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Welcome to our community!  We are pleased that you have chosen to make your home with us.

This Resident Handbook is designed to orient you with your apartment community.  Please keep it handy.  Many questions you may have can be answered here.

This community is managed by Jupiter Communities, L.L.C.  It is our desire to provide the highest quality living environment possible for our residents. 
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I.  FAIR HOUSING STATEMENT

Jupiter Communities, L.L.C. is committed to compliance with all Federal, State, and Local fair housing laws.  Your community policies are designed to provide for consistent and fair treatment of all residents in the spirit of these laws.

The staff at your community has a legal obligation to treat each individual in a consistent manner.  Please do not put them in the difficult position of denying a request for an exception to a written policy.

Thank you in advance for your cooperation.
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II.  COMMUNITY STANDARDS OF OCCUPANCY

All new residents in your apartment community meet the same non-discriminatory qualification standards based on income, employment, credit and rental history.  The maximum number of occupants allowed in each size apartment is posted in the Leasing Office and is included in the Community Policies section of this handbook.  The term “occupant” refers to all persons within the apartment.
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III.  PACKAGE DELIVERY

It is our pleasure to accept your packages from the mail service, UPS, or overnight express services under the following conditions:

· Packages will only be accepted if you have signed a Package Release form.

· Please do not ask us to be responsible for C.O.D. deliveries.

· Please do not ask us to be responsible for packages delivered in a damaged condition

· Please do not ask us to be responsible for perishable items left in the office.

· Occasionally the number of packages may become too great for adequate storage in                    our office.  At such times, our staff may deliver these packages inside your apartment or return them to the carrier.

· Our staff may ask for identification before releasing packages.

· You will be asked to sign a Package Log when you pick up your delivery.
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IV.  MAINTENANCE EMERGENCIES

All maintenance requests must be submitted to the leasing office by phone at (815) 385-8600 or faxed to (815) 344-6797.  If it is after business hours you may leave a message on our voice mail detailing your maintenance request with your full apartment number and daytime phone number.

Maintenance requests will be completed in a timely manner and attended to as soon as possible.  Non-emergency requests will be completed between 9:00 a.m. and 5:00 p.m., Monday through Friday, excluding holidays.

Only emergency maintenance requests will be handled after office hours.  We define EMERGENCIES as situations that present a danger to people or our property.  Please see the below examples of an emergency.

· Fire

· No electricity

· No heat (When outside temperatures are below 50 degrees)

· No air conditioning (When outside temperatures are above 90 degrees)

· No water

· Commode not functioning (When only one in the apartment)

· Alarms malfunctioning

· Flooding

· Broken Pipes

After office hours emergency maintenance requests ONLY can be reported by calling the regular Leasing Office phone number and following the instructions given for maintenance emergencies. The on-duty maintenance employee will respond as quickly as possible.
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V.  KEYS AND LOCKS

The care and maintenance of the keys and locks to your apartment is of critical importance.  Your apartment community does not have a “master key” which fits all apartment doors.  Each apartment is separately keyed and randomly coded to reduce the risk of unauthorized entrance.  Your apartment manager is careful to monitor the use of keys to your apartment community and limits their use to authorized personnel only.

We will not allow anyone to have a key to your apartment without your prior written permission.  This includes family, friends, delivery and repair services.

Additional policies regarding keys and locks include (sorry, but we cannot accept cash):

· Our staff will be happy to make a duplicate set of your apartment keys for a $25.00
charge.  

· If you lose your apartment keys or wish to have your lock changed, we will do so

for a charge of $50.00 per lock, which will include one ( 2 ) keys.

· After office hours, resident must call a locksmith, AT THEIR OWN EXPENSE for   lockouts.  Another option is to page the maintenance team and they will come out and let you in for a charge of $35.00(Cash).

· Take precautions with your keys.  Do not hide a key outside your home.  Do not    

give your keys to acquaintances. Do not put your address on your key ring.  Keep your car keys and apartment keys on separate rings.

· Your apartment is provided with latches on every window and a deadbolt on every 

exterior door.  If your apartment has a sliding glass door, it is equipped with a handle latch.  We strongly recommend that you keep all windows and doors locked at all times.  Immediately upon move in, check all of the above and report any broken, missing or unserviceable items to the leasing office.

· You may add additional protection for your sliding glass door by adding a stop bar 

in the tracks.  This would be at your own expense, and risk.
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VI.  SAFETY

As stated in your Apartment Lease contract and in the Security Guidelines for Residents, the apartment community provides no guarantee of personal safety and security.  We do not provide professional security services for residents or their guests.

For this reason, we strongly recommend that you:

· Obtain adequate renter’s insurance coverage for your personal belongings.

