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Contact Information & Office Information  

 

Berkshire Hathaway HomeServices Hodnett Cooper Real Estate 

 

St Simons Office: 520 Ocean Blvd, St. Simons Island, GA 31522  

Brunswick Office: 11 Trade St., Brunswick, GA 31525  

Camden Office: 2353 Village Dr., Kingsland, GA 31548 

 

Office Hours are Monday – Friday 9am – 5pm 

We have staff on-call 24/7 for after-hours maintenance emergencies  

 

Main Phone: (912) 766-5180 

St Simons Property Manager: (912) 291-8053 

Brunswick Property Manager: (912) 324-3295 

Camden County Property Manager: (912) 400-0805 

Commercial Properties & Management: (912) 438-9124 

 

 www.bhhshodnettcooper.com 
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Welcome 

Welcome to the BHHS Hodnett Cooper Real Estate family! We are delighted to have you join 

our property management program and appreciate the trust you’ve placed in us to care for your 

property. 

Our team is committed to delivering exceptional service, proactive communication, and the level 

of professionalism you should expect. Whether your property is a cherished personal retreat or 

an investment asset, we are here to ensure that it is maintained, marketed, and managed with the 

utmost attention and expertise. 

This handbook is a valuable resource designed to guide you through every aspect of our 

management process. It includes helpful information about our procedures, communication 

methods, financial statements, maintenance protocols, and what you can expect throughout the 

year. We encourage you to keep it handy as many homeowners find it to be a reliable reference 

point whenever questions arise in addition to the management agreement. 

We look forward to building a strong and lasting partnership with you. If you have any questions 

as we get started, please don’t hesitate to reach out. Our team is here to make this experience 

smooth, transparent, and enjoyable. 

Thank you once again for choosing BHHS Hodnett Cooper Real Estate. We’re excited to begin 

this journey with you. 

 

Sincerely,  

 

The BHHS Hodnett Cooper Property Management Team 
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Owner Communication 

Communication makes a difference in any area of life, and it can only enhance our management 

services by letting BHHS Hodnett Cooper know what you need.  

You can use email, telephones, Appfolio, our website or written correspondence to contact us. 

We represent you and want to ensure we are available when needs arise.  

Telephone calls during office hours: 

During office hours, there will always be a live person to answer your call. Please reference your 

property address and state the reason for your call so that someone can assist you or direct you to 

the right party. Our team may not be available or in the office. If this is the case, please leave us 

a message as detailed below.  

Voicemails: 

If during the day you reach our voicemail system, this is usually because our team is assisting 

other customers. It’s important to leave a message, complete with your name, property address, 

brief description of why you are calling, and the telephone number(s) where we can reach you. 

We monitor voice messages and emails regularly so someone will get back to you.  

After hour calls: 

Should you need to reach out to our team outside of normal business hours (please refer to page 

3 for office hours) leave a detailed message as detailed above and we will get back to you on the 

next business day.  

Change of Information: 

It is important that you notify BHHS Hodnett Cooper of any changes in telephone, cell numbers 

or emails.  

Emails: 

Email is a great way to communicate. You can reach any of our team members by email at the 

addresses referenced on Page 5 of this handbook.  

Appfolio: 

Our property management platform, Appfolio, contains important information for tenants. Visit 

your portal regularly to view important documents, upload owner contributions, view and 

download monthly statements and more. Please note that Appfolio is a third party and their 

services are subject to change. Should you need access to your online portal, please contact our 

office.  
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Important Owner Documents 

You should receive a copy of your management agreement after it is fully executed. Refer to it as 

needed and keep it with this information for a handy reference.  

In addition to these two documents, there are several other items that are crucial to ensure our 

team has all the necessary information to best manage your property, promptly pay you, and 

correctly report required items to the IRS. These include: 

Owner / Property Information Form: 

Included as Appendix A, the Owner / Property Information Form is an essential part of our 

management process, as it provides our team with accurate and detailed insight into your 

property and your preferences as an owner. The information you share, ranging from property 

features and utility details to maintenance history and communication preferences, allows us to 

manage your home safely, efficiently, and in accordance with your expectations. By having this 

information documented from the start, our team can respond quickly to maintenance needs and 

ensure consistent, high-quality care for your property. This form helps us deliver a seamless 

management experience and protects the long-term value of your investment. 

Direct Deposit Form: 

Included as Appendix B, the Direct Deposit Form is a key component in ensuring you receive 

your owner disbursements quickly, securely, and without interruption. By providing your 

banking information in advance, our team can streamline your payments, eliminate delays 

associated with mailed checks, and reduce the risk of errors. Direct deposit allows us to process 

your funds efficiently each month, giving you peace of mind and timely access to your earnings. 

