
 

 
 

 
P a g e  | 1                                                                      6/21/16  

 
 

 

T.W. LEWIS 
 

 
 

WELCOME TO YOUR T.W. LEWIS HOME 
 
 
For the past 24 years, T.W. Lewis has earned the reputation as Arizona’s finest builder of high-
quality, luxury homes.  Now that you have chosen to lease with us, you will receive the same 
quality features and reliable customer service that each one of our many homeowners has 
come to appreciate.  
 
We hope you find this handbook to be helpful as it outlines our mutual responsibilities. Thank 
you for choosing to lease with T.W. Lewis. We look forward to being of service! 
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I. GENERAL LEASE TERMS 
 
1. The Property 

You have leased a great home…please think of it as your own. During the term of this lease, 
you are in possession of the house, the pool and the yard. Your obligations are similar to 
those of an owner, and you are expected to care for and maintain the premises.  
 

2. Contact Information 
Please make sure that we have your most up-to-date contact information at all times 
including phone numbers and email addresses.  You can update all of your contact 
information by logging onto the tenant portal.  Your contact information will be displayed at 
the bottom once you log-in.  You can click on edit to change your contact information 

 
3. Rental Payments 

All rents are due on the first day of each month.  
 

       You have the option to pay via the tenant portal using a checking account.  If you   
       would like to take advantage of this option, please log on to your tenant portal. Click on My 
       Rental – Payment Account – Edit Payment Account and input your checking account 
       information.  There is a $3.00 convenience fee that will be added to your monthly rent for 
       this option. 
 
       You also have the option to use Bill Pay through your bank.  Allow 5-7 business days for the 
       check to reach us from your bank, ensuring that the check reaches us by the 5th of every 
       month to avoid late fees. 
 

Payments that are mailed to the office need to be in the form of check, money order or 
certified funds (no cash will be accepted) and made payable to:  

 
T.W. LEWIS RENTAL LLC 

850 W. ELLIOT ROAD 
SUITE 101 

TEMPE, AZ 85284 

 
       You may pay in person, during normal business hours, Monday through Friday, 8:00 a.m. to      
       5:00 p.m.   
   
       Late Payment Fees 

If the rent is not paid by the fifth day of each month, you will be assessed an initial late fee 
of $30, along with an additional late fee of $20 per day, beginning on the sixth day, until 
payment is made to T.W. Lewis.  
 
 
 
 

http://www.tinyurl.com/tenantportal
http://www.tinyurl.com/tenantportal
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4. NSF Checks 
NSF (non-sufficient funds) checks will be charged a $35 returned check fee.  The total 
amount due must be paid by money order or certified funds within 24 hours of notification 
to avoid additional fees. If you submit more than two NSF checks all future rental payments 
will be required to be paid with certified funds. 
 

5. Keys and locks 
Alterations or replacements of the locks, installation of bolts, knockers, or other 
attachments to the interior or the exterior of doors require the approval of T.W. Lewis prior 
to installation. T.W. Lewis must have keys to each lock on the house.  
 

6. Non-Smoking Property  
All properties are designated as non-smoking. All smoking must be done outside, never 
inside the home.  
 

7. Trash & Garbage 
All trash, garbage and recyclable items must be placed in appropriate containers. All 
containers are to be discreetly stored behind the fence and removed from the curb by the 
end of the day in order to avoid an HOA fine. You are required to make arrangements for 
trash pick-up through your local waste management company.  
 

8. Renter’s Insurance 
Tenant is encouraged to obtain a policy of Renter's Insurance protecting Tenant’s household 
goods and personal property in addition to liability insurance. Tenant shall purchase and 
maintain a policy of Personal Liability Insurance in the amount of not less than $300,000 per 
occurrence throughout the term of the Lease. Owner’s insurance does not protect Tenant, 
occupants or Tenant’s guests against loss or damage to personal property or belongings or 
cover Tenant’s liability 
 

9. Pets 
No pets of any kind are allowed on the premises unless you have prior written permission 
from T.W. Lewis through your lease and have paid the appropriate fees – this does include 
any VISITING pets.  

 
If you would like to install a pet door please consult your Rental Coordinator for approval, 
fees, and instructions. 