· Obtain adequate automobile insurance coverage

· Practice the tips outlined in the Security Guidelines for Residents.

If you notice any suspicious activity, call the police immediately.  DO NOT call the Leasing Office until you have contacted the police.

If you have a noise complaint concerning a neighbor, we recommend the following procedure:

· First, speak to your neighbor yourself.  They may not be aware of the disturbance.

· Second, if the problem persists, contact the Leasing Office.  Please call the office during business hours so that we can monitor the situation.

· Third, contact the police.  These calls are considered low priority, but they will respond.

For your personal safety and protection, do not allow strangers into your apartment.  Your apartment community does not allow door-to-door solicitors of any type.  If solicitors bother you, please call the Leasing Office.

The maintenance of the exterior lighting at our community is an important part of our maintenance program.  If you notice that lights are out, please contact our leasing office during business hours, and we will handle your request as a priority.
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VII.  CHILDREN

Children under the age of 18 are not allowed to swim without adult supervision.

If a member of our staff sees a child playing in a manner that is physically dangerous or damaging to the community, that staff member may escort the child home and inform the parents of the situation.  If the child cannot be identified or is unsupervised we may keep the child in the office until the parents are located or call the authorities.

Parents can be held personally responsible for property damage caused by their children.  Parents and guardians must be very careful when entrusting their children to others.

Since unattended children are at great risk for injury or abduction, please teach your child personal safety rules.  Our community policies do not allow parents or guardians to leave children under the age of 10 without adult supervision.  We are obligated to report unattended children to child protective service agencies.

Children under 18 years of age are not permitted in the following areas unless accompanied by an adult resident 21 years of age or older:

· Exercise rooms

· Clubhouse

· Holding ponds

· Creek areas

· Construction areas

· High voltage equipment areas or mechanical room

· Pool area
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VIII.  FIRE
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We recommend the following:

· No more than one DuraFlame in the fireplace at any time.

· Let cooking grease cool and pour into a metal can.

· Monitor children carefully.  Do not let children cook on the range with out adult supervision.

· Keep lighters and matches out of the reach of children.

· Avoid cooking while intoxicated, medicated or sleepy.

· Rather than trash cans, use an empty coffee can to dump your ashtrays into.

· Be careful with hot coals and ashes from fireplaces.

· Do not remove your smoke alarm.  Test alarms monthly to make sure they are still functional.

· Do not put gas operated tools or vehicles (motorcycles) inside the apartment or under the stairwells.

· Do not use any unauthorized BBQ grills in the pool area.

Fire laws and insurance requirements prohibit the use of charcoal BBQ grills in breezeways, balconies, or patios.  Lighter fluid and flames are potentially hazardous to items such as boxes, furniture, and the building.

IX.  FREEZING WEATHER

In the event of severe, freezing weather, your apartment community will post FREEZE ALERT signs and will distribute instructions to reduce the risk of frozen pipes.
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X.  DECORATING

The staff at your apartment community works hard to maintain your community’s attractive appearance.  We ask that you assist us in the following ways:

· All window coverings must show a white background when viewed from outdoors.  This restriction includes both drapes and blinds.  Foil is not permitted in the windows.  Holiday decorations are allowed but must be removed within two weeks following the holiday.

· No structural changes or additions may be made to the exterior of the building including patios and balconies.

· Since the appearance of patios and balconies affect the appearance of our community, patios and balconies may not be used for the storage of trash, boxes, tires, auto parts, broken furniture, etc.  The management reserves the right to monitor the décor and appearance of your patio or balcony.

· No alterations may be made to the front door or entrance to your apartment other than a décor wreath.  We encourage you to use a front door mat, but we will remove mats that are not designed for outdoor use such as carpet scraps or automobile mats.

· Inside your apartment, you have the freedom to decorate in any manner such as painting walls, hanging pictures, etc – with management’s approval.  However, in order to receive a refund on your security deposit, you must return the apartment to its original condition.  If you fail to do so, you will be charged appropriately.  This includes the removal of shelf-paper, tub or shower decals, shelf brackets, hooks, towel holders, or paint sealers to cover dark or unusual shades of paint.
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XI. APARTMENT TRANSFERS

Occasionally residents choose to transfer from one apartment to another within an apartment community.  A transfer will be handled one of these ways:

If your current lease term has not expired:

· Management will walk your current apartment

· You must give a written 60 day Notice of Intent to Vacate your present apartment

· You will pay a $500.00 transfer fee at the time you give notice

· You must provide the required security deposit for the new apartment you have chosen

· The security deposit (less any cleaning and damage charges) on your current apartment will be mailed to your new address within 45 days. 

If your current lease term has expired:

· Management will walk your current apartment.

· You must give a 60 day written Notice of Intent to Vacate your present apartment.