Completing this form helps us offer you the most reliable and convenient payment experience 

possible. 

W9: 

Included as Appendix C, the W9 is a required document that allows us to accurately report your 

rental income to the IRS, as mandated by federal tax regulations. By providing your taxpayer 

information through this form, you ensure that year-end reporting is completed correctly and that 

your 1099 form reflects the proper income associated with your property. Submitting a W-9 at 

the start of your management agreement helps prevent delays, discrepancies, or compliance 

issues down the road. This simple step keeps everything in order for both you and our accounting 

team. 
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Owner Responsibilities 

As a rental property owner, it’s important to understand that certain responsibilities are required 

under both Georgia law and federal regulations. These obligations help ensure the safety of your 

property, the protection of your tenants, and full compliance with governing standards. While our 

management team is here to guide and support you, meeting these legal requirements is 

ultimately the owner’s responsibility. The following section outlines the key duties that must be 

upheld to maintain a compliant and well-managed rental property.  

Owner responsibilities include (but are not limited to): 

• Notify BHHS Hodnett Cooper of any ownership change or eminent owner change for the 

managed property.  

• Supply BHHS Hodnett Cooper with accurate information so we can service the 

management account properly.  

• Review online or printed statements at least monthly and notify BHHS Hodnett Cooper 

of any discrepancies found as soon as possible, or within 60 days to ensure 

corrections/adjustments can be made.  

• If using ACH, check statements monthly for accurate or missing deposits and notify 

BHHS Hodnett Cooper if there are problems immediately.  

• Comply with all applicable state and federal regulations, including fair housing laws, 

landlord/tenant statutes, and any rental ordinances specific to their city or county. 

• Maintain a current insurance policy for their property and oversee any insurance claims 

that may have to be filed for the property.  

• Maintain all mortgages, liens and debts to not go into arrears. 

• Review property insurance yearly and update as needed.  

• Ensure the property meets Georgia’s habitability standards, including but not limited to 

providing safe structural conditions, functioning plumbing and electrical systems, 

adequate heating and cooling, and safe access to and from the property. 

• Treat BHHS Hodnett Cooper personnel with courtesy and notify Director of Property 

Management if there are problems with BHHS Hodnett Cooper personnel so they can be 

resolved quickly.  

• Keep the agreed-upon reserve amount funded so the management team can handle 

routine repairs promptly and without delays. 

Georgia Landlord / Tenant Handbook: 

Included as Appendix D, the Georgia Landlord / Tenant Handbook is an official resource 
published by the Georgia Department of Community Affairs that outlines the rights and 
responsibilities of both landlords and tenants under state law. It provides guidance on key 
topics such as leases, security deposits, maintenance obligations, eviction procedures, 
and dispute resolution. This handbook serves as a helpful reference for property owners to 
better understand their legal obligations and ensure their rental property is managed in full 
compliance with Georgia regulations. 
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Scope of Property Management Services 

For a complete and detailed overview of all services included in your management program and 

with your management fee, please refer to Exhibit A of your Management Agreement. This 

section outlines the full scope of responsibilities provided by our team and serves as the 

authoritative guide to the services covered under your contract. Reviewing Exhibit A ensures 

clarity and helps you understand exactly what is included as we partner in the care and 

management of your property. 

Services NOT included in management: 

• Major Renovations or Construction Management 

o Full-scale remodels, structural changes, additions, or overseeing contractors for 

large projects are not included. 

• HOA or POA Governance Duties 

o We do not serve as board members, attend HOA meetings on your behalf, or 

handle HOA violation disputes. 

• Legal Representation or Tax Advice 

o We cannot provide legal counsel, act as your legal representative, or offer tax 

preparation or accounting services beyond standard income reporting. 

• Real Estate Sales Services 

o Buying or selling the property is not part of management services (though these 

services are available through our sales division and we will be happy to refer you 

to someone). 

• Home Warranty Claims Management 

o We do not manage home warranty claims, schedule warranty service calls, or 

negotiate with warranty providers. 

• Personal Concierge or Private Errand Services 

o Tasks such as personal shopping or accepting personal package deliveries are not 

included.  

• Specialized or Licensed Trade Inspections 

o Services such as chimney inspections, engineering reports, mold assessments, or 

septic inspections must be contracted through licensed specialists directly. 

• Constant On-Demand Property Monitoring 

o Daily or frequent site visits, security patrols, or emergency response beyond 

normal business procedures are not included. 

• Owner Personal Property Management 

o Management of personal items such as vehicles, boats, décor, storage items, or 

personal inventory is not provided. 