 
10. Guests/Children 

You will be responsible for the behavior of your guests, their children and your children. 
Only those persons listed on the application/lease have permission to occupy the premises 
full time. All guests staying more than three weeks will be considered residents. If a guest 
becomes a resident, please inform your Rental Coordinator.  Upon approval and 
credit/background check, the new resident will be added to the lease.  
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11. Parking/Vehicles 

All vehicles must be parked in designated parking areas. No parking on the lawns, sidewalks 
and other areas not designated for parking.  There is no street parking allowed overnight 
without permission from the HOA. All vehicles must be registered, licensed and operable at 
all times. No commercial vehicles, including wrapped vehicles promoting businesses, will be 
allowed in driveways and/or streets for periods longer than 12 hours. No vehicle repairs 
(except minor repairs, e.g. changing a tire) are allowed at any time. No oil/fluid stains are 
allowed on the driveway, garage floor or any other area on the premises.  
 

12. Good Neighbor Policy 
All residents and guests are expected to conduct themselves in a way that will not offend or 
disturb the neighbors or passers-by. Any activity that causes extreme or excessive noise, 
traffic or disturbance of any kind, could be cause for eviction. This includes loud music, 
vulgar or profane language, barking dogs etc. If music or other sounds can be heard outside 
the perimeter of the leased premises, it is considered too loud.  
 

13. Covenants, Conditions and Restrictions (CC&Rs) 
These are the rules and regulations set forth by the homeowner’s association. Please read 
through them as you will be required to obey all rules and regulations. Any fines set forth by 
the homeowner’s association for not obeying these regulations will be assessed to you and 
are addressed in your lease agreement. All CC&R documentation and HOA contact can be 
found on your tenant portal under the Documents tab. 
 

14. Six- Month Inspection 
Commencing with your lease start date, your Field Manager will contact you to set up your 
6-Month Inspection.   The 6-month Inspection is to ensure that you are comfortable and 
knowledgeable with all functions relating to the home.  
 
Your Field Manager will also inspect the overall condition of the property to ensure that it is 
being properly maintained. This is also a good time to bring up anything that you may 
believe needs attention from your Field Manager.   
 
Inspections will commence, after your initial 6-month inspection, on an annual basis during 
the term of your lease.  
 
 
 
 
 
 
 
 
 

 

http://www.tinyurl.com/tenantportal


 

 
 

 
P a g e  | 6                                                                      6/21/16  

 
 

 

II. MAINTENANCE AND REPAIRS 
 

1. General 
You are expected to maintain the home and keep it in the same condition as when you 
took possession. T.W. Lewis will not cover any costs associated with misuse or neglect. 

 

2. Emergency Maintenance/Repairs 
Although rare, emergency situations sometimes arise where it is not feasible to wait for a 
service appointment. Examples of what would be considered an "emergency" situation 
include: 

 

 Stoppage of the sewer system. A problem with one fixture or even a part of the home 
would probably not constitute an emergency, but a total stoppage certainly would. 

 

 A water leak requiring water service to be shut off to avoid serious damage to the 
property and/or furnishings is an emergency. However, a leak that can be controlled by 
closing the supply line to an individual fixture would not be considered an emergency. 

 A/C unit that is blowing hot air.  This is only an emergency for those homes that have 
only one A/C unit.  If your home has more than one A/C unit, turn off the unit that is 
not working until an HVAC tech can arrive.  Letting the non-working unit run will blow 
the fan motor and you will be responsible for any extra damage caused to the unit. 

 
 
 

In the unlikely event that an emergency situation arises, please call our Emergency Phone: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In the unlikely event that an emergency situation arises after normal 
business hours, submit a request on the Tenant Portal.   

 
The associate that is on call will respond to the emergency situation. 

 
   

 

http://www.tinyurl.com/tenantportal
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3. Maintenance Requests 

For all maintenance requests that are the responsibility of T.W. Lewis, please submit a 
maintenance request on your Tenant Portal. Please be very specific about what the problem 
is (i.e., the right front burner on the stove does not work; instead of - the stove is not 
working).  
 
Examples of maintenance you are expected to do at your own expense:  

 Replace light bulbs 

 Replace air filters EVERY MONTH 

 Replace flappers and other minor parts in toilets 

 Spray yard and home for bugs 

 Maintain landscaping including weeds, grass and trees under 10ft. 

 Maintain sprinkler systems 
 

Examples of repairs that T.W. Lewis is normally responsible for: 

 Repairs to HVAC systems 

 Replace heating element in hot water tank 

 Repair roof leaks  

 Repair or replace any part of plumbing under sinks or behind walls 

 Repair or replace any broken electrical components  

 Treat for termites 
 
4. Unauthorized Repairs 

Please do not make any repairs or authorize any repairs without the prior written consent 
of T.W. Lewis. All repairs must be authorized in writing before work can be performed.  
 

5. HVAC (Heat and A/C) 
All air filters must be changed once a month. Please ask your Field Manager about the 
proper air filter that should be used. This is very important for the proper operation of the 
unit as well as the air quality in the home. Poor cooling may also be due to a clogged filter. 
Check and change the filters monthly.  
 
