
 

ourtney& C  ourtney
a real estate company

 C  

Thank you for your interest in Courtney & Courtney.  Courtney & Courtney specializes in single 
family homes, townhouses and Home Owners associations and has been doing so for over twenty 
years.  Our management philosophy is that we work for you and put your best interest first but 
develop strong relationships with our renters.   We find these strong relationships encourage our 
tenants to take better care of your property and keep the value of your investment up.     
   
At Courtney & Courtney we feel finding a qualified tenant is part of our normal duties so we do 
not charge a procurement fee or a lease re-signing fee as many property management companies 
do.  Courtney & Courtney charges ten percent of rents collected.  The owner would be 
responsible for all advertising costs and the other costs such as the walk-through video and 
regular required maintenance.  If your property is vacant, we do not receive a management fee.   
   
You will find enclosed a full management packet.  This packet is designed to give you as much 
information as possible regarding Courtney & Courtney.  You will find a copy of our 
management contract, our property standards, an owner’s checklist, a sample monthly income 
statement, an application cover letter, and a form for Automatic Payment Authorization