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ZIA VISTA CONDOMINIUM ASSOCIATION

GUIDELINES FOR THE OWNER-LANDLORD


A lawyer or realtor can assist you with a suitable lease agreement that complies with the laws of New Mexico, the City of Santa Fe, and our Condominium Documents. The Association has no liability for whether or not your lease complies with the law. Following are some requirements and suggestions that should make leasing your unit go more smoothly. If you are using a property management company, please share these guidelines with them.
1.
You must have a written lease that requires the renter to comply with the terms and 
provisions of the Condominium Documents and, further, provide that the failure of the 
renter to comply constitutes a violation of the terms of the lease (Declaration, 3.3). This is a 
legal requirement.
2.
You must send a conformed copy of this lease to the Association immediately after it has 
been executed (Declaration, 3.3). This is also a legal requirement.
3.
You should state the following in the lease:

· The names of all tenants who 
may occupy the unit (keeping in mind that the unit may only be occupied as a single-family unit as defined in the Declaration (3.3). Room mates are considered a single-family unit.)
· Whether or not pets are permitted (keeping in mind that no more than two dogs or cats in any combination and each weighing no more than 25 pounds are permitted. No animals, reptiles, or birds may be kept for breeding purposes, and only dogs and cats are permitted pets) (Declaration, 3.3).

· That the tenant is responsible for any fines they incur because of breaking any of the Rules and Regulations or violating any of the other Condominium Documents. (See the Rules and Regulations for the warning and fining protocol. Fines incurred but not paid by the tenant become your responsibility. You will be sent a copy of any warning or fine notice sent to the tenant.)

· That parking permit(s), gate code (or automatic gate openers), and the amenity key are only for the tenant’s use and that 
the parking permit(s) and gate code are issued by the Zia Vista Condominium Association. (The tenant may purchase an automatic gate opener at the office. The parking permit must be returned to the Association upon moving out. The Association Manager will deactivate the gate code and the automatic gate opener. The amenity key is to be returned to you. If the tenant does not comply, it will be your responsibility to retrieve the permit(s). Loss of the amenity key must be reported immediately upon its loss. Do not wait until the tenant moves out. A fee will be charged to replace the amenity key.)
You may also want to state that the tenants are advised to carry renters insurance.

4.
We encourage you to do a thorough—criminal as well as financial—background check on 
the prospective renter. There are companies that perform this service for a modest fee.

5.
You will be charged for any parking permit(s) not returned and for any unpaid water/sewer 
bills and fines incurred by the tenant. We encourage you to 
withhold the rental deposit until 
verifying with the office that parking permit(s) have been returned and all water/sewer bills 
and fines have been paid.

6.
You will be responsible for issuing the tenant the unit key and mailbox key.
7.
You should advise the tenant to register a change of address with the post office. The official 
postal address format is as follows:



Name of mail recipient



2501 W Zia Rd Apt xxxx



Santa Fe, NM 87505


The apartment number is made up of the building number and apartment number; for 
example, 1309 (Building 1, Apartment 309). The tenants may check the post office Web site 
to verify the address format. They may also find out the four-digit zip code extension either 
from the owner-landlord, the post office, or the post office Web site.

