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“Your Rental Property Should be a Second Income… Not a Second Job” 

 
Thank you for your interest in One Stop Property Management Services! 

     Centrally located in Glendora, we cover San Gabriel Valley, Orange County & the Inland Empire
 

FREE set up including:

- Initial property inspection 
- Advertising/showing property 
- Professional comparable housing market analysis 
- Handle all phone calls 
- Coordination of any repairs/cleaning 
- Interviewing/screening potential tenants 
-    Lease preparation & execution 

 
Once we rent out your property to a qualified tenant, our fee is 50% of the first month’s rent

 
Monthly management fees -  7.9%
 

- Handle any issues that may arise 
- Tenant and Owner customer service 
- Online portal for Tenant  to make payments, request maintenance or to view statements 
- Online portal for Owner to view statements 
- Tenant payment processing 
- Coordinate maintenance and repair requests 
- Property photo documentation 
- Move in and move out inspection 

 
We also have a collections department that executes 3 day notices and evictions (extra fees may apply) 

 
 
 
 

 

 
 
 
 

 
    

 
To get started please complete and forward to our office
 

1) Contract
2) W9
3) 4 copies of keys to property
4) Mailbox key, common area keys, remotes to gate or garage
5) Copy of CC + R’s 
6) Copy of insurance declarations page 
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Property Management Agreement 

 
                _______________________________ (“Owner”) and One Stop Property Management, Inc. (“Broker”), agree as follows: 

1. Owner hereby appoints and grants Broker the exclusive right to rent, lease, operate, and manage the property(ies) known as 
_______________________________________________________(Property Address, City, State and Zip Code) and any additional 
property(ies) which may later be added to this Agreement (“Property”), upon the terms below, for the period beginning 
___________________(date) and ending twelve (12) months after start date, at 11:59 p.m.  Either party may terminate this Property 
Management Agreement (“Agreement”) on at least 30 days written notice.  After the exclusive terms expires, this Agreement shall continue 
as a non-exclusive agreement that either party may terminate by giving at least 30 days written notice to the other.  

2. Broker accepts the appointment and grant, and agrees to use due diligence in the performance of this Agreement and to furnish the 
services of its firm for the rental, leasing, operation and management of the property. 

3. Owner grants Broker the authority and power, at Owner’s expense, to: 
a. Advertise – Display FOR RENT/LEASE and similar signs on the Property and advertise the availability of the Property, or any 

part thereof, for rental or lease. 
b. Lockbox – Owner authorizes the use of a lockbox to allow entry into the Property.   

i. The lockbox is designed to hold a key to the Property, permitting access to the interior of the Property by Broker, other 
brokers and real estate licensees who are participants of the Multiple Listing Service(s) (“MLS”), authorized appraisers 
and inspectors, and accompanied persons interested in purchasing, leasing or renting the Property.  These individuals 
may take videos or photographs of the Property. 

ii. Broker, cooperating brokers and other real estate licenses, the MLS and Associations/Boards of REALTORS® are not 
insurers against injury, theft, loss, vandalism, damage or other harm whether through the use of a lockbox or by other 
means.  Broker does not maintain insurance to protect Owner or other occupants. 

iii. Broker recommends that Owner and, if applicable, Tenant and other occupants of the Property maintain insurance and 
take any and all possible precautions and safeguards to protect themselves, other occupants and visitors, their 
property and belongings, including cash, jewelry, drugs, firearms, and other valuables located on the Property. 

c. Rental/Leasing – Initiate, sign, renew, modify or cancel rental agreements and leases for the Property, or any part thereof; collect 
and give receipts for rents, other fees, charges and security deposits.  Any lease or rental agreement executed by Broker for the 
Owner shall be at market rate and shall not exceed: 

i.    ____ One (1) year for residential properties 
ii.    ____ Month to Month residential properties 
iii.     ____ Three (3) years for commercial properties 

d. Tenancy Termination – Sign and serve in Owner’s name notices that are required or appropriate; commence and prosecute 
actions to evict tenants; recover possession of the Property in Owner’s name; recover rents and other sums due; and, when 
expedient, settle, compromise and release claims, actions and suits and/or reinstate tenancies. 