• Utility Bill Setup (unless contractually specified) 

o We do not set up any utilities in our company name or any individual staff’s 

name. It is the sole responsibility of the Owner to get utilities set up in their name 

in between tenants.  
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Maintenance & Repairs 

Maintaining your property in excellent condition is essential for protecting its value, ensuring 

tenant satisfaction, and complying with local and state regulations. Our property management 

team is committed to coordinating and overseeing maintenance as laid out in your management 

agreement, but owners retain ultimate responsibility for certain aspects of their property’s 

upkeep. 

As the property owner, you are fully responsible for maintenance items regarding the following: 

• HVAC 

• Plumbing 

• Electrical 

• Roofing 

• Structural Integrity 

• Termite & Rodent Control 

While the list above is not all inclusive, it provides you a general idea of your responsibility as it 

pertains to maintenance in your rental property. Please refer to the management agreement, 

landlord / tenant handbook, and applicable laws for a full encompassing list.  

The Maintenance Process 

BHHS Hodnett Cooper Real Estate is committed to overseeing the maintenance of your rental 

property with professionalism, efficiency, and clear communication. Our team coordinates 

repairs, schedules trusted vendors, and monitors work to ensure your property remains in 

excellent condition. You will receive timely updates and detailed reports, giving you peace of 

mind while we manage the day-to-day care of your home. We have included below a basic 

timeline of what the maintenance process looks like for your reference: 

• Tenants submit work orders through Appfolio portal  

• Property Manager reviews work order to determine proper vendor and next steps 

• Property Manager assigns work order to an appropriate vendor to include tenant 

information and property notes (such as maintenance limits agreed to in management 

agreement) 

• Vendor coordinates visiting the property and evaluates the situation reported 

• Vendor makes necessary repair in a timely manner so long as it is below the provided 

maintenance limit 

• If vendor see the repair is going to exceed the maintenance limit, they will provide a 

quote for the repair to the Property Manager 

• Property Manager will receive approval from Owner for any items that exceed the 

maintenance limit 

• Once repair is completed, vendor will provide bill to Property Management Team to be 

processed through Appfolio for payment 
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Tenant’s Maintenance Responsibility 

The Tenant agrees to the following in their lease agreement: 

Tenant has inspected Premises and acknowledges that it is in good condition, free of defects and 

fit for residential occupancy. TENANT SHALL IMMEDIATELY NOTIFY LANDLORD 

OF ANY DANGEROUS CONDITION OR NEED FOR MAINTENANCE EXISTING IN 

PREMISES OR ON THE PROPERTY. LANDLORD SHALL HAVE NO LIABILITY 

FOR DAMAGES OR INJURIES RESULTING FROM TENANT’S FAILURE TO 

IMMEDIATELY NOTIFY LANDLORD OF ANY DANGEROUS CONDITION ON OR 

IN THE PREMISES. Upon receipt of notice from Tenant, Landlord shall, within a reasonable 

time period thereafter, repair the following: (1) all defects in Premises or Property which create 

unsafe living conditions or render Premises untenable; and (2) to the extent required by state law, 

such other defects which, if not corrected, will leave Premises or Property in a state of disrepair. 

Except as provided above, Tenant agrees to maintain Premises in the neat, sanitary and clean 

condition free of trash and debris. All of Tenant’s trash shall be kept in designated trash 

containers and removed from the Premises at least once each week. Tenant’s obligation to 

maintain the Premises includes, but not limited to, replacing any light bulbs which fail during the 

Lease Term and regularly changing HVAC filters. Tenant shall be responsible for any clogged 

plumbing within the Premises. Landlord shall be responsible for all other plumbing issues 

between the Premises and the street or the Premises and the septic tank or in any plumbing line 

outside of the Premises which exclusively serves the Premises. Tenant shall be responsible for 

any damages to the Premises and/or Property caused by Tenant’s abuse or neglect of the 

Premises/Property. Any expenses incurred by Landlord to remedy any violations of this 

provision shall be paid by Tenant to Landlord as additional rent within fourteen (14) days of the 

receipt of an invoice from Landlord. If Tenant submits a service request or repair request to 

Landlord, and the contractor responding to this request on behalf of Landlord determines that the 

item is working correctly, Tenant agrees to reimburse Landlord for the amount for the 

contractor’s invoice. 

Delay in Maintenance Approval 

If the property owner does not provide approval, denial, or feedback within 48 hours (2 business 

days) of receiving a repair quote, the Owner authorizes Manager, in their sole discretion, to 

proceed with the recommended work in order to protect the property, maintain habitability, or 

prevent further damage or liability. 

