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WJD M A N A G E M E N T

PROPERTY MANAGEMENT PROGRAM
Setting The Price: We perform a detailed rental market analysis of your home including 

neighborhood factors and current market conditions and use this information to 
determine the most competitive price.

Finding A Tenant: Your home is aggressively marketed through the Multiple Listing 
Service, yard signs, virtual tours, social media and a wide variety of websites.We 
also network with agents from other firms who specialize in working with renters 
as well as local corporate relocation contacts who assist individuals moving into 
our area. We begin the marketing process 60 days before the property is avai-
lable to rent and our listings reference a 12- to 24-month lease requirement with 
the understanding that any other term must be negotiated with the landlord. On 
the issue of pets, we earnestly recommend indicating in the listing that you will 
consider pets on a case-by-case basis with an additional security deposit. In this 
fashion you may choose among applicants depending on what pet situation you 
are comfortable with. We do not collect a nominal “pet deposit” as most other 
firms do but rather require a larger security deposit, a minimum of $500 additional 
deposit per animal which affords you much greater protection.

Rental Agents: We have our own staff of leasing agents, skilled professionals who  
specialize in showing rental property, are good at evaluating tenants’ needs, stay  
informed of all Fair Housing codes and will present your property in its best light.

Qualifying The Tenant: Our strict requirements and careful evaluation of prospective 
tenants have led to an enviable eviction rate far below the average for our area.
We verify prospective tenants’ employment (salary, position, length of time on 
the job, probability of continuing) and contact their landlords for references. We 
subscribe to Safe Rent which provides us with credit information from all three 
of the nation’s largest credit reporting bureaus, as well as criminal background 
checks. Applicants are qualified financially using a 40% debt-to-income ratio 
including the cost of housing. Once we have verified all information and obtained 
references we will make a recommendation to you. The final choice is yours but 
of course must be made within Fair Housing guidelines.

Lease Preparation: We use the standard Northern Virginia Association of Realtors® Deed 
of Lease which contains many provisions designed to protect your investment. 
It is regularly updated by NVAR legal counsel to reflect any new requirements or 
protections available under the law. Unless you specify otherwise we will negoti-
ate a minimum twelve-month lease.

Our strict screening 
process helps us  
find the best tenants 
for your home!
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Tenant Handbook: All tenants are given a copy of our Tenant Handbook© which outlines 
what we expect from them and what they can expect from us as your property  
manager. It includes such topics as care of the home, emergency procedures 
and move-out requirements for when they vacate.

Rent Collection: We believe in actively communicating with tenants to prevent vari-
ous situations that may arise from becoming collection issues. In the event of a 
problem our timely procedures assure you of minimum income loss.

Inspection Schedule: An extensive report is generated prior to tenant occupancy 
noting the interior and exterior condition of your home. Comprehensive interim 
inspections are then conducted throughout the tenancy (these are posted on 
our website and include photos) with a final inspection being made after tenants 
have vacated. This schedule helps ensure that your home is properly maintained 
for as long as it’s in our program.

Maintenance, Repairs, and Preventive Maintenance: Deferred maintenance can be very 
costly in the long run so we make every effort to prevent small problems from 
becoming bigger ones. Our prompt response to any issues that may arise keeps 
tenants happy and also encourages them to inform us of issues in a timely man-
ner. We encourage tenants to take care of as many minor items as they can. If 
they are unable, we call the appropriate vendor, pay the bill when the work is 
completed and charge your account. For major repairs we solicit bids for your 
review and selection. We work hard to find competitive prices for quality work.

Accounting: Your net of the rent (rent received from tenant minus our fee and any ex-
penses) is sent electronically to your bank on the 3rd of each month. You receive 
a monthly statement as well as a year-end income and expense summary. All 
invoices which we have paid on your behalf are posted to our website. We also 
submit the required annual IRS Form 1099 for you.

Investment Information: We can assist you in evaluating your real estate investments 
through market analysis and our extensive experience. If you are planning to buy 
a rental property, let us have the opportunity to evaluate it before you make your 
final decision. Our background has helped many to make informed decisions 
concerning their investments.

Leasing Services:

• Aggressive marketing
• Virtual tours with listing photos
• Yard signposts where permitted
• Criminal and credit background report
• Lease negotiation and preparation
• New tenant orientation

Homewatch Services:

• Twice monthly home inspections
• Online home inspection photos
• Monthly statements
• Necessary maintenance
• Utility maintenance
• Grounds keeping as needed
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FEE SCHEDULE
Leasing Fee: Charged whenever we have to find a tenant, it is one month’s rent for a 

one-year lease; for leases in excess of one year add 25% of one month’s rent for 
each additional year or portion thereof.

 NOTE: We must pay a sizable portion of this fee to the agent who shows your 
property and brings us a rental applicant that you accept. If you have the ability 
to show the home to prospective renters from within your circle of friends and col-
leagues, we encourage you to do so. Simply refer any interested parties to WJD 
and we will process them in the same manner as if a leasing agent brought them 
to us. Your account will only be charged a $500 administrative fee for this service.  