e. Repair/Maintenance:  Make, cause to be made, and/or supervise repairs, improvements, alterations and decorations to the 
Property; purchase, and pay bills for, services and supplies.  Broker shall obtain prior approval of Owner for all expenditures over 
$300.00 for any one item.  Prior approval shall not be required for monthly or recurring operation charges or, if in Broker opinion, 
emergency expenditures over the maximum are needed to protect the Property or other property(ies) from damage, prevent 
injury to persons, avoid suspension of necessary services, avoid penalties or fines, or suspension of services to tenants required 
by a lease or rental agreement or by law, including, but not limited to, maintaining the Property in a condition that is fit for human 
habitation as required by Civil Code §§1941 and 1941.1 and Health and Safety Code §§ 17920.3 and 17920.10. 

f. Reports/Notices/Signs – Comply with federal, state or local law requiring delivery of reports or notices and/or posting of signs or 
notices. 

g. Contracts/Services – Contract, hire, supervise and/or discharge firms and persons, including utilities, required for the operation 
and maintenance of the Property.  Broker may perform any of Broker’s duties through attorneys, agents, employees, or 
independent contractors and, except for persons working in Broker’s firm, shall not be responsible for their acts, omissions, 
defaults, negligence and/or costs of same. 

h. Expense Payments – pay expenses and costs for the Property from Owner’s funds held by Broker, unless otherwise directed by 
Owner.  Expenses and costs may include, but are not limited to, property management compensation, fees and charges, 
expenses for goods and services, property taxes and other taxes, HOA dues, assessments, loan payments and insurance 
premiums. 
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i. Security Deposits – Receive security deposits from tenants, which deposits shall be placed in Broker’s trust account and, if held 
in Broker’s trust account, pay from Owner’s funds all interest on tenants’ security deposits if required by local law or ordinance.  
Owner shall be responsible to tenants for return of security deposits and all interest due on security deposits held by Owner. 

j. Trust Funds – deposit all receipts collected for Owner, less any sums properly deducted or disbursed, in a financial institution 
whose deposits are insured by an agency of the United States government.  The funds shall be be held in a trust account 
separate from BROKER’s general accounts.  Broker shall not be liable in event of bankruptcy or failure of a financial institution. 

k. Reserves – Maintain a reserve in Broker’s trust account of $300.00 per Property. 
l. Disbursements – Disburse Owner’s funds, held in Broker’s trust account, in the following order: 

i. (1) Compensation due Broker under paragraph 6 
ii. (2) All other operating expenses, costs and disbursements payable from Owner’s funds held by Broker. 
iii. (3) Reserves and security deposits held by Broker 
iv. (4) Balance to Owner. 

m. Owner Distribution – Remit funds, if any are available, monthly to Owner. 
n. Owner Statements – Render monthly, or are available online, statements of receipts, expenses and charges for each property, 

mailed monthly with statements.  
o. Broker Funds – Broker shall not advance Broker’s own funds in connection with the Property or this Agreement. 

4. Owner Responsibilities:  Owner shall: 
a. Provide all documentation, records and disclosures as required by law or required by Broker to manage and operate the 

Property, and immediately notify Broker if Owner becomes aware of any change in such documentation, records or disclosures, 
or any matter affecting the habitability of the Property. 

b. Indemnify, defend and hold harmless Broker, and all persons in Broker’s firm, regardless of responsibility, from all costs, 
expenses, suits, liabilities, damages, attorney fees and claims of every type, including by not limited to those arising out of injury 
or death of any person, or damage to any real or personal property of any persons, including Owner, for:  

i. Any repairs performed by Owner or by others hired directly by Owner; or 
ii. Those relating to the management, leasing, rental, security deposits, or operation of the Property by Broker, or any 

person in Broker’s firm, or the performance or exercise of any of the duties, powers or authorities granted to Broker. 
c. Maintain the Property in a condition that is fit for human habitation as required by Civil Code §§1941 and 1941.1 and Health and 