Emergencies / Disasters 

Maintenance Emergencies 

Manager is authorized to make emergency repairs to Property as Manager reasonably believes to 

be necessary to protect Property from damage, prevent the risk of injuries to tenants or their 

invitees to maintain services to a tenant such as heating, air conditioning, hot water, potable 

drinking water that are included as part of services available to the Property. In addition, 

Manager shall treat as an emergency repair all repairs which Manager has been notified of by a 
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code enforcement officer as needing to be corrected. Owner acknowledges that the cost of 

making emergency repairs may be significantly higher than the cost of making repairs on a non-

emergency basis. Owner understands that Manager is under no duty to make expenditures in 

excess of the amount of the deposit. The deposit money shall be deposited in Manager's escrow 

account with Manager retaining the interest if the account is interest-bearing. In the event any 

check is not honored, for any reason, by the bank upon which it is drawn, Owner shall deliver 

good funds to Manager within three banking days of receipt of notice. In the event Owner does 

not timely deliver good funds, Manager, in his sole discretion, shall have the right to terminate 

this Agreement by giving written notice to Owner. Owner shall promptly reimburse Manager for 

the cost of all emergency repairs which Manager pays for or for which Manager is obligated. In 

any event where the situation impacts the habitability of Property, Owner authorizes Manager to 

abate the tenant’s rent and/or release tenant from a lease, if in Manager's sole opinion such 

decision will protect Owner's property or reduce Owner's liability. 

Disaster / Acts of God 

In the event of a hurricane or some other natural disaster, our team will make every effort 

possible to communicate with you on the current weather conditions and any property issues 

reported by your tenant.  

Glynn, McIntosh, and Camden Counties all have emergency management information, please 

make yourself familiar with your respective county’s website. 

Glynn County: www.glynncounty.org/557/Emergency-Management-Agency 

McIntosh County: www.mcintoshema.com 

Camden County: www.co.camden.ga.us/81/Emergency-Management 

 

 

 

 

 

 

 

 

 

 

http://www.glynncounty.org/557/Emergency-Management-Agency
http://www.mcintoshema.com/
http://www.co.camden.ga.us/81/Emergency-Management
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Funds & Payments 

All owner funds are held in a designated trust account as outlined in your management 

agreement and in compliance with state regulations. Incoming rents and credits are deposited 

into this account, and all approved expenses, management fees, and disbursements are paid from 

the same account. 

Monthly Distributions 

Owner distributions are processed once per month after rents have cleared and all applicable 

expenses for the period have been paid. Funds are then released to the owner via direct deposit. 

BHHS Hodnett Cooper do not send check payments unless otherwise agreed upon.  

Monthly Statements 

Owners receive a detailed monthly statement summarizing income, expenses, maintenance 

activity, and the remaining balance in the trust account. Statements are delivered electronically 

through the owner portal for easy access and recordkeeping. 

Year-End Reporting: 

At the end of each calendar year, owners will receive a complete year-end financial report, 

including an annual income and expense summary and a Form 1099. These documents provide 

all information needed for tax reporting and are made available through the owner portal by 

January 31st of the following year. 

Federal Fair Credit Billing Act: 

.Under the Federal Fair Credit Billing Act, consumers have the right to dispute errors on 

revolving charge account statements. If a billing error is suspected, the consumer must notify the 

creditor in writing within 60 days of the statement date. The creditor must acknowledge the 

dispute within 30 days and resolve it within 90 days. During this review, the disputed amount 

cannot be treated as late or sent to collections. 

These protections apply only to revolving charge accounts, not rent charges themselves, but may 

be relevant when owners or tenants make payments or purchases for the property using credit 

accounts. 

 

 

 

 



14 
 

Renting Your Property 

Preparing to Rent the Property 

Before a property is listed for rent, it must be in clean, safe, and fully functional condition to 

meet habitability standards and attract qualified tenants. Owners are responsible for ensuring the 

property is move-in ready, including completion of any necessary repairs, compliance updates, 

and cosmetic improvements. This typically includes servicing HVAC systems, ensuring all 

appliances operate properly, addressing safety items (such as smoke detectors), freshening paint 

as needed, cleaning the property thoroughly, and confirming that all utilities required for 

showings are active and in the property owner’s name. 

Once the property is ready, our management team will conduct a detailed inspection, document 

condition with photos, and advise on any remaining items that may impact marketability or 

rental value. Homes that are properly prepared typically rent faster, minimize maintenance calls, 

and support better long-term tenant retention. 

