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Prairie Commons 
 
 
 
 
 
 

811 Community Policies & 

Procedures 

 

Welcome Home! 

 
Welcome to your new home. We're glad you are here and hope 

your move goes smoothly. If there is anything we have 

overlooked in making your new home ready for you, please 

bring it to our attention. If there is anything we can help you 

with, just let us know. Thank you for leasing with us! 



 

 The Policies and Procedures are a part of the Lease. They are established to help ensure the well-being and 

safety of the Property for all Residents. These Policies and Procedures are not meant to replace any 

addendum which may be a part of your lease. The following information was prepared to answer common 

questions. Please read them. Much of the information is included in your lease but is being mentioned again 

to avoid misunderstandings. Sometimes the lease deals with these matters in greater detail, and the lease 

always controls.  All Residents are expected to abide by these Rules and Regulations. Violations of these 

Rules constitute a violation of Paragraph 26 of the lease regarding House Rules, and will be dealt with as a 

violation of the lease.  They apply to you, your guests and anyone else living with you, temporarily or 

permanently. 

 EMERGENCIES 
Emergency numbers: 

Fire, Police, Sheriff and EMS 911  

Prairie Commons After hours (972) 289-8999. 

Please report all gas and/or water leaks, fires and injuries to the management AFTER 

you have called the appropriate emergency service. 
 

FAIR HOUSING 
It is the intent of the owner to fully comply with all fair housing laws. If any policies are in conflict with 

those laws, the fair housing laws shall apply. 
 

RENT 
Management has a strict "NO CASH POLICY" for payments of rent and other charges. All rents and other 

charges must be paid using checks, Cashier's checks or money orders. Rent is due and payable on the 1st 

day of each month and is considered late if not received by the _5__ day of each month. Any rental checks 

returned for insufficient funds will be assessed an additional $ 5.00 returned check charge on the second 

time, and each additional time a check is not honored for payment. Checks returned for any reason will need 

to be replaced with a money order or cashier's check.  
   
GUESTS 
The Resident is required to notify the manager of any guests who stay more than two (2) consecutive days. 

Residents with guests who stay longer than three (3) consecutive days will be required to provide the 

manager with a list of the guest names and the anticipated length of their stay. Guests will not be permitted 

to stay for a period longer than four (4) days in a 30-day period without written permission of the Manager. 

Each dwelling is limited to a certain number of persons, and each person’s name must be listed on the HUD 

50059 as a resident or occupant in the lease. No one may live in the unit without prior written approval. 

Subletting is not allowed. You are responsible for your guests’ actions and activities. While they are 

visiting, your guests are subject to the same Policies and Procedures that apply to you. Guests who in our 

reasonable judgment have been disturbing the peace, disturbing other residents or violating policies may be 

required to leave the property. Please be sure your guests’ park in the visitor parking areas and do not use 

the spaces next to your building for parking. 
 

The Resident, as well as guests of the Resident, is expected to respect the rights of their neighbors. 

Each and every resident has the right to quiet enjoyment of the property. The Resident agrees to keep 

the volume of any radio, stereo, television or musical instrument at a level, which does not disturb the 

neighbors. The Resident will be held responsible for the conduct of their guests. All persons listed on 

your lease as occupants, as well as your guests, are your responsibility. You will be held responsible for the 

cost of repair and/or replacement of any damages as a result of activities of you or your occupants, family 

and guests. It is difficult to control trash, noise, etc. without the cooperation of all residents. All guests are 

to be supervised by you, at all times. This policy is for the health and safety of all residents. 

 
 

CRIMINAL ACTIVITY 
The Resident agrees that the Resident and members of the household must not engage in or permit, a) any 



 

criminal activity, including drug related criminal activity, whether in the unit or elsewhere on or near the 

property or b) any other unlawful activity in the unit or on or near the property. Any illegal and/or criminal 

activities whatsoever observed at or within your dwelling will be reported immediately to the proper 

authorities. We do not tolerate the use or distribution of illegal drugs, and we cooperate totally with local 

authorities in order to prohibit their use and to assist in the arrest and conviction of those persons who are 

guilty of such illegal and/or criminal activities. Your lease allows us to immediately terminate your right of 

occupancy for drug use and/or activity. 
 

ALCOHOL 
 The Residents and their guests are not permitted to consume alcohol on the property outside of their units. 

 

LOITERING 
No loitering or congregating is permitted on the property. 
 

