
526 S. Houston Lake Road 
Warner Robins, GA 31088   

 
 

LETTER OF AGREEMENT 
 

The following defines the responsibilities and authority of Golden Key Realty Property Management to act as rental agent of a single family residence 
located at ____________________________________________________________________, 
______________, Georgia and owned by _________________________________________________________. 
Social Security Number: __________________________ 
Cell phone: _______________________________________   Work phone: __________________________________ 
Home phone: _______________________________   Emergency contact :___________________________________ 
Email address: _____________________________________________________________________ 
Do  you prefer to be reached by: _____Email  _____Text  _____Cell phone  _____Home phone  _____Work phone 
 
Golden Key Realty Property Management will: 
 Collect three sets of keys from the owner at the time of signing agreement. 
 Be responsible for tenant selection and rent collection. 
 Collect $400 from owner at time of listing to deposit into owner reserve account for expenses (ie: utilities) 
 Be responsible for maintenance of the premises by calling maintenance and/or repairman. Payment for repairs will be made from client account 

in which a $400.00 balance will be maintained. Golden Key Realty Property Management will not spend more than $400.00 on any single 
maintenance item unless consent is given by owner. Property Management will pay the bill and withhold the amount from the next rental pay-
ment due the owner.  

  If repair is more than $400.00, Property Management will contact owner for approval of repair work to be done. If no response is received with-
in 24 hours, Property Management will assume lack of response denotes consent is given by owner. Property Management will pay the bill and 
withhold the amount from the next rental payment due the owner. ++  In cases of emergency, Property Management will work in the best interest 
of the owner and will approve emergency work to be done immediately. 

 If Tenant’s Quiet Enjoyment of the Home is interrupted more than 24 hours due to emergency repairs (such as A/C not working or house is flood-
ed by water) the owner may be obligated to provide hotel stay until emergency repair is completed. 

 Should a tenant have a scheduled repair time and misses the appointment, Property Management will bill the tenant the charge for the service call 
portion of the invoice and the owner billed the balance of invoice. 

 Should a repair be caused from neglect on the tenants part, Property Management will bill the invoice to the tenant. 
 Property Management will give notice of intent to enter property. Should tenant not be available, ample notice will be given to tenant that Proper-

ty Management will be entering the property in their absence. 
 Maintain tenant security deposit in Golden Key Realty Property Management escrow account at Synovus. 
 Deduct 10% (ten percent) or $100 (whichever is greater) of gross monthly rent as a management fee. 
 All late charges collected by Property Management will be divided equally between owner and Golden Key Realty Property Management. 
 Will give tenants 60 day notice of non-renewal per owner’s request, if owner chooses not to renew lease with current tenant or chooses to sell 

when lease expires. 
 
 Owner’s mailing address: 
      ________________________________________________________ 
      ________________________________________________________ 
 
Golden Key Realty Property Management will rent the above described premises for $_________ per month and will secure from tenant:   
 
1. First month’s rent of $____________   
2. 2.  A security deposit equal to one (1) month’s rent. 
 
The Owner will: 
 Allow Golden Key Realty Property Management to rent the premises for $_________per month. 
 Give agent three sets of all house keys at the time of signing agreement. 
 Submit a recent home inspection report if the house is more than 15 years old. If  house is less than 15 years old and the property does not meet 

our standards, it is at the discretion of Golden Key Realty Property Management if home needs a home inspection. 
 The owner will provide a current mortgage statement showing that the mortgage is in good standing, before the property is advertised. If paid in 

full, a letter must be provided stating that the mortgage is paid in full. 
 Allow Property Management to maintain $400.00 balance in client account for miscellaneous and maintenance expenses and repairs.  Owner will 

also allow Golden Key Realty Property Management to call repairman/serviceman of our choice to service/repair premises and will allow Golden 
Key Realty Property Management to pay service/repair bill from said $400.00. When a client’s account has been charged during the month for a 
service/repair call and the balance falls below the established amount of $400.00 the owner will allow Golden Key Realty Property Management 
to bring account balance up to $400.00 by deducting the necessary amount from rental proceeds collected immediately following payment of bill. 

 The owner will pay all utility bills for the property until a tenant is placed in the home, to include lawn care and all deposits. If this property goes 
for sale through Golden Key Realty and utilities are placed into Golden Key Realty’s name, the owner is responsible for a $500.00 deposit at the 
time of utility activation, in addition to the existing $400.00 property reserve account. 

478-929-4444 
478-333-5556 



Cont. Letter of Agreement 
 
 Pay Golden Key Realty Property Management one-half (1/2) a full month’s rent as a tenant placement fee, plus ten percent (10%) or $100.00 

(whichever is greater) of the gross monthly rent every month for the term of the lease thereafter. 
 If extensive work is needed on a new property being brought in and the Owner requests Property Management to hire vendors and to oversee 

such work, there will a 15% fee charged to the owner based on the gross amount of repairs. Funds must be paid in advance.  
 Allow Golden Key Realty Property Management to collect from tenant:  
   1.  First month’s rent of $____________ 
   2.  A security deposit equal to one (1) month’s rent 
   3.  A non-refundable pet deposit if applicable 
 Allow tenants to : 
   1.  Have pets? ______________________________ 
 If owner sells property to a tenant (or spouse or roommate of such tenant) obtained by broker, either during the term of the lease or 1 year 

thereafter, owner will pay broker a commission of six (6%) of the price for which the property is sold. This obligation shall survive the expiration 
or termination of this agreement.   