Safety Code §§ 17920.3 and 17920.10 and other applicable law. 
d. Pay all interest on tenants’ security deposits if required by local law or ordinance. 
e. Carry and pay for: 

i. Public and premises liability insurance in an amount of no less than $1,000,000 and  
ii. Property damage and worker’s compensation insurance adequate to protect the interests of Owner and Broker.  Broker 

shall be, and Owner authorizes Broker to be, named as an additional insured party on Owner’s policies. 
f. Pay any late charges, penalties and/or interest imposed by lenders or other parties for failure to make payment to those parties, 

if the failure is due to insufficient funds in Broker’s trust account available for such payment. 
g. Immediately replace any funds required if there are insufficient funds in Broker’s trust account to cover Owner’s responsibilities. 

5. Disclosure: 
a. Lead-Based Paint 

i.            The Property was constructed on or after January 1, 1978 
ii.            The Property was constructed prior to 1978 and the Owner has no knowledge of lead-based paint hazards in 

the housing except: ____________________________________________________________ 
iii.            The Property was constructed prior to 1978 and the Owner has no reports or records pertaining to lead-based 

paint or lead-based hazards in the housing, except the following, which Owner shall provide to 
Broker:________________________________________________________________________________ 

iv. If applicable, Broker will provide Tenant with the pamphlet “Protect Your Family from Lead In Your Home” or an 
equivalent pamphlet approved for use in the State. 

b. Pool/Spa Drain – any pool or spa on the property     does (or,     does not) have an approved anti-entrapment drain cover, device 
or system. 

6. Compensation: 
a. Owner agrees to pay Broker fees in the amounts indicated below for: 

i. Management: 7.9% of gross monthly rent 
ii.  Leasing only (tenant placement) -6% of gross yearly lease.  
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iii. Evictions: 
of unlawful detainer, file prep and service of notices. Approx $250 for locksmith, appearance at Sheiffs lockout, Approx
$400 for court appearance (if neccessary).

$1500 paid at time of unlawful detainer filing to cover costs including but not limited to $995 fee for filing  

iv. Preparing Property for rental or lease: 10% over vendor invoice amount 
v. Managing Property during extended periods of vacancy: _________ Negotiated when necessary. 
vi. An overhead and service fee added to the cost of all work performed by, or at the direction of, Broker: 10% 
vii. Other:  

1.  $199 set up fee for properties taken over with a tenant already in place, whether being managed by another 
management company, or owner managed.

1090 issuance at end of the year. 

 
2. 100% of Non-Sufficient Funds charged by Broker’s bank for bounced Tenant Checks 
3. 50% of Late Fees
4. 10%  over invoice for repairs on property to cover costs incorrect for verification of insurance, licensing, W9 and

 

b. This Agreement does not include providing on-site management services, property sales, refinancing, preparing Property for sale 
or refinancing, modernization, fire or major damage restoration, rehabilitation, obtaining income tax, accounting or legal advice, 
representation before public agencies, advising on proposed new construction, debt collection, counseling, attending Owner’s 
Association meetings or _________________________________.  If Owner requests Broker to perform services not included in 
this Agreement, a fee shall be agreed upon before these services are performed. 

c. Broker may divide compensation, fees and charges due under this Agreement in any manner acceptable to Broker. 
d. Owner further agrees that  

i. Broker may receive and keep fees and charges from tenants for: 
1. Requesting an assignment of lease or sublease of the Property, 
2. Processing credit applications 
3. Any returned checks and/or late payments, and  
4. Any other services that are not in conflict with this Agreement. 

ii. Broker may perform any of Broker’s duties, and obtain necessary products and services, through affiliated companies 
or organizations in which Broker may own an interest.  Broker may receive fees, commissions and/or profits from these 
affiliated companies or organizations.  Broker shall disclose to Owner any other such relationships as they occur.  
Broker shall not receive any fees, commissions or profits from unaffiliated companies or organizations in the 
performance of this Agreement, without prior disclosure to Owner. 