Setting the Rent 

Establishing the correct rental rate is essential to reducing vacancy time, attracting qualified 

tenants, and maximizing the property’s long-term performance. As your professional 

management team, we are engaged to serve as your advisors in this process. Using current 

market data, neighborhood trends, comparable property analysis, and seasonal demand, we 

provide informed recommendations to help you set a competitive and realistic rental price. 

While the final rental rate is always determined by the property owner, our expertise ensures that 

pricing decisions are based on accurate information rather than assumptions.  
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Advertising / Marketing 

Effective marketing is essential to attracting qualified tenants quickly and minimizing vacancy 

time. Our management team utilizes a comprehensive, multi-platform marketing strategy 

designed to showcase your property to the widest possible audience. This includes photos, 

detailed listing descriptions, and placement on high-visibility rental websites, local MLS, social 

media channels (when applicable), and our internal networks. 

In addition to online exposure, we respond promptly to inquiries, schedule and conduct 

showings, and monitor listing performance to ensure the property remains competitively 

positioned in the market. Our goal is to present your property in its best light, generate strong 

tenant interest, and secure a qualified renter as efficiently as possible. 

Golden Isles MLS / Georgia MLS 

For properties eligible for MLS placement, we list the home on the local Multiple Listing Service 

to maximize visibility and reach licensed real estate professionals throughout the region. An 

MLS listing ensures the property is accurately represented with professional photos, detailed 

property information, and showing instructions, allowing cooperating agents to present the home 

to their qualified clients. 

Listing on the MLS significantly expands exposure as it filters out to all of the popular national 

website such as Zillow, Trulia, Realtor.com, etc. 

Rental of the Week 

As an added benefit of partnering with us, your rental property has the opportunity to be 

highlighted in our popular “Rental of the Week” newsletter. This feature increases exposure to a 

targeted audience of prospective tenants and helps attract quality renters faster. Properties are 

selected based on availability, unique features, and overall appeal, giving your listing a chance to 

stand out in a competitive market. 

Showings & Applications  

We handle all showings and rental applications for your property to ensure a smooth and 

efficient process. Showings are scheduled at times convenient for prospective tenants, and we 

provide guidance to showcase your property in its best light. All applications are carefully 

screened, including background, credit, and rental history checks, to help secure qualified 

tenants. Our goal is to make renting your property seamless, while maximizing occupancy and 

minimizing vacancies. 
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Prospective Tenant Applications  

Rental Policy 

BHHS Hodnett Cooper follows a standardized rental policy to ensure a consistent and thorough 

screening process for all applicants. A full copy of this policy can be found in Appendix E. 

Screening Applicants 

Once an application is received, it is carefully reviewed in accordance with our rental policy. 

This thorough screening process includes credit checks, background checks, and income 

verification to ensure all applicants meet our standards. Our goal is to secure qualified tenants 

while maintaining a fair and consistent approach for every applicant. 

Applicant Approval 

If a tenant meets all rental requirements as outlined in the rental policy, they will be 

automatically approved, and we will proceed with collecting a holding fee. This fee is equal to 

half of the security deposit and is non-refundable. The holding fee must be paid before we enter 

into a lease agreement or remove the property from the market, securing the unit for the 

approved tenant. 

Conditional Approval 

In some cases, an applicant may be conditionally approved based on their credit, income, etc. 

When this occurs, we notify the property owner and seek their guidance on how to proceed. 

Typically, for conditionally approved applicants, we require a security deposit equal to twice the 

standard amount to provide additional protection for our property owners. This ensures that both 

the tenant and the property are adequately secured. 

Denied Applications 

If an applicant does not meet the requirements outlined in our rental policy, their application will 

be denied. We provide a formal denial letter to the applicant, clearly outlining the reason(s) for 

the decision. This ensures transparency and compliance with all applicable fair housing laws. 

Appfolio 

We utilize a third-party software program called Appfolio to conduct all applicant screenings, 

including credit, background, and income checks. BHHS Hodnett Cooper is not responsible or 

liable for any actions, errors, or outcomes related to the use of this third-party service. 
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Leases 

Once a holding fee is received from an approved or conditionally approved applicant, we begin 

preparing the leasing documents and coordinating the tenant’s move-in. The lease is first sent to 

the property owner for review and signature, and once approved, it is forwarded to the tenant for 

their review and signature. 

Cosigners 

BHHS Hodnett Cooper does not accept cosigners for rental applications. All prospective tenants 

over the age of 18 must completed a rental application and individually meet the requirements 

outlined in our rental policy. 

Pets 

Pet approval is at the discretion of the property owner, and we will follow the owner’s guidance 

regarding whether pets are allowed. If pets are accepted, a non-refundable one-time pet fee of 

$300 per pet will apply, along with $25 per month per pet added to the monthly rent as pet rent. 