If you have dogs they are known to urinate on the A/C units.  Please make sure that your 
animals do not have access to the A/C units.  Any animal urine found on the coils will be 
Tenants responsibility to clean or replace if failure occurs. 
 
During the summer months when the outdoor temperature reaches above 100 degrees do 
not adjust your thermostat below 75 degrees.  This will freeze up the system and cause 
your A/C unit to freeze and you will be responsible for any and all damage caused to the 
unit. 
 
 
 

http://www.tinyurl.com/tenantportal
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6. Smoke Detectors/C02 Detectors 
Replace the smoke detector/carbon monoxide batteries at least once every year. A smoke 
detector may be the only thing between you and a fire. 
 

7. Circuit Breakers 
Circuit breakers move only slightly when triggered. It may appear to be ON when it has 
“popped” off. To reset a breaker, turn it fully to the off position and then turn it back on 
again. The ground fault circuit (GFI) breaker detects even slight voltage changes and cuts off 
the power during fluctuations. They are usually used around sinks, exterior plugs, garages 
and some lights. If you lose power to a plug near a water source, it is usually the GFI circuit. 
Most GFIs located at the breaker box are marked with a red or yellow button. Many homes 
have the circuits at the plug-in outlet. When these “pop” simply reset the breaker as 
outlined above or per the instructions on the plug-in outlet cover.  
 
If you use a high powered vacuum cleaner in bedrooms and the outlet fails it is due to a 
safety measure or Arc Fault Circuit Interrupter. AFCI breaks the circuit to prevent electrical 
fires.  

 
8. Light Bulbs 

At move in, all light fixtures will be equipped with the proper bulbs. All burnt bulbs are to be 
replaced during the resident’s occupancy (including floodlights). Upon move out, all lights 
must be equipped with the proper number and type of bulbs. Light bulbs must be 60 watts 
unless otherwise specified on the fixture.  
 

9. Plumbing 
You are responsible for keeping all sinks, tubs, showers and toilets free from obstructions. If 
you have a basement, you are also responsible for keeping the window well pump and 
sump pumps free from obstructions. Please do not let anyone throw anything into the 
toilets or drains this includes small toys, flushable wipes, feminine products etc. or use it for 
any purpose other than what it is designed for.  
 
You will be responsible for any damage or stoppage unless it was caused by mechanical 
failure of the plumbing system. If your system becomes clogged, call your Field Manager 
immediately.  
 
Every basement sump pump is equipped with an alarm.  If you hear this alarm contact 
your Field Manager immediately. Do not use any basement plumbing until you hear from 
your Field Manager.   
 

10. Extermination/Pest control (It is your responsibility to maintain a pest-free home.) 
Any infestations of any kind (except termites) shall be your responsibility. You are not 
responsible for termite control, although you are required to report any evidence of 
termites. 
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T.W. Lewis assumes no responsibility for the control of roaches, mice, ants, bees, scorpions 
or other pests. Please notify your Field Manager if you suspect any termites or wood-
destroying insects around the house or grounds. You will be charged for any damage caused 
by uncontrolled pests (i.e., ants building a nest in the A/C unit and damaging the unit).  
 

11. Kitchen Appliances  
Each kitchen appliance must be cleaned regularly. In particular, the stove hood and filter in 
the stove hood, the oven, under the burner rings and drip pans as well as the ice/water 
pans on the refrigerators. Not cleaning these items regularly can cause excessive wear and 
tear, for which you will be responsible.  
 

12. Dishwasher 
Use the dishwasher at least once per week. Seals may dry up and the motor may be 
damaged by long periods of not being run. Clean the door and door edges of food items 
that have fallen from the counter or run down the sides when loading. Please use Affresh 
or Lemishine products to reduce mineral buildup in the dishwasher.  Powdered 
dishwasher soap will give you the best results and will not build up residue. 
 

13. Garbage Disposals  
Garbage disposals are not for bones, grease, meat or any other similar items. A general rule 
of thumb is, if you can throw it away, then you should. If the motor buzzes, turn off the 
switch. Take a broom stick handle in the top of the disposal and rotate it in a clockwise 
direction. Always unplug the unit before you try any of these repairs. If you are 
unsuccessful, report the problem on your Tenant Portal. This is not considered an 
emergency. You will be charged if a foreign object (bottle caps or tabs, bones, etc.) is 
removed from the disposal. If the disposal does not buzz, please remember there is a small 
reset button on the bottom of the disposal. 
 

14. Countertops and Cabinets  
Always use cutting boards and hot pads when cutting or placing hot items on the 
countertops. All of our countertops are granite and the best way to clean them is with mild 
soap and water.  