GROUNDS 
The common grounds are for your enjoyment. We need your help in keeping them neat and litter free. 

Toys, bicycles, tricycles, boats, mopeds, motorcycles, etc. may not be left on sidewalks, grassy areas, 

stairways, breezeways or entrances or back patios. Obstruction of entrances, passageways and access to 

dumpsters violates the city fire code, and you will be liable for the fine if you or your guests or family is 

responsible for the obstruction. Children are not permitted to block walkways and breezeways and are 

not permitted to play in parking lots, laundry rooms or landscaped areas.  
 

SWIMMING POOL, FITNESS CENTER, & OTHER AMENTIES 
All rules posted for specific amenity must be followed by all residents and their guests.  Guests are not 

permitted to use amenities unless accompanied by resident.  Anyone found in violation of the amenity 

policies will be held in violation of their lease and will be subject to lease termination. 
 

 VEHICLES 
The Residents are not permitted to wash or to do repairs on cars, motorcycles, trucks or other motor 

vehicles on the grounds of the property. Motor vehicles that are leaking oil or gas are prohibited from 

the parking lot and must be immediately repaired; otherwise the clean-up cost will be provided to the 

resident to pay. Inoperable vehicles left in the parking lot for more than _1_ day are subject to being 

towed away at the vehicle owner’s expense. 
  
  PARKING 
All unauthorized vehicles parked on the premises will be towed at the owner's expense. No parking is 

allowed except in designated parking areas. Do not take up (2) spaces with one vehicle, park on the grass, 

double park, etc. Yard damage caused by your or your guests or family will be charged to you. Illegally 

parked cars may be towed away. If a vehicle is parked in a designated fire lane per city fire code the 

vehicle will be towed at the owner’s expense. 
 

PETS 
Pets are allowed on the property. All pets must be registered with management and a pet deposit of $300 

must be paid.  Anyone violating these terms will be charged the cost for removal of the unauthorized pet 

and may face possible eviction. We have the right to remove any unauthorized pet from your dwelling 

or the property. 
 

BALCONIES, PATIOS & PORCHES 
All front walkways and back patios are to be kept free of mops, brooms, trash and any other 

inappropriate personal belongings (bicycles, drying towels, trash, and clothing). Residents must keep 

these areas swept and looking neat and clean.  All furniture must be approved patio/lawn furniture.  No 

sofas, recliner, or other indoor furniture will be allowed on the patio.  All trash must be disposed of 

properly in the dumpsters provided. A few plants are acceptable. Because of high risk of fire, barbeque 

grills; flammable or combustible materials, kerosene, gasoline, etc. must not be used or stored on 

porches or balconies or inside your dwelling. 
 



 

WINDOWS & SCREENS 
With the exception of natural disasters (hurricane, tornado, flood, storm, etc.) and damage caused by 

our negligence, any windows or screens broken during your tenancy are your responsibility. Do not 

remove screens. Damaged or missing screens will be charged to you. The cost of repairs or 

replacement will be charged to you if the problem is due to theft, negligence or vandalism. Existing 

window coverings (mini-blinds) must be kept in sight and must not be removed. No paper, foil, 

cardboard boxes or other window coverings will be permitted. All holiday decorations must be 

removed immediately after the holiday. 
 

SECURITY 
Entrance locks or dead bolts will only be changed by the Management of the property and are 

provided by the property. If you request a lock change or an additional lock, you must request this in 

writing and there will be a $40 charge. Unauthorized lock or deadbolts will be removed at your 

expense. A lockout fee will be charged in the event the resident locks himself/herself out of the unit. 

Be sure at all times especially during the holiday periods, you make sure the doors and windows of 

your dwelling are closed and securely locked before leaving. 
 

SIGNS & SOLICITING 
No signs or advertising will be permitted to be posted on the property. Soliciting is not 

permitted. All solicitors should be reported to the management. Public sales or auctions are 

prohibited on these premises. Residents are prohibited from conducting business from 

apartments, including commercial childcare and garage sales. 
 

INSURANCE 
No waterbeds or aquariums in excess of 20 gallons are allowed without (1) prior written consent and (2) 

proof of insurance for your household goods and personal property. Insurance coverage maintained by the 

Owner does not protect you from loss of personal property by fire, theft, water damage, etc. You are 

advised that you should obtain a policy of household contents insurance protecting their household goods 

and personal property.  
 