Service Animals / Emotional Support Animal 

In compliance with the Fair Housing Act and the Americans with Disabilities Act, BHHS 

Hodnett Cooper cannot deny the approval of a qualified service animal or emotional support 

animal for an applicant or tenant with a documented disability. We also do not charge any fees, 

including pet fees or pet rent, for these animals. All requests for service or emotional support 

animals must be reasonably accommodated in accordance with federal and state law. 
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Tenant Move In 

Rent & Security Deposit 

All funds, including rent, security deposits, and any applicable pet fees, are due in full by the end 

of the day on which the tenant takes possession of the property. Timely payment ensures a 

smooth move-in process and secures the tenant’s lease. 

Lease Agreement  

The Tenant and Landlord will both be provided a copy of the fully executed lease.  

Move In Inspection 

Prior to occupancy, tenants are required to complete a Move-In Inspection through a third-party 

platform, zInspector. Tenants will be provided with instructions to download the application and 

conduct a thorough inspection of the property, documenting any pre-existing damage, defects, or 

areas of concern. 

Tenants are responsible for completing and submitting this inspection within the designated 

timeframe. Once submitted, the inspection will serve as the official record of the property’s 

condition at the commencement of the lease term. A copy of the finalized inspection report will 

be maintained in our records and made available to the property owner upon request. 

This Move-In Inspection will also serve as the primary reference at the time of move-out when 

assessing the condition of the property and determining any applicable deductions from the 

tenant’s security deposit. 

When a Tenant Vacates 

Notice to Vacate 

A tenant has a few ways to provide a notice to vacate. These include (1) early termination, (2) 

vacating at the end of a lease, (3) 60-days notice provided by property owner, (4) notice provided 

during a month-to-month tenancy 

Once notice is received, the tenant will be provided move out instructions, a move out inspection 

will be scheduled, and the property owner will be notified. 

Move Out Inspection 

Similar to the move in inspection, the move out inspection is thoroughly conducted and all items 

are reviewed and compared to the move in inspection to determine any damages and 

uncleanliness caused by the tenant.  
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Security Deposit 

Within three (3) days of the tenant vacating the property, our team is required to conduct a move 

out inspection and provide the tenant with a security deposit statement itemizing all charges 

against their security deposit. Once this letter is sent, the tenant is allowed five (5) business days 

to dispute any item on the security deposit statement and / or rectify any of the items. After the 

five (5) days, the property is re-evaluated and the tenant is provided a security deposit disposition 

letter outlining the final charges from their deposit. By law, the entire security deposit process 

from move out to deposit returns must be completed within thirty (30) days.  

Charges Exceed Deposit Amount 

In the event that a tenant’s charges at move-out exceed the amount of the security deposit 

collected, BHHS Hodnett Cooper Real Estate will provide the tenant with a final accounting in 

their security deposit disposition and allow thirty (30) days for payment of the remaining 

balance. If payment is not received within this timeframe, the outstanding balance may be 

referred to a third-party collections agency. Should the property owner wish to pursue the 

charges beyond this process, including filing a claim in court, the owner must do so 

independently in the appropriate court of jurisdiction. BHHS Hodnett Cooper Real Estate does 

not file lawsuits or pursue legal action against tenants on behalf of property owners for charges 

exceeding the security deposit. 

Utilities Between Tenancies 

The property owner is responsible for ensuring that all utilities are placed in the owner’s name 

during any vacancy period between tenants. Active utilities are required in order for BHHS 

Hodnett Cooper Real Estate to complete standard turnkey and make-ready services, including 

but not limited to inspections, cleaning, maintenance, repairs, and vendor work. Any delays or 

additional costs resulting from utilities not being active may impact the readiness of the property 

and are the responsibility of the property owner. 

Please use the list below to find the correct utility service and contact information: 

a. Georgia Power 1-888-660-5890 

b. Okefenoke Electric 912-882-1362 

c. Brunswick Glynn Joint Water Sewer Commission 912-261-7100 

d. Water Utility Management 912-352-9339 

e. Republic Services 912-964-2211 

f. City of Kingsland Water, Sewer, & Garbage 912-729-5613 

g. City of St Marys Water, Sewer, & Garbage 912-510-4000 ext 1 

h. City of Woodbine Water, Sewer, & Garbage 912-510-6881 

Turnkey Between Tenancies 

Between each tenancy, BHHS Hodnett Cooper Real Estate will coordinate standard turnkey 

services to prepare the property for the next tenant. These services may include, but are not 
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limited to, professional cleaning, testing and replacing smoke detector batteries as needed, 

HVAC preventative maintenance and filter replacement, cleaning of dryer vents, inspection of 

plumbing fixtures for leaks, checking and servicing major appliances, replacing standard light 

bulbs, and ensuring the property is in safe and functional condition. The property owner is solely 

responsible for any turnkey charges. 