· You must provide the required security deposit for the new apartment you have chosen.

· The security deposit (less any cleaning and damage charges) on your current apartment will be mailed to your new address within 45 days.
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XII.  RENTAL PAYMENT

Although your rental payment policies are stated in your Apartment Lease Contract, we will explain them further here:

· All rent is due on the 1st of the month and is late on the 6th.

· You may pay your rent the 2nd through the 5th without penalty.

· If your rent is received in the office after the office opens on the 6th of each month, you will be charged a late fee of $50.00.  If the rent is still not received the following morning you will be charged and additional $5.00 for each additional day your rent is late.  These fees are still applicable for weekends and holidays, and due to Fair Housing non-discriminatory practices, no exceptions can be made for any reason.
· No personal checks can be accepted for rental payments after the 5th of the month.  We will only accept your rent with any applicable late payment(s) in the form of a cashiers check or money order.

· We can only accept personal checks from a resident listed on the lease.  No checks will be accepted if they are drawn on a company account or if they are written by a non-resident.  Bank drafts are not accepted.

· A $50.00 fee plus applicable late charges will be assessed on all checks returned by the bank for any reason.  Checks will not be re-deposited.  Returned checks must be cleared by cashier’s check or money orders within 24 hours of notification.

· After we receive two returned checks, we will no longer accept personal checks for the rent on your apartment (or any other charges).  You must pay by cashier’s check or money order.

· Rental payments may be made after office hours by dropping your check or money order in the night drop slot located on the west end of the clubhouse.

· No cash will be accepted at any time for rental or other reasons.
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XIII.  PARKING

Your Apartment Lease Contract allows the apartment management to regulate the manner and time of all parking.  Our obligations to all residents require that we apply these policies fairly to benefit the greatest number of residents.

General parking and vehicle policies are:

· Motor homes, campers, boats, trailers and other recreational vehicles are not permitted.

· Inoperable vehicles will be towed at the resident or visitor’s expense.  “Inoperable vehicles” includes any vehicles with flat tires, severe damage, expired license plates or expired inspection stickers – these vehicles will be tagged by the management staff with a 72-hour warning.  The problem must be corrected or the vehicle removed from the community within the three-day period.

· Residents may change a flat tire while the vehicle is parked at our apartment community.  However, all other repairs and maintenance are prohibited to prevent damage to the parking areas.

· Vehicles which are parked illegally such as in a fire lane, on the grass or sidewalk, or blocking a trash dumpster may be towed without notice 24-hours a day.

· Motorcycles or other motor vehicles may not be parked in breezeways or patios.

· For everyone’s safety, bicycles and tricycles may not be ridden in the parking area.

· Vehicles parked in fire lanes and handicapped parking spaces are subject to towing without notice and tickets.
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XIV.  MOVING

Your apartment community’s move-out policies are outlined in your Apartment Lease Contract, however we will clarify them further.

In order to receive a full refund of your apartment security deposit, you must follow all of these procedures:

· Fulfill the complete term of your current lease contract.

· Give a 60-day advance notice in writing to a member of the office staff in the Leasing Office.  We strongly recommend visiting our office in person and completing a prepared form rather than slipping a note through the night drop.  Using our form will provide you with written documentation verifying your notice to vacate and will outline potential charges for cleaning or damages.

· Pay all rent and charges through the scheduled day of your move-out.

· Remove all personal belongings from the apartment and follow the Move-out Cleaning instructions to thoroughly clean your apartment.  If you have changed the décor of the apartment, return it to its original condition.

· Provide the Leasing Office with a complete forwarding address.

· Return all keys, including key cards, parking passes and garage door openers if applicable, to the Leasing Office.  We strongly recommend that you call to schedule a member of our office staff to accompany you on an inspection of your apartment to determine its condition and verify an estimate of your refund.


XV.  MOVE-OUT CLEANING INSTRUCTIONS

KITCHEN:

· Refrigerator – Defrost, clean, wash and disinfect all surfaces.  Turn refrigerator temperature control down to lowest setting, do not turn off.

· Range – Clean all surfaces to remove grease and burned-on particles.  Thoroughly clean knobs and polish chrome surfaces.  Clean underneath burners.

· Vent Hood – Clean all surfaces to remove grease and burned-on particles.  Remove, clean and reinstall filter.  Do not attempt to clean secondary charcoal filter!

· Dishwasher – Remove debris and wipe inside surfaces.  Clean and polish the front panel including knobs.

· Sink – Scrub and clean sink with appropriate cleanser.  Clean garbage disposal insert or gasket, cover and sink strainer.  Polish faucet set.

· Cabinets and Drawers – Remove all lining material, wash and disinfect all shelves and interior surfaces.  Clean and shine countertops and cabinet fronts.

