedule the repair as soon as possible with our staff. In some cases we may hire an outside contractor and we will inform you when they will be coming to your unit.  
Maintenance emergencies are life, safety and property damage threatening situations stemming from the property which require immediate corrective action regardless of time of day.  The following situations constitute a maintenance emergency and are legitimate cause for call for weekend, holiday, and after weekday hour service:
WE DO NOT RESPOND TO LOCK OUTS AFTER HOURS.  Feel free to come to the office if you are locked out during normal business hours and we will assist you. If it is after hours you will need to contact a locksmith

1. NO HEAT – During the heating season or cold weather. To be legitimate grounds for “after hours” service, there must be no heat.  If the heating unit simply needs adjustments to improve performance it is not considered a maintenance emergency – this should be reported to the office the next business day.
2. WATER LEAKS/OVERFLOW/SEWER BACK-UP – If this situation is to the point of being on the verge of damaging the unit or personal property, it is a legitimate emergency.  If the leak is a minor drip and is not getting worse and can be “contained with a bucket”, then this is not an emergency.  Slow draining sinks is not considered legitimate “after hours” emergencies

3. NO WATER – No water is a legitimate emergency.  Check with your neighbor to see if they have water. Sometimes the water company may turn the water off without giving any notice.

4. NO ELECTRIC – This is a legitimate maintenance emergency.  First check your breakers to make sure they haven’t been tripped or check to see if other units may also be experience an outage.  If it is contained to your unit please call the emergency maintenance number provided.  
5. SMOKE/FIRE – CALL 911 or the FIRE COMPANY IMMEDIATELY.
6. Furnace: Please read and follow the furnace manufacturer’s guidelines for optimum performance.  In addition, the below guidelines should help you obtain maximum performance of your furnace during the winter months.
Winter Months

· Set the thermostat at the temperature you prefer.  Do not routinely turn the thermostat up and down, as the furnace will give you unsatisfactory operation and poor comfort conditions.

· Supply registers and/or returns should not be blocked.
· Furnace turns on automatically if temperature continues to drop
· When the outside temperature drops below 30 degrees, the unit will run constantly.  This is normal.  Also, your indoor temperature may drop three degrees below your thermostat setting because the system control is changing within the thermostat.  If you require the temperature where it was originally, move the control three (3) degrees higher until the unit starts its normal operation.

· It is not recommended that you lower your thermostat temperature setting at night.

UNDER NO CIRCUMSTANCES SHOULD THE THERMOSTAT BE TURNED OFF AND THEN IMMEDIATELY TURNED ON AGAIN.  THIS QUICK CYCLING CAN AND WILL BURN OUT THE CONTROLS IN STARTING CIRCUITS AND ALSO IN THE COMPRESSOR.  IF THE THERMOSTAT IS TURNED OFF, DO NOT TURN IT BACK ON FOR AT LEAST THREE (3) MINUTES
ANY OTHER SITUATIONS WHICH THREATEN DAMAGE TO THE PROPERTY, SAFETY, OR LIFE MAY ALSO BE LEGITIMATE MAINTENANCE EMERGENCIES.

TO RECEIVE EMERGENCY MAINTENANCE “AFTERHOURS”, YOU MUST TAKE THE FOLLOWING STEPS PRECISELY AS OUTLINED:  (NEXT PAGE) 

VILLAGE OF TIMBER HILL
 EMERGENCY MAINTENANCE PROCEDURES

1. During weekday office hours you must report the problem to the manager, either in person or by phone, so that management may address the problem.  If you have a non-emergency maintenance request, please call (717) 532-7991.  You can also submit a non-emergency work order request on the resident portal.  
2. If you have an emergency after hours please call the emergency service at (484) 616-0270.  Be prepared to give a detailed message.  You will be instructed to call the answering service to report the problem and the on-call maintenance technician will call you.
VILLAGE OF TIMBER HILL
IMPORTANT PHONE NUMBERS
Office & Property Manager –
717-532-7991
	Utility Telephone Numbers

	
	
	
	
	

	Company
	
	Phone Number
	
	

	Penelec (Electric)
	
	1-800-545-7741
	
	

	Comcast
	
	1-800-266-2278
	
	

	Central Penn Gas
	
	1-800-652-0550
	
	


Sewer and Trash is included in the rent.
Water bills will be sent to you quarterly from the property manager.
	Emergency Telephone Numbers

	
	
	
	
	

	Service
	
	Phone Number
	
	Location

	Emergency
	
	911
	
	

	Fire, Police, Ambulance
	
	717-532-7361
	
	Shippensburg

	After Hours Answering Service
	
	484-616-0270
	
	