Lease Extension Fee: Charged whenever a lease is extended beyond its initial term, it 
is 25% of one month’s rent prorated to the exact term of the extension. If a lease 
is extended on a month-to-month basis there is a one-time $400 administrative 
fee for this service.

Management Fee: Charged whenever a tenancy is in effect, it is 8% of the monthly 
rental amount for houses and townhomes and 9% for condominiums. There is a 
$140 minimum monthly fee for houses and townhomes, a $150 minimum monthly 
fee for condominiums, and a $250 minimum monthly fee if there is a Home War-
ranty in effect regardless of the type of property. We do not have maintenance 
surcharges, account set-up costs or any other hidden fees and we do offer a 
discount for multiple properties. A management fee is not charged whenever a 
tenancy is no longer in effect, however, when no tenancy is in effect for longer 
than 60 days, a monthly vacancy fee of $50 shall be charged.

Advertising Costs: The costs of listing your property in the Multiple Listing Service, 
uploading the listing to the WJD website and to various social media platforms, 
uploading the listing to ListHub.net which exports listings to over 900 real estate 
search websites, the cost of real estate sign post installations (where permitted) 
and the cost of virtual tours when possible are all included in your leasing fee. 
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DIRECTIONS TO OUR OFFICE
From I-495 (Capitol Beltway) take I-66 West to exit 60 for Route 123 South. Proceed 
on Route 123 South across Route 50/Lee Highway to Kenmore Drive just before the 
bridge and turn left. Go one block on Kenmore Drive to University Drive. Turn right on 
University Drive and proceed to Democracy Lane at the light. Turn left on Democracy 
Lane and follow to Plaza Drive. Turn right on Plaza Drive then take an immediate left 
into the parking lot. Bear to the left and we are the first entrance on the main  floor.

WJD STAFF
Gina Talotta | Director of Operations & Comptroller: Gina holds an MBA from Avila Univer-
sity. She is responsible for the daily administration of WJD’s property management 
and leasing program. Gina posts all the rents, pays all the bills and can answer any 
questions you may have about rents collected, your monthly statement, payments 
we make for you and the like.
gina@wjdpm.com

Michelle Williams | Associate Broker: Michelle was the property manager for a local 
Century-21 firm for almost two decades and joined us shortly after they sold their 
managed inventory. Her hands-on approach over the years has created a fiercely 
loyal clientele, many of whom followed her to WJD Management. She is also Prin-
cipal Broker of our affiliate MMK Realty, LLC which assists both our homeowners 
and our tenants with all of their real estate sales needs. Michelle has recently earned 
the notable “Military Relocation Professional” designation.
michelle@wjdpm.com
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Jonathan Arevalo | Maintenance Manager: Jonathan is a recent George Mason Univer-
sity graduate where he majored in biochemistry. He is fluent in Spanish and acquired 
impressive customer service skills while working as a center consultant at a local 
FedEx office as well as at the GMU Office of Graduate Admissions where he was 
a document specialist. Jonathan handles our tenant online maintenance requests. 
jonathan@wjdpm.com

Henry Kurosaka | Property Inspector: Henry joined our management team after retir-
ing from the Hecht Company at Tysons Corner where he enjoyed a long and varied 
career in retail sales. He is out in the field daily and is our “eyes and ears” keeping 
us apprised of numerous issues pertaining to the administration of our management 
program. He faithfully inspects each home in our inventory every six months. 
henry@wjdpm.com

Karen Medrano | Leasing Manager: Karen graduated from the Bolivian Catholic Univer-
sity with a major in Civil Law. Her work experience includes employment in the legal 
department of the Bolivian American Bank and the Worldwide Legal Service in New 
York City. She also has more than 15 years of administrative and customer service 
experience in various Kohl’s stores. Fluent in Spanish, Karen is our other “voice on 
the phone” when you call our office. She also assists tenants with parking and pool 
passes and various other HOA/condo association requirements and services.
karen@wjdpm.com

Jordan Morris | Maintenance Manager: Jordan is our gatekeeper, directing calls and 
handling inquiries. She joined our team after four years at George Mason University 
studying Art and Visual Technology. Her varied retail and office work history has 
lent her an impressive customer service repertoire. Jordan also handles our tenant 
online maintenance requests.
jordan@wjdpm.com

David Norod | Principal Broker: David determines the rental value of the homes in 
WJD’s inventory. He is responsible for listing them in the MLS as well as orchestrat-
ing our various marketing efforts whenever we must find tenants. He has been a 
licensed Realtor since 1986 and a licensed real estate Broker since 1996. He is also 
a professional musician currently playing in several local bands.
david@wjdpm.com

Jordan is ready 
to take your call!  

703.385.3600
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HOMEOWNER TESTIMONIALS

“ WJD really came through for us 
when we had to move to Texas 
on short notice leaving the condo 
in desperate need of repair  
and painting.” 

— Kevin & Julie P.

“ WJD will be one of the first 
phone calls I make next time 
I’m posted overseas.”

— Sabina A. H.