7. Agency Relationships:  Broker shall act, and Owner hereby consents to Broker acting, as dual agent for Owner and tenant(s) in any 
resulting transaction.  If the Property includes residential property with one-to-four dwelling units and this Agreement permits a tenancy in 
excess of one year, Owner acknowledges receipt of the “Disclosure Regarding Agency Relationships.”  Owner understands that Broker 
may have or obtain property management agreements on other property, and that potential tenants may consider, make offers on, or lease 
through Broker, property the same as or similar to Owner’s Property.  Owner consents to Broker’s representation of other owners’ 
properties before, during and after the expiration of this Agreement. 

8. Notices:  Any written notice to Owner or Broker required under this Agreement shall be served by sending such notice by first class mail or 
other agreed-to delivery method to that party at the address below, or at any different address the parties may later designate for this 
purpose.  Notice shall be deemed received three (3) calendar days after deposit into the United States mail. 

9. Dispute Resolution: 
a. Mediation – Owner and Broker agree to mediate any dispute or claim arising between them out of this Agreement, or any 

resulting transaction before resorting to arbitration or court action, subject to paragraph 9B(2) below.  Paragraph 9B(2) below 
applies whether or not the arbitration provision is initialed.  Mediation fees, if any, shall be divided equally among the parties 
involved.  If, for any dispute or claim to which this paragraph applies, any party commences an action based on a dispute or 
claim to which this paragraph applies, without first attempting to resolve the matter through meditation, or refuses to mediate 
after a request has been made, then that part shall not be entitled to recover attorney fees, even if they would otherwise be 
available to that party in any such action.  THIS MEDIATION PROVISION APPLIES WHETHER OR NOT THE ARBITRATION 
PROVISION IS INITIALED. 

b. ARBITRATION OF DISPUTES: 
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California Code of Civil procedure.  Judgment upon the award of the arbitrator(s) may be entered in any court 
having jurisdiction.  Interpretation of this agreement to arbitrate shall be governed by the Federal Arbitration 
Act. 

ii. EXCLUSIONS FROM MEDIATION AND ARBITRATION: the following matters are excluded from mediation and 
arbitration hereunder: 

1. A judicial or non-judicial foreclosure or other action or proceeding to enforce a deed of trust, mortgage, or 
installment land sale contract as defined in Civil Code §2985 

2. An unlawful detainer action 
3. The filing or enforcement of a mechanic’s lien; and 
4. Any matter that is within the jurisdiction of a probate, small claims, or bankruptcy court.  The filing of a court 

action to enable the recording of a notice of pending action, for order of attachment, receivership, injunction, 
or other provisional remedies, shall not constitute a waiver of the mediation and arbitration provisions. 
“NOTICE: BY INITIALING IN THE SPACE BELOW YOU ARE AGREEING TO HAVE ANY DISPUTE 
ARISING OUT OF THE MATTERS INCLUDED IN THE ‘ARBITRATION OF DISPUTES’ PROVISION 
DECIDED BY NEUTRAL ARBITRATION AS PROVIDED BY CALIFORNIA LAW AND YOU ARE GIVING 
UP ANY RIGHTS YOU MIGHT POSSESS TO HAVE THE DISPUTE LITIGATED IN A COURT OR JURY 
TRIAL.  BY INITIALING IN THE SPACE BELOW YOU ARE GIVING UP YOU R JUDICIAL RIGHTS TO 
DISCOVERY AND APPEAL, UNLESS THOSE RIGHTS ARE SPECIFICALLY INCLUDED IN THE 
‘ARBITRATION OF DISPUTES’ PROVISION.  IF YOU REFUSE TO SUBMIT TO ARBITRATION AFTER 
AGREEING TO THIS PROVISION, YOU MAY BE COMPELLED TO ARBITRATE UNDER THE 
AUTHORITY OF THE CALIFORNIA CODE OF CIVILPROCEDURE.  YOUR AGREEMENT TO THIS 
ARBITRATION PROVISION IS VOLUNTARY.”  
 