 

Cleaning Between Tenancies 

Depending on the length of the vacancy period, seasonal conditions, or the condition of the 

property, BHHS Hodnett Cooper Real Estate may determine that additional cleanings or services 

are necessary to ensure the property is fully rent-ready. The determination of whether additional 

services are required shall be made in the sole discretion of BHHS Hodnett Cooper Real Estate, 

and any associated costs will be the responsibility of the property owner. 

Working With Your Tenants 

While BHHS Hodnett Cooper Real Estate represents the property owner, we believe that a 

positive tenant experience is essential to a successful tenancy and the long-term care of your 

property. Our goal is to balance the owner’s interests with clear communication, consistency, and 

professionalism in all interactions with tenants. 

This section outlines our standard processes and procedures for working with tenants throughout 

their tenancy, including rent collection, handling late or unpaid rent, early termination requests 

by either the tenant or the property owner, and the various notices that may be issued during the 

lease term. These policies are designed to ensure compliance with applicable laws, maintain 

fairness, and promote a smooth and well-managed tenancy for all parties involved. 

Rent Collection 

Rent is due on the 1st day of each month. Tenants are provided a grace period through midnight 

on the 5th of the month, after which rent is considered late if not received. BHHS Hodnett 

Cooper Real Estate offers multiple convenient methods for rent payment to encourage timely and 

consistent payment. Accepted forms of payment include direct deposit, credit card, debit card, 

personal or cashier’s checks, money orders, and electronic cash payments (ECP) made at 

participating partner locations. All rent payments must be made in accordance with the terms of 

the lease and the payment methods authorized by BHHS Hodnett Cooper Real Estate. 

Late Rent 

Rent is considered late if not received by midnight on the 5th day of the month. At that time, a 

late fee will be posted to the tenant’s account. Property owners should refer to their Management 

Agreement to determine the allocation of late fees. 
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Once rent is deemed late, BHHS Hodnett Cooper Real Estate will issue a Notice of Past Due 

Rent to the tenant (sample included as Appendix F). This notice provides the tenant with five (5) 

days to remit payment or to submit a written request for an extension to the landlord. Any 

request for an extension is solely at the landlord’s discretion, and the landlord is under no 

obligation to approve or grant such a request. 

If rent remains unpaid after this five (5) day period, BHHS Hodnett Cooper Real Estate will 

issue a Notice to Pay or Vacate (sample included as Appendix G), which provides the tenant 

with an additional three (3) days to pay the outstanding rent or vacate the property. If the tenant 

elects to vacate, they are not released from their financial obligations under the lease agreement, 

including unpaid rent and other applicable charges. 

If rent is still not received and the tenant has not vacated the premises after the expiration of the 

Notice to Pay or Vacate, BHHS Hodnett Cooper Real Estate will proceed with engaging an 

attorney to file an eviction action in the appropriate court in accordance with applicable law.  

Early Termination By Tenant 

The lease agreement provides tenants with the option to terminate the lease early, subject to the 

terms and conditions outlined in the lease. To initiate an early termination, the tenant must 

provide a minimum of forty-five (45) days’ written notice. 

Within twenty-four (24) hours of delivering the written notice, the tenant is required to remit an 

early termination fee. The early termination fee shall be equal to either (1) one (1) month’s rent 

or (2) thirty-five percent (35%) of the total lease value, whichever amount is less. All other 

obligations under the lease remain in effect until the termination date, including rent payments 

and property care requirements. 

BHHS Hodnett Cooper Real Estate will administer the early termination process in accordance 

with the lease terms and applicable law, including coordinating the tenant’s move-out and 

preparing the property for re-rental. 

Early Termination By Landlord 

In the same manner that the lease allows for tenant early termination, the lease agreement also 

provides the property owner with the option to terminate the lease early. To do so, the owner 

must provide the tenant with a minimum of sixty (60) days’ written notice, as outlined in the 

lease. 

If the tenant is in default of the lease and such default is the basis for the early termination, no 

early termination fee will be owed by the property owner. However, if the tenant is not in default 

and the owner elects to terminate the lease for reasons unrelated to tenant performance, the 

owner is required to pay the tenant an early termination fee equal to one (1) month’s rent. This 

fee will be due and payable at the time the tenant’s security deposit is processed. 
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Tenant Notices 

During a tenant’s tenancy, BHHS Hodnett Cooper Real Estate may issue various notices to 

tenants as required to enforce the lease agreement, comply with applicable laws, or address 

property-related concerns. These notices may include, but are not limited to, notices regarding 

noise complaints, HOA violations, notices of inspection or entry, unauthorized pets or occupants, 

maintenance-related issues, and other lease or policy violations. 