· Other Appliances – If your apartment has been equipped with other appliances such as a microwave oven or trash compactor, please clean these appliances similarly to those described above.

· Thoroughly clean light fixture covers, electrical outlet covers, and switch plate covers.

· Clean areas between appliances, walls and cabinets.

· Floor – Sweep and scrub.

BATHROOM:

· Bath/Shower – Thoroughly clean tile, porcelain or fiberglass surfaces.  Polish 

faucet sets and chrome.

· Commode – Remove disinfectant devices from the tank.  Clean and disinfect all 

surfaces.

· Sink – Clean and scour sink.  Polish faucet set.

· Clean mirror
· Cabinets, Drawers, Medicine Cabinet – Remove all lining material, wash and 

disinfect all shelves and interior surfaces.  Clean and shine countertop and cabinet fronts.

· Floor – Sweep, clean, and disinfect.

GENERAL:

·            Clean all light switches.

· Clean all window and sliding glass door tracks.

· Clean windows.

· Sweep patio, sweep cobwebs from around sliding glass door and other areas.    

Clean patio light fixture.  Clean sliding glass door.

· Clean front door.

· Vacuum carpet.

· Remove debris from fireplace and thoroughly clean ashes from fireplace interior 

surfaces.

· Clean mini-blinds.

· Make sure all debris is removed from the apartment including clothes hangars, 

phone books, and trash bags.

· Clean all light fixtures.

· Replace all burned out or missing incandescent light bulbs.


XVI.  POOLS

The pools are provided for the enjoyment of all residents.  Help us in keeping the pools clean and safe by remembering the following policies:

· Lifeguards are not provided.  Swim at your own risk.  For your safety, do not swim  

alone.  Management is not responsible for accidents or injuries.

· Pool hours are:

9 AM-9 PM  Monday – Friday

10 AM-9 PM Saturday & Sunday

· Children under the age of 18 must be accompanied by an adult resident (over 21

years of age) that is responsible for the child.  

· No alcoholic beverages are allowed in the pool area.

· Persons with open cuts, abrasions, or sores are not allowed in the pool.

· Pets are not allowed in the pool area.

· Limit of two guests per apartment.  Resident must accompany guests.

· Use plastic or paper containers only.  Glass is not permitted.

· No running in the pool area.

· No diving or climbing on fountains.

· Proper swimming attire only is allowed.  A swimsuit “cover-up” should be worn to 

and from the pool.  Cut-offs may not be worn in the pool.  Toddlers should wear approved swim diapers only.

· No unauthorized BBQ grills in the pool area.

· Respect others by:

· No loud music.

· Keep noise to a minimum.

· Covering pool furniture with a towel when using suntan oils.

· Leave pool furniture in pool areas.

· Disposing of trash properly.

· IN CASE OF EMERGENCY, CALL 911.



XVII.  OTHER AMENITIES

Please consult with the manager for additional policies should your community have a health and equipment room, tennis courts, or other recreation areas.

GENERAL POLICIES:

Amenities are provided for the enjoyment of all residents.  Help us in keeping the areas clean and safe by remembering the following policies:

· Attendants are not provided.  Use the amenities at your own risk.  Management is not responsible for accidents or injuries.

· Amenity Hours (excluding the fitness center) are from dawn to dusk.

· Please check with your physician prior to the use of the weight / equipment room or sauna.

· Use of the weight / equipment room is not recommended for:

· Individuals consuming alcoholic beverages or taking medication.

· Persons with heart conditions 

· Children under the age of 18 must be accompanied by an adult resident (over 21 years of age) that is responsible for the child.  

· Limit of 2 guests per apartment.  Resident must accompany guests at all times.

· Pets are not allowed in any amenity areas.

· Use plastic or paper containers only.  Glass is not permitted.  (Alcoholic beverages are not allowed in any amenity area).

· Read directions before operating exercise equipment.  Proper use of the equipment is imperative in order not to abuse the equipment and to keep it in proper working condition.  No horseplay!

· IN CASE OF EMERGENCY, CALL 911.
GOOD NEIGHBOR POLICY





ALL POLICIES IN THIS HANDBOOK APPLY TO RESIDENTS AND THEIR GUESTS, PLEASE REMEMBER YOUR NEIGHBORS AND HELP US MAINTAIN A QUIET, CLEAN COMMUNITY ENVIRONMENT. THANKS.





Fires are a serious problem in apartment communities – much more so than in a single family dwelling due to the number of families living within each building.  Though damage is usually confined to property loss and damage, the loss of personal items can be quite an emotional experience.  Most often started through carelessness with cooking grease, matches, cigarettes, and fireplaces, many fires can be prevented by using caution and common sense.