“As a member of the U.S. Military...
despite the long distances and multiple 
time zones, there was not a moment 
when my husband and felt ‘out of 
touch’ with the status of our home.” 

— Kelly A. Z.

“Thanks to the excellent service you 
and the WJD staff provided, I was able 
to move from post to post ... without 
experiencing the worries and problems 
that many of my Foreign Service 
colleagues suffered.” 

— Kathryn Dee R.

“Potential customers should feel 
confident in the professionalism 
and continuing communications 
they will experience with WJD.”

— Douglas M. B.

“It was your professionalism and 
attention to detail that sold my 
husband and [me] on your firm.”

— Edward Jr. & Tiffany L.
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“WJD handed over the house to me 
in very good condition which is not 
very usual for a house rented over 
such a long period of time.” 

— Dr. Ram Nandan P. S.
“I had [tenants] who did not turn out to be 
as responsible as I would have expected, 
but WJD Management stayed on top of 
them and made sure that my interests 
were taken into account.” 

— Betty C.

“Even though I was overseas, I 
was always able to reach you 
easily and my requests were 
always dealt with in a very 
prompt and efficient manner.”

— Leslie D.

“In short, our experience working 
with WJD was the perfect blend 
of professionalism and friendly 
service.”

— Paul & Susan T.

“In short order you terminated my lease 
with the existing [problem] tenants, 
had the house fixed and cleaned at a 
reasonable cost and found a perfect 
tenant.” 

— M. Eldon C.

“Your staff has been very responsive 
to all my requests and you have 
always found excellent renters 
within a short period of time.”

— Betty I. S.
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TENANT TESTIMONIALS

“We’ve been renting a WJD Management 
property for almost a year, and have had a 
positive experience. There have never been 
any accounting issues with the autopay for 
our rent, and they are very responsive to 
maintenance requests. They usually have 
someone out the same day or next day 
to handle the issue. We’ve had to use the 
emergency line one time (water leak due to 
a major storm) and had a positive experience 
with the triage process on that line.”  

— Robin T., WJD Tenant

“This is my first experience renting with a property management company. I am now entering 
into my third year with them and I cannot sing their praises enough. Every member of the 
staff has been friendly, helpful and communicative. They definitely have their renters’ best 
interests at heart. I have had nothing but positive interactions with them. They made the rental 
application process a breeze. I’ve never had any account issues with paying my rent through 
their autopay program. Every time I submit a maintenance request the response is almost 
immediate. I even enjoy working with the companies and individuals they send to do the 
repairs! WJD is definitely a company I would recommend.”  

— Molly B., WJD Tenant

“WJD is amazing and quick to 
answer my phone calls.” 

— Charles A., WJD Tenant

“We had a great experience with WJD as 
tenants and we are immensely grateful. 
All issues we had were answered 
promptly and resolved quickly. Great 
professionals to work with. We never 
had any unpleasant experience. They 
were always courteous and professional. 
It is a great company I would strongly 
recommend for prospective tenants and 
landlords.” 

— Arthur B., WJD Tenant

“WJD is great when responding to our 
needs. Even a simple question receives 
a prompt response.”

— Amy B., WJD Tenant

“They have always been extremely 
responsive and in a quick matter when 
weve had important issues such as 
thermostat not working and a leak.” 

— Stephanie S., WJD Tenant

“The quality of the people you have working 
for you speaks very highly of your company, 
and as a tenant I appreciate that.”

— Charles F. B.
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“I have been a WJD resident for three years. 
Our son is very ill and with COVID and my 
husband’s hours were drastically cut at the 
airlines. WJD was patient, helpful and very 
communicative. They didn’t charge us any 
late fees and accepted a third-party check 
so we could stay in our home and fight to 
keep our son alive. Thanks for allowing us to 
keep our dignity and treating us with respect 
while we readjusted our finances...for being 
a partner in helping us stay in our home and 
enhancing our rental experience. I have never 
had more responsive, helpful and respectful 
landlords before. Thank you!”  

— Shanika B., WJD Tenant

“I have now been a WJD tenant for five 
years. It has been a pleasure to work with 
the team. I truly have not had a single bad 
experience. When it comes to submitting 
a work order, WJD is always prompt to 
respond and make sure we have what we 
need. Any rare issues involving payments 
being processed late are met with 
politeness and understanding. I’ve been 
very fortunate to work with WJD and I 
always recommend them to my friends 
and coworkers. Thanks for your great 
customer service and friendliness!”  

— Andrew C., WJD Tenant

“TYou have always been professional, 
courteous, dependable, and above all else, 
kind to us. We won’t forget it.”  

— Stephanie & Peter S., WJD Tenants



meredithdittmar
Sticky Note
Intentionally left blank



11Management Program

OUR CONTRACT
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OUR CONTRACT (cont’d)
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OUR CONTRACT (cont’d)
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OUR LEASE
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OUR LEASE (cont’d)
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OUR LEASE (cont’d)
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OUR LEASE (cont’d)



23Management Program



WJD M A N A G E M E N T

24

SAMPLE MONTHLY STATEMENT
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SAMPLE YEAR-END SUMMARY
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