The issuance of such notices is a standard part of professional property management and is 

intended to protect the property owner’s interests while ensuring clear communication and 

compliance throughout the tenancy. 

Cancellation of Management Services 

Landlord Cancelling Management Services 

Property owners may cancel management services with BHHS Hodnett Cooper Real Estate by 

providing a minimum of thirty (30) days’ written notice. 

If a tenant remains in the property beyond the 30-day notice period, the agreed-upon 

management fee will continue to be due through the end of the lease term that was established by 

BHHS Hodnett Cooper Real Estate. These fees shall be due no later than the last day of the 

notice period provided by Landlord. Additionally, if a tenant remains in the property, BHHS 

Hodnett Cooper Real Estate will return the security deposit either to another licensed real estate 

agent who will be managing the property or will return the security deposit back to the tenant to 

be re-collected by the property owner.  

If the property is vacant, or if the tenant is scheduled to vacate during or at the conclusion of the 

30-day notice period, no further management fees will be owed. 

Property owners should review their Management Agreement for full details regarding 

cancellation of management services, including any additional provisions or requirements. 

BHHS Hodnett Cooper Cancelling Management  

BHHS Hodnett Cooper Real Estate reserves the right to terminate a management agreement at 

any time by providing the property owner with thirty (30) days’ written notice. 

In the event of termination, the company will follow all procedures outlined in the management 

agreement and comply with all applicable laws to ensure a smooth transition for the property 

owner and any tenants. 

 

 



23 
 

Additional Services 

Property owners should carefully review their Management Agreement to understand the 

services provided by BHHS Hodnett Cooper Real Estate’s property management department. In 

addition to those services, we offer a variety of additional services that are available at the 

owner’s discretion. These services are outside the scope of your management agreement and 

require separate contracts and engagement with the appropriate departments. Should you wish to 

pursue any of these additional services, you will work directly with personnel in the relevant 

department, not through your property management team. 

Real Estate Services 

BHHS Hodnett Cooper Real Estate has a team of over 100 licensed agents who represent both 

buyers and sellers throughout the region. Our agents provide expert guidance in all aspects of 

real estate transactions, including marketing, negotiations, and closing, ensuring a professional 

experience for clients looking to buy or sell property. 

Vacation Rental Services 

Our vacation rental division currently represents over 300 properties on St. Simons Island and 

Jekyll Island. We provide full-service vacation rental management, including marketing, 

booking, guest services, housekeeping, and property maintenance, designed to maximize rental 

income and ensure a high-quality guest experience. 
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Owner Handbook Acknowledgement 

Owner(s) acknowledges that they have received a copy of the BHHS Hodnett Cooper Real Estate 

Owner Handbook. They understand that this handbook contains important information regarding 

property management policies, procedures, and owner responsibilities. 

In the event of any conflicts between the provisions of the management agreement and this 

handbook, the terms of the management agreement shall control. 

By signing below, Owner agrees that they have read, understand, and will comply with all rules, 

policies, and procedures outlined in this handbook, as well as any updates or notices provided by 

BHHS Hodnett Cooper Real Estate in the future. 

 

__________________________________ ______________________________ 

                              Landlord     Date  

 

__________________________________ ______________________________ 

                              Landlord     Date  

 

__________________________________ ______________________________ 

                              Landlord     Date  

 

__________________________________ ______________________________ 

                              Landlord     Date     
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Owner Handbook Acknowledgement 

Owner(s) acknowledges that they have received a copy of the BHHS Hodnett Cooper Real Estate 

Owner Handbook. They understand that this handbook contains important information regarding 

property management policies, procedures, and owner responsibilities. 

In the event of any conflicts between the provisions of the management agreement and this 

handbook, the terms of the management agreement shall control. 

By signing below, Owner agrees that they have read, understand, and will comply with all rules, 

policies, and procedures outlined in this handbook, as well as any updates or notices provided by 

BHHS Hodnett Cooper Real Estate in the future. 

 

__________________________________ ______________________________ 

                              Landlord     Date  

 

__________________________________ ______________________________ 

                              Landlord     Date  

 

__________________________________ ______________________________ 

                              Landlord     Date  

 

__________________________________ ______________________________ 

                              Landlord     Date     

 

 

 

 

 