8.
You MUST have the tenant come to the Zia Vista office before moving in to register for 
water/sewer billing and to receive the parking permit(s) and gate code (or to purchase an 
automatic gate opener). The manager will again review the rules with the tenant at this time.
9.
You must provide a copy of a confirmation signed by the tenant(s) that they have read, 
understood, and will abide by the Zia Vista Condominium Rules and Regulations. 
(Confirmation form is attached. You were given a copy of the Rules and Regulations or you 
may find them at www.ziavista.org.)
10.
You must provide a written acknowledgement of your responsibility for all financial 
obligations, including fines and the water and sewer bill should the tenant fail to pay. 
(Acknowledgement form is attached.)
11.
We encourage you to evict tenants who continually abuse the rules and disturb the rights of 
other residents to a clean, comfortable, peaceful environment, destroy or damage common 
property, or otherwise behave in a way not in the best interests of the community. All 
residents, in particular resident-owners, deserve consideration. Many owners cannot move 
out, or do not want to sell and move, because of careless, inconsiderate, or unruly tenants.
12.
If you do not include it in the lease agreement, we encourage you to advise the tenants to 
carry renters insurance.
13.
We encourage you to carry landlord property and liability insurance. Remember, you are 
responsible for anything you own within the walls of the unit; for example, your appliances, 
furnace, cabinets, fixtures, etc. You might also be legally liable for damage or injury 
resulting from the use of these items. A licensed insurance agent can explain the advantages 
of this 
landlord coverage for a condo unit.
14.
You must instruct the tenants to report any broken pipes, electrical wiring problems that 
may exist within the walls, clogged dryer vent within the wall, and rodent or roach 
infestation problems to the Zia Vista office as well as to you. These are considered 
emergency conditions. The Association will take care of those problems that are normally 
the responsibility of the Association according to the Declaration. If it is obvious that the 
problem was caused by the tenant, the cost of materials and repairs will be assessed against 
the Unit. Everything within the unit, from the paint on the walls to all appliances and 
fixtures and floor coverings, is the responsibility of the owner-landlord. The Association is 
not responsible for malfunctioning stoves, lighting fixtures, sinks, faucets, and other such 
items within the unit.
15.
Instruct the tenants to report any criminal activity or domestic abuse they observe to the 
police. We would appreciate it if they would inform the office of any such report as well.

16.
Please instruct the tenants to report anyone they observe breaking the rules. Details like date, 
time, a description of the incident, where it took place, and those involved are important. 
The tenants may not know the people involved, but sometimes a description is sufficient in 
determining who the people are. This applies as well to infringements of their rights as 
residents; for example, noise disturbances.
17.
You MUST instruct the tenants to direct any other concerns to you the landlord, not the 
office or the Board of Directors. As a member of the Association, you may relay those 
concerns you believe need to be addressed to the office for the Directors to consider at the 
next Board meeting. An e-mail or letter describing the concern will make it easier for the 
Board to consider.
18.
You must file a Landlord Standby notice with PNM and provide confirmation to the 
Association office that this has been done. This notice insures that power remains on in the 
unit. Should you fail to file this notice and the electrical service is discontinued, any damage 
to the building due to this lack of service will be your financial responsibility.

19.
No unit shall be part of a timeshare plan or be rented for less than a term of 30 days. The 
unit is not to be used like a motel or hotel. (Declaration, 3.7 and City of Santa Fe Code)

20.
Neither the Association nor any of its employees will act as a property manager for you. 
You must lease the unit directly or through a local, licensed property management 
company. This protects the Association from any liability for your tenant.
ZIA VISTA CONDOMINIUM ASSOCIATION

TENANT CONFIRMATION

All tenants named in the lease must sign this confirmation.
“I” as used in this document applies to all signers.
I, (please print name(s)) ___________________________________________________, the tenant(s) in Unit _____________, confirm that I have read and understood the Zia Vista Condominium Association Rules and Regulations and will follow them.

I further understand that I am responsible for making sure that all family members and guests follow these rules.

I also understand that I am responsible for paying any fines assessed against me.

I understand that breaking a rule is a violation of the lease. Therefore, the landlord, at his/her discretion, may evict me.

If I am fined and don’t pay, the landlord may withhold the security deposit and/or take any other available legal action.

____________________________________________     ________________



      Tenant Signature



        Date

____________________________________________     ________________



      Tenant Signature



        Date
____________________________________________     ________________



      Tenant Signature



        Date

____________________________________________     ________________



      Tenant Signature



        Date
ZIA VISTA CONDOMINIUM ASSOCIATION

OWNER-LANDLORD ACKNOWLEDGEMENT OF

FINANCIAL RESPONSIBILITY

I, (please print name(s)) _______________________________________________, owner(s) of unit ___________, acknowledge my responsibility for all financial obligations to the Zia Vista Condominium Association, including fines and the water and sewer bill, incurred and unpaid by the tenant.
_____________________________________________     _____________




Signature



        Date

_____________________________________________     _____________




Signature



        Date
May 2009

May 2009