 
Save Harmless: Owner shall indemnify, defend, and save agent harmless from all loss, damage, cost, expense (including attorney’s fees), liability, or 
claims for personal injury or property damage incurred or occurring in, on, or about the premises.  
 
Agent Assumes No Liability: Agent assumes no liability whatsoever for any acts or omissions of owner, or any previous owner of the premises, or 
any previous management company or other agent of either. Agent assumes no liability for any failure of or default by any tenant in the payment of 
any rent or other charges due to the owner or in the performance of any obligations owed by any tenant to owner pursuant to any lease or otherwise. 
Nor does agent assume any liability for previously unknown violations of environmental or other regulations which may become known during the 
period this agreement is in effect. Any such regulatory violations or hazards discovered by agent shall be brought to the attention of the owner in 
writing, and owner shall promptly cure them.  
 
This Letter of Agreement is signed in good faith and constitutes the entire agreement between Golden Key Property Management and the owner.  
However, the agreement may be changed if both parties agree in writing and/or may be terminated by either party with written notice. The term of this 
Letter of Agreement begins on date of signature and ends ________________, unless 30 days written notice is received by Golden Key Realty 
Property Management from the owner prior to expiration of the lease agreement. If Lease with tenant is renewed this Letter of Agreement will extend 
until lease expires. 

 
_________________________________  GOLDEN KEY REALTY, INC          
Owner    Date    Leasing Broker 
 
_________________________________  GOLDE                   H-6802                
Print or Type Name      MLS Office Code  Brokerage Firm Lic # 
 
_________________________________  478-929-4444        478-929-2992       
Owner    Date    Broker’s Ph#  Fax # 
 
_________________________________  By:_______________________ 
Print or Type Name            Broker or Broker’s Representative 
 
        Laura Hodges                                          
        Print or Type Name 
 
        lhodges@goldenkeyrealty.net               
                           Broker/Broker’s Representative Email 
 
        28181                                                   
        Broker’s GA License # 
 
        ______________________________ 
        Multiple Listing Number 

  
*Mail back or fax to (478) 333-2008  within 30 days or scan and email to lhodges@goldenkeyrealty.net 

 
*Revised 08/2018 



















             MLS #_________________ 
(5) Class    Central Georgia Multiple Listing Service, Inc. 
 RT     Rental Data Form                                           Date:____/_____/____ 

* Type 
 Residential 
 Commercial 

*Area: _________________________________________________________  

*Monthly Rent Price $:  ______________________________________   

*Address:_____________   ___________     ____________________________________ 
 St. #                                St. Dir.   *Street Name 

Address 2:________________________________________________________________ 

*City:_____________________________  * State: _______     *ZIP+4: _____________ 

*Status 
 Active 
 Rented 

*IDX 
 Yes 
 No 

 

G
E

N
E

R
A

L
IN

F
O

* Listing Agent:________________________________________________________________________________________________ 

          Co–Agen:________________________________________________________________________________________________ 

*List Date: ______/______/_____            * Expire Date: ______/______/______        Approx. Acreage: ___________  . ______   

Lot SizeDimensions:_______________________________________________________ (25)           

* Subdivision:_______________________________________________________________          * County:____________________________  

* Approx. Sqft: ________________        * Sqft Source:   Appraisal   Floor Plans       List Agent      Seller     Tax Records   See Remarks 

 Approx. Age: ________________           * Date Available:______/_______/_______       Date Rented:_____/______/______ 
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* Pets:  Yes     No    See Remarks        * # Bedrooms:__________  * # of Full Baths:________  * # of Partial Baths:_______          

Elementary School:______________________  Middle School: __________________________       High School: ______________________ 

* Pool:   In-Ground      Above Ground      None 

Garage/Carport Capacity:____________     * Smoking Allowed:  Yes     No    See Remarks     

Minimum Rent Term:  12 Months     32 Months      6 Months      Long Term       Month to Month       

Rental Deposit Amount$:_______________   Fenced Yard(Y/N):  Yes     No 
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Warehouse Sqft: _____________                 Retail Sqft: ____________                  Office Sqft: : ____________         Res Unit Sqft: _______________              
Rail Frontage (Y/N):  Yes     No                                                                            Loading Deck (Y/N):  Yes     No 

Zoning Type:________________(5)                    Traffic Count:________________________________(10) 

Approx. Lot Sqft:________________________        Front Feet: ____________________           # of Stories: ______________                                             
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* 
Directions:__________________________________________________________________________________________________________________ 

__________________________________________________________________________________________________________________________________________ 
 

Public Remarks (512 Characters) 
____________________________________________________________________________________________________________________________ 

____________________________________________________________________________________________________________________________ 