MAINTENANCE 
  Maintenance is done on a regular and "as needed" basis. However, the only types of maintenance problems 

handled after hours or on weekends will be emergency maintenance, such as flooding of the dwelling, 

loss of utilities, loss of refrigeration or other situation that could result in property damage. Air 

conditioner problems ARE NOT an emergency and will be handled the next business day, unless you agree 

to pay for the additional cost of after-hours service. Response time to security-related problems will depend 

on the nature of the problem. In the event of an after hour emergency, there is an answering service that will 

contact one of the office personnel.    

  Maintenance work orders are responded to on a daily basis and a copy of the work order is left in the unit 

informing the resident of the work completed. All work order requests should be put in writing to the office. 

Even though we checked the smoke detector and window/door security devices before you moved in, you 

are responsible for checking smoke detectors and security devices after move in. Contact us immediately if 

they are not working properly. 

      You will be financially responsible for maintenance problems caused by you or your family or guests. You 

are not allowed to contract for repairs or make repairs yourself and then deduct the cost from the rent except 

as provided by state statute. 
 

INSPECTIONS 
Occupied dwelling inspections are performed quarterly (or more frequently if deemed necessary) to ensure 

the unit is in good condition. You will be notified in writing of the scheduled inspection date at least 24 

hours in advance of such inspection. Your residence is designed so that, whatever your decorating taste, it 

can be personalized by you. You may hang pictures on walls, but you may only use picture hangers with 

small nails for this purpose. Do not use adhesives since they will damage wail surfaces. No modification to 

the walls (such as painting, drilling holes, adding wallpaper, etc.) may be made without prior written 

approval from us. Plant lovers, you must use some type of container under your plants to protect the carpet 



 

against water stains and mildew, since you are liable for this type of carpet damage. 
   
   PEST CONTROL 

         Basic pest exterminations are provided by the Owner and are done on a routine basis.  If the need for 

extermination is caused by your poor housekeeping or carelessness, you will be charged for the 

extermination. You will receive notice of when to expect this service. An unsanitary kitchen with grease and 

food left out uncovered, and food particles on the floor, under the stove, or in closets, is a breeding ground 

for roaches. Once established, they are very hard to control. We ask that you cooperate and allow the 

exterminator to treat your dwelling every scheduled period. Any resident who refuses pest extermination 

will be charged the cost of extermination due to poor housekeeping. You will be notified in writing of the 

scheduled extermination in the monthly newsletter. If you need to request additional extermination please 

contact the Manager in writing. 
 

 GARBAGE 
No littering of the property is allowed. All trash must be disposed of in the dumpsters provided. Please 

dispose of all garbage and trash in commercial plastic bags. You are responsible to see that you, your 

children, or your guests do not litter on the property. Please do not send children to throw out the trash. 

Do not leave bags outside your dwelling.  
 

CABLE / TV / SATELLITE 
Satellite dish or outside antennas are absolutely not allowed. Cable TV permitted only.  For telephone, 

TV and cable repairs please notify the office of your home and work phone numbers as soon as possible; we 

need it when arranging or verifying repair service. If you disconnect or change your numbers, please notify 

us. We are not responsible for the operation or wiring of telephone jacks or TV cable. 
 

 AIR CONDITIONING 
A/C filters are provided free of charge and changed by the maintenance staff monthly during summer 

months and every other month during the winter months. 
 

CLOTHES DRYER 
The lint filter in the clothes dryers in the laundry facility should be cleaned after each use for better 

operating efficiency. Machines will not dry clothes if (1) too much lint is left in the filter, (2) the dryer is 

overloaded, or (3) if the vent hose to the outside is kinked or clogged. Also please install/maintain dryer 

vent in your home. 
 

GARBAGE DISPOSAL 
Do not overload the disposal with food or put any foreign object in it. Coins, bones, nuts, bolts, soft drink 

tabs, banana peels, celery, etc. will jam the machine and may ruin the motor. DO NOT POUR GREASE  

DOWN THE GARBAGE DISPOSAL. Run cold (not hot) water continuously to flush disposal clean. You 

should try to clean out and un-jam the unit yourself, before contacting the owner for repair. Any service 

charges incurred as a result of the negligent actions of you or your guests or family will be charged back to 

you.  If the disposal is jammed, DO NOT use the dishwasher, they share a common drain line and the waste 

may drain back into the dishwasher and flood your floor. 
 

 PLUMBING (SINKS & TOILETS) 
Sanitary napkins, tampons, cotton swabs, paper towels and similar items will clog commodes and sink drain 

pipes. If any of these items or any other item not made to be flushed has caused the problem you will be 

charged a repair fee. 
 

EXTENDED OUT OF TOWN STAYS 
 Please inform management if you will be away from your apartment for more than a few days.  If you 

will be leaving, turn off all faucets and water devices. In the winter, also turn down the thermostat on 

the heating unit to at least _60_ degrees. DO NOT TURN YOUR HEATING UNIT OFF. A lower 

thermostat setting will cost very little and could prevent your liability for broken water pipes and 

damage to property. Leave your closet doors and the cabinet doors under the kitchen and bathroom 



 

sinks open while you are away during cold weather. This is to help keep the water pipes in the 

perimeter walls from freezing. 

 

Anti-Drug Abuse Act of 1988 Policy 
The resident, any member of the resident's household, or a guest or other person under the residents control 

shall not engage in criminal activity, including drug-related criminal activity, on or near the apartments’ 

premises, while the resident is a resident on FMHA housing, and such criminal activity shall be cause for 

termination of tenancy.  

The term drug-related criminal activity means the illegal manufacture, sale, distribution, use, or 

possession with intent to manufacture, sale, distribution or use of a controlled substance.  

  
Zero Tolerance Policy 
All residents, occupants and their guests shall comply with these prohibitions and consequences, which 
shall be considered a part of your Lease Contract. 
 
The Following activities shall be prohibited: 

 
1.    All criminal activity, which threatens the health and safety of the staff or other resident 
 or the right of peaceful enjoyment of the premises by the other residents. 
2.   All drug-related activity occurring on or off the premises, including but not limited to the 
 illegal  manufacture, sale, distribution or use or possession of a controlled substance. 
3.   Alcohol abuse, which interferes with the health or safety of the staff or other residents or 
 the right of peaceful enjoyment of the premises by the other residents. 

 
Violation of any of the above prohibitions constitutes a serious violation of the material terms of the 

lease and is grounds for eviction.  
 

ZERO TOLERANCE 

Prohibited criminal activity, drug-related activity, and alcohol abuse will not be tolerated by the 

owner/management of Prairie Commons. A determination of such activity will result in eviction 

proceedings. 
 

I /We by signature hereunder, accept this ZERO TOLERANCE POLICY of Prairie Commons as part of 

my/our Lease Contract. 

 
 



 

811 No Pay, No Stay Policy 
 
Rent is due on the 1st of each month. Prairie Commons will grant all residents a 5 day grace 
period per the HUD lease.  We will make no exceptions to this policy. 

 
The following is a timeline for our collection process but can be changed due to holidays or 
weekends without notice. 

 
1st of the month                RENT IS DUE 

 
6th of the month                RENT IS LATE 

– A Late Rent Notice will be delivered to your door. 
 

10th of the month              1-day Notice to Vacate for Non-Payment of Rent delivered to       
    your door. This is a legal notice to inform you that if you do not pay  
    your rent in full within 1 day, Prairie Commons will file eviction 
     on all occupants in apartment. This also gives you an option 
    to move prior to having an eviction placed on your record.  
    Eviction is a legal petition to have you removed from the community 
    and will be on your permanent record regardless if you pay your  
    outstanding balance or not. 
 

11th - 15th of the month    Eviction will be filed and court papers will be delivered to you at 
    work or home by an officer of the court requesting you to attend court.  
    You will be charged all eviction court costs. 
 

Once we have the judgment to proceed with the eviction you will have 10 days to remove all 
belongings from your apartment home.  If you do not remove your items after 
10 days, a WRIT of Possession will be issued and we will remove all of your items and place 
them on the street.  This is a total of 30 days from the initial delinquency date. You will also be 
responsible for the court cost for the WRIT. 

 
If you have any questions regarding the NO PAY NO STAY policy, please feel free to contact 
the management team at Prairie Commons.  However, please keep in mind, due to the Fair 
Housing Laws we are unable to stray from this policy. 
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Acknowledgement of Receipt of Community 

Policies and Procedures 

 

I HAVE READ AND FULLY UNDERSTAND THE ABOVE STATEMENTS. 
 

I/We, by signature hereunder, accept and understand the Community Policies and Procedures for 

Prairie Commons as an attachment of my/our Lease Contract. 

 

Resident Date 

 

________________________________ ________________ 

Resident                                Date 

 

 