 
All cabinets must be vacuumed out and drawer/door fronts cleaned as above before 
vacating. DO NOT LET WATER SETTLE OR SIT ON CABINETRY! This will warp and tarnish the 
wood cabinets and you will be responsible for damage.  Clean the outside of cabinets with a 
wood cleaner. 
 

15. Carpet/Wood/Tile Flooring Care 
Our flooring requires only warm water to be applied about once a week. This will keep any 
dirt or debris from building up on the floor. You are responsible for any damage caused by 
improper cleaning, broken or loose tiles, and stains on the carpet or any repairs required for 
the flooring to be returned to useable or undamaged condition.  

 
 

http://www.tinyurl.com/tenantportal
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16. Walls and Ceilings 
Please keep all walls clean. Do not change the paint color or wallpaper the walls without 
prior written approval from T.W. Lewis. You are welcome to hang pictures and small 
decorations on the walls as long as they do not leave bigger than nickel-sized holes. All 
walls, baseboards and trim must be cleaned before vacating.  
 

17. Landscape 
You are required to care for the landscape as provided in your lease agreement, keeping it 
in the same condition as when you took possession. This care includes, but is not limited to, 
regularly cutting the grass; fertilizing the lawn; trimming the shrubs; edging all the 
walkways, curbs and driveways; check sprinklers and sprinkler system weekly and keeping 
weeds from all rock areas. Be sure to trim all low-hanging branches on trees.  

 
18. Pool 

All of our pools are maintained by a T.W. Lewis Pool Technician.  This service consists of 
weekly visits where the Pool Technician ensures proper chemical balance, cleans out the 
filters (when necessary) and maintains all mechanical equipment.  You are required to 
clean your pool as needed between your Pool Managers visits.  Please skim the surface if 
you see that the top is getting dirty with debris, empty the skimmer basket and brush any 
debris at the bottom of the pool towards the vacuum. 
 
Below is the set Pool guidelines that each Tenant must follow: 
 
1. Check and clean pool skimmer basket every other day in between pool maintenance 

visits. 
 

2. Every home is provided with a net and brush. 

3. All animals must be kept indoors on designated pool days.  T.W. Lewis will not be held 
responsible for animals left outside on designated pool days. 
 

4. Rocks should be removed from the pool as they will damage the cleaning system and 
pump parts. Rocks get into the pool for a variety of reasons, mainly from dogs running 
around the pool and kicking in the rocks.  
 

5. Trees and bushes should be kept trimmed back away from pool.  Leaves and debris 
should be removed from the pool and filter between pool maintenance visits.  If leaves 
and debris are left unattended, they can block the flow of water to the skimmer and 
potentially burn up the motor and/or pump.  Special attention should be paid to this 
during monsoon season as the storms carry a lot of sand and landscape debris that can 
end up in your pool. 

 
6. Dogs swimming in the pool is discouraged as dog hair absorbs chlorine and easily clogs 

the filter. 
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7. At the end of the swim day all pool toys and rafts must be removed from the pool.  If 
these items are left in the pool overnight they will block the flow of water to the 
skimmer and potentially burn up the motor and/or pump. 
 

8. Do not adjust your pool timer or turn off your pool pump without prior permission from 
your pool manager.  The pool timer is set to the optimal time needed to properly 
maintain the pool.  If the pool timer is found to be turned off or adjusted without 
permission, you will be charged for extra chemicals and labor needed to turn the pool 
back to optimal levels.  
 

9. Please keep gate unlocked and dogs in the house on your scheduled pool service day.  If 
access is not available on your scheduled pool service day, service will be delayed until 
the following service period. 
 

10. Tenants will be responsible for damage and/or excess wear to pool equipment for non-
compliance with the above.  
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III. Vacating the Premises 
 
1. Moving Out 

If you do not plan to extend your lease please give notice via the Tenant Portal within 30 
days of your lease expiration.   

 
2. Marketing During the Notice Period  

Marketing of your home may be required before your vacancy.  If we need to market your 
home you will be given 48 hours’ notice prior to any showings.  All showings will be done by 
our Designated Broker or Licensed Arizona Realtor.  

 
The property must be available and in good showing condition during this marketing time.  

 
3. Move-Out Inspection 

Your Field Manager will call you to schedule your move-out inspection. You have the option 
to attend your move-out inspection.  

 

 Inspections are available from 8 a.m. to 4 p.m., Monday through Friday. Please do not 
plan on having an inspection on weekends or holidays. Inspections can take up to an 
hour, depending on the size of the home.  
 