___________________________________________________________________________________________________________________________ 

Agent Confidential Remarks  

____________________________________________________________________________________________________________________________ 

____________________________________________________________________________________________________________________________ 

 
 

 



             MLS #_________________ 
(5) Class    Central Georgia Multiple Listing Service, Inc. 
 RT     Rental Data Form                                           Date:____/_____/____ 
A. EXTERIOR CONSTRUCTION 

  1. Brick (4 Sides) 
  2. Brick (3 Sides) 
  3. Brick Partial 
  4. Brick Front Only 
  5. Siding 
  6. Vinyl Siding 
  7. Fiber Cement Siding 
  8. Wood Siding 
  9. Cedar 
  10. Stucco 
  11.  Synthetic Stucco 
  12.  Log 
  13.  Stone 
  14.  See Remarks 

 
B. KITCHEN APPLIANCES  

  1. Electric Range 
  2. Gas Range 
  3. Free Standing Range 
  4. Multiple Ovens 
  5. Disposal 
  6. Dishwasher 
  7. Compactor 
  8. Microwave 
  9. Refrigerator 
  10.  Under Counter Ice Maker 

 
 
C. KITCHEN FEATURES: 

  1. Eat-in 
  2. Breakfast Bar 
  3. Island 
  4. Pantry 
  5. Solid Surface Countertop 
  6. Tile Countertop 
  7. See Remarks 
  8. Granite Countertops 

 
D. HEAT    

  1. Central Electric 
  2. Heat Pump  
  3. Central Gas  
  4. Floor Furnace 
  5. Space Heater 
  6. Wall Heater 
  7. Window Unit 
  8. See Remarks 
  9. None 

 
E. AIR CONDITIONING  

  1. Central Electric 
  2. Heat Pump 
  3. Central Gas 
  4. Window Unit 
  5. Wall Unit 
  6. See Remarks 
  7. None 

 
F. GARAGE/CARPORT  

  1. Garage 
  2. Carport 
  3. Attached 
  4. Detached 
  5. None 

 

G. FLOOR COVERING 
  1. Carpet 
  2. Vinyl 
  3. Hardwood 
  4. Parquet 
  5. Tile 
  6. Laminate 
  7. See Remarks 

H. EXTRAS 
  1. Attic Storage 
  2. Cable TV 
  3. Covered Patio 
  4. Central Vacuum 
  5. Deck 
  6. Porch 
  7. Patio 
  8. Screened Porch 
  9. Double Pane Windows 
  10. Storm Windows 
  11. Washer 
  12. Dryer 
  13. Fence 
  14. Privacy Fence 
  15.  Garage Door Opener 
  16.  Gas Logs 
  17.  Electric Logs 
  18. Wood Stove 
  19. Pellet Stove 
  20.  Garden Tub 
  21. Jetted Tub 
  22. Spa/Hot Tub 
  23.  Intercom System 
  24. Speakers 
  25. Sound System 
  26. High Speed Internet 
  27.  Multiple HVAC  
  28. Out Building 
  29. Workshop 
  30. Sprinkler System 
  31. Security System 
  32. Whole House Fan 
  33. Ceiling Fans 
  34. Window Blinds 
  35. Window Treatments 
  36. Underground Utilities 
  37. Satellite Dish 
  38. Horses Allowed 

 
I. WATER   

  1. City/County  
  2. Private Community 
  3. Well 
  4. None 

 
J. SEWER   

  1. City/County  
  2. Private Community 
  3. Septic Tank 
  4. None 

 
K. TO SHOW  

  1. Appointment Only 
  2. Call Listing Office/Agent 
  3. Show Anytime 
  4. See Remarks 

 
L. KEY   

  1. MLS Lock Box 
  2. Combo Lockbox 
  3. Listing Office 
  4. Owner 
  5. None Needed 
  6. See Remarks 

 

M. SUBSTRUCTURE 
  1. Slab 
  2. Crawl Space 
  3. Partial Basement 
  4. Full Basement 
  5. Finished Basement 
  6. Partial Finished Basement 
  7. Unfinished Basement 
  8. Daylight Basement 
  9. Walk Out Basement 
 10. See Remarks 

 

N. TOPOGRAPHY   
  1. Above Street Grade 
  2. Below Street Grade 
  3. Slopes Left to Right 
  4. Slopes Right to Left 
  5. Slopes Toward Street 
  6. Slopes Away from Street 
  7. Flat 
  8. See Remarks 

 

O. CURRENT BUILDING USE(s ) 
  1. Residential 
  2. Restaurant 
  3. Retail 
  4. Shopping Center 
  5. Warehouse 
  6. Industrial 
  7. Hotel/ Motel 
  8. Office 
  9. Church 
  10. See Remarks 

 

P. POTENTIAL BUILDING USE( s) 
  1. Residential 
  2. Restaurant 
  3. Retail 
  4. Shopping Center 
  5. Warehouse 
  6. Industrial 
  7. Hotel/ Motel 
  8. Office 
  9. Church 
  10. See Remarks 

 
 
Q. INTERNET 

  1. Do Not Transmit to Realtor.com 
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