“WE HAVE READ AND UNDERSTAND THE FOREGOING AND AGREE TO SUBMIT DISPUTES 
ARISING OUT OF THE MATTERS INCLUDED IN THE ‘ARBITRATION OF DISPUTES’ PROVISION TO 
NEUTRAL ARBITRATION” 
     
                          Owner’s Initials ___________            ______________ 
 

10.  Equal Housing Opportunity:  the Property is offered in compliance with federal, state, and local anti-discrimination laws. 
11. Attorney Fees:  In any action, proceeding or arbitration between Owner and Broker regarding the obligation to pay compensation under 

this Agreement, the prevailing Owner or Broker shall be entitled to reasonable attorney fees and costs from the non-prevailing Owner or 
Broker, except as provided in paragraph 9A. 

12. Time of Essence/Entire contract/Changes – Time is of the essence.  All understandings between the parties are incorporated in this 
Agreement.  Its terms are intended by the parties as a final, complete and exclusive expression of their Agreement with respect to its 
subject matter, and may not be contradicted by evidence of any prior agreement or contemporaneous oral agreement.  If any provision of 
this Agreement is held to be extended, amended, modified, altered or changed except in writing.  This Agreement and any supplement, 
addendum or modification, including any copy, may be signed in two or more counterparts, all of which shall constitute one and the same 
writing. 

i. Owner and Broker agree that any dispute or claim in law or equity arising between them regarding the 
obligation to pay compensation under this agreement, which is not settled through mediation, shall be 
decided by neutral, binding arbitration, including and subject to paragraph 9B(2) below.  The arbitrator shall be 
a retired judge or justice, or an attorney with at least 5 years of residential real estate law experience, unless 
the parties mutually agree to a different arbitrator, who shall render an award in accordance with substantive 
California Law. The parties shall have the right to discovery in accordance with Code of Civil Procedure 
§1283.05.  In all other respects, the arbitration shall be conducted in accordance with Title 9 of Part III of the  



 

6 | P a g e                   1 . 8 8 8 . 4 1 2 . 0 7 0 4   -  6 2 6 . 2 3 6 . 9 3 4 5 [ F a x ] w w w . O S R e n t s . c o m  
                                2 2 3  S .  G l e n d o r a  A v e . ,  S t e .  2 0 2 ,  G l e n d o r a ,  C A  9 1 7 4 1
 

 

 Property Details: 
 Insurance Carrier: ___________________________Contact Name/Number ____________________(___)___-______ 
Policy #_______________________________________  Expiration Date ____________________________________ 
 
 Residential

Home  Condo/Townhouse Home Owner’s Association Company _________________________   
 :           _____ Beds  _____ Baths  _____ Square Feet  _____ Lot Size  _____ Year Built             

Apartment  - _____ Units  
   
  Cul De Sac       Fireplace       Hardwood Floors        Central Air/Heat        Pool/Spa        Other: __________________ 
      Gardening Included          Pool Care Included          Water Included          Trash Included 
    Other:________________________________________________________________________________________ 
 
Commercial
   All-Inclusive       Utilities paid by Tenant: ______________________________________________________________ 

       Office        Retail       Restaurant       Mixed Use     __________Square Feet Available 

  Other: __________________________________________________________________________________________ 

       

 
 

 
*4 copies of keys are required.  Copies of keys will be charged to your Broker’s Account at $10.00 per key*

 
                                      

 
                                                                                                                                                                             

 

 
 

 
Owner warrants that Owner is the owner of the Property or has the authority to execute this contract.  Owner acknowledges Owner has 
read, understands, accepts and has received a copy of the Agreement. 
 