 Inspections are made only after you have completely vacated the home, cleaned it 
thoroughly, cleaned and trimmed the landscaping, hauled off all trash, and you are 
ready to turn over keys. 
  

 A room-by-room check will be made, including interior, exterior, grounds, appliances, 
windows, shutters, blinds, etc.  
 

4. Following are the requirements for a full refund:  

 Fulfilled lease term 

 No property damage inside or out 

 Return all garage door openers 

 Return all mail box keys 

 Return all gate remotes 

 Return all house keys 

 Complete move-out cleaning checklist 
 
 
 
 
 
 
 
 
 
 

http://www.tinyurl.com/tenantportal


 

 
 

 
P a g e  | 13                                                                      6/21/16  

 
 

Below is a move-out cleaning checklist: 
 

KITCHEN  
1. All cabinets and drawers need to be emptied and wiped down inside and out.  
2. All appliances must be emptied and cleaned inside and out.  
3. Drip pans, oven racks and exhaust fan for stove must be cleaned.  
4. Counter tops and sink must be clean.  
5. Floors to be clean.  

 
BATHROOMS  

1. Tub, shower and sink must be thoroughly cleaned.  
2. Toilet must be cleaned inside and out.  
3. Medicine cabinet must be emptied and wiped down inside and out.  
4. Mirrors must be cleaned and free of spots.  
5. Floor to be clean.  

 
AIR CONDITIONG/HEATING UNITS  

1. All AC filters must be changed.  
2. AC filter covers and vent covers are to be clean.  
3. If we find an AC unit with an excessively dirty filter, tenants will be charged to have the 

unit checked by a licensed HVAC company. 
 
MISCELLANEOUS  

1. ALL LIGHT BULBS MUST BE IN WORKING ORDER. ANY BURNT LIGHT BULBS WILL BE 
CHARGED TO TENANT. 

2. All carpet to be vacuumed. Any stains that will not come out with our professional 
carpet cleaning will be deducted from your security deposit. 

3. All nails, hangings, and wall decals are to be removed. Please do not patch nail holes. It 
is easier for our painters to do this. Any holes that are larger than a nickel will be 
repaired at Tenant’s cost. 

4. All trash and debris to be put in trash receptacles and/or removed. 
5. Any damage to the property must be repaired to the original state it was given to you.  If 

you have questions or need advice on proper repair, please contact your Field Manager. 
 
OUTSIDE  

 All plants and shrubs neatly trimmed and manicured.  

 All weeds and debris must be removed from rock areas. Rocks must be raked.  

 Grass mowed and edged.  

 Driveway, garage and patio must be cleaned. All grease and debris removed.  

 Please brush outside of house with broom to remove all spider webs, etc.  

 All pet debris must be removed.  

 All trash and debris must be removed from property.  
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5. Return of the Security Deposit 
 
The security deposit cannot be used as the last month’s rent. 

 

The security deposit will be refunded in one check made payable to all tenants within 14 
Business days of your final move-out inspection or when T.W. Lewis obtains possession. 
Possession occurs when keys are returned to the office and/or Field Manager. 
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TENANT PORTAL: www.tinyurl.com/tenantportal   

A direct link can also be found on our website: www.twlewisluxuryleasing.com 

(upper right corner – yellow box) 

 
 

FIELD MANAGERS 

TERRY BURNS – Senior Field Manager   

Areas: VISTANCIA/SONORAN FOOTHILLS 

Cell: 602-568-7391  (Terry does text!) 

tburns@twlewis.com 

DEAN MEINTJES  

Areas: PORTALES/ESTRELLA/VALENCIA 

Cell: 602-478-6212  (Dean does text!) 

dmeintjes@twlewis.com 

POOL MANAGER 

PETE NIGRO 

Cell: 602-717-6669  (Pete does text!) 

pnigro@twlewis.com 

 

 

 

               OFFICE STAFF 

RENTAL COORDINATOR 

Kerri Caserta 

Direct Line: 480-768-4964 

kcaserta@twlewis.com 
 

ACCOUNTING 

Ashley Steffen 

Direct Line: 480-768-4959 

asteffen@twlewis.com 
 

DESIGNATED BROKER 

Christa Cooper 

Direct Line: 480-768-4963   

Cell: 480-888-5272 (text) 

christa@twlewis.com  

http://www.tinyurl.com/tenantportal
http://www.twlewisluxuryleasing.com/
mailto:TBURNS@TWLEWIS.COM
mailto:dmeintjes@twlewis.com
mailto:pnigro@twlewis.com
mailto:pnigro@twlewis.com
mailto:KCASERTA@TWLEWIS.COM
mailto:asteffen@twlewis.com