Owner Signature:______________________________________________________  Date: ____________________ 
Owner’s Printed Name:____________________________________________________________________________ 
Mailing Address: _________________________________________________________________________________ 
Primary Phone: (___) ____-_____     cell      home     work  / Secondary Phone (___)____-_____     cell       home     work 
Fax (___)____-_____  Email ________________________________________________________________________ 
Direct Deposit Information: Bank Name ________________________  Branch Location__________________________ 
Routing # ______________________ Account # ________________________ (or fax voided check to 626-236-9345) 



Give form to the
requester. Do not
send to the IRS.
 

Form W-9 Request for Taxpayer
Identification Number and Certification
 

(Rev. October 2007) 
Department of the Treasury
Internal Revenue Service
 Name (as shown on your income tax return)

 

List account number(s) here (optional) 

Address (number, street, and apt. or suite no.) 

City, state, and ZIP code 
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2.
 

Taxpayer Identification Number (TIN) 

Enter your TIN in the appropriate box. The TIN provided must match the name given on Line 1 to avoid
backup withholding. For individuals, this is your social security number (SSN). However, for a resident
alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other entities, it is
your employer identification number (EIN). If you do not have a number, see How to get a TIN on page 3.

 

Social security number 

or 

Requester’s name and address (optional) 

Employer identification number Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose
number to enter.
 Certification 

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me), and
 I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal
Revenue Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has
notified me that I am no longer subject to backup withholding, and
 

2. 

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply.
For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the Certification, but you must
provide your correct TIN. See the instructions on page 4.
 
Sign
Here
 

Signature of
U.S. person �

 
Date � 

General Instructions
 

Form W-9 (Rev. 10-2007) 

Part I
 

Part II
 

Business name, if different from above
 

Cat. No. 10231X

 

Check appropriate box:
 

Under penalties of perjury, I certify that:
 

Use Form W-9 only if you are a U.S. person (including a
resident alien), to provide your correct TIN to the person
requesting it (the requester) and, when applicable, to:
 1. Certify that the TIN you are giving is correct (or you are
waiting for a number to be issued),
 2. Certify that you are not subject to backup withholding, or

 3. Claim exemption from backup withholding if you are a U.S.
exempt payee. If applicable, you are also certifying that as a
U.S. person, your allocable share of any partnership income from
a U.S. trade or business is not subject to the withholding tax on
foreign partners’ share of effectively connected income.
 

3. I am a U.S. citizen or other U.S. person (defined below).
 

A person who is required to file an information return with the
IRS must obtain your correct taxpayer identification number (TIN)
to report, for example, income paid to you, real estate
transactions, mortgage interest you paid, acquisition or
abandonment of secured property, cancellation of debt, or
contributions you made to an IRA.
 

Individual/Sole proprietor
 

Corporation
 

Partnership
 

Other (see instructions) �  

 

Note. If a requester gives you a form other than Form W-9 to
request your TIN, you must use the requester’s form if it is
substantially similar to this Form W-9.
 

 

● An individual who is a U.S. citizen or U.S. resident alien,
 ● A partnership, corporation, company, or association created or

organized in the United States or under the laws of the United
States,
 ● An estate (other than a foreign estate), or

 

Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are:
 

Special rules for partnerships. Partnerships that conduct a
trade or business in the United States are generally required to
pay a withholding tax on any foreign partners’ share of income
from such business. Further, in certain cases where a Form W-9
has not been received, a partnership is required to presume that
a partner is a foreign person, and pay the withholding tax.
Therefore, if you are a U.S. person that is a partner in a
partnership conducting a trade or business in the United States,
provide Form W-9 to the partnership to establish your U.S.
status and avoid withholding on your share of partnership
income.
 The person who gives Form W-9 to the partnership for
purposes of establishing its U.S. status and avoiding withholding
on its allocable share of net income from the partnership
conducting a trade or business in the United States is in the
following cases:
 
● The U.S. owner of a disregarded entity and not the entity,

 

Section references are to the Internal Revenue Code unless
otherwise noted.
 

● A domestic trust (as defined in Regulations section
301.7701-7).
 

Limited liability company. Enter the tax classification (D=disregarded entity, C=corporation, P=partnership) � 

 

Exempt 
payee
 

Purpose of Form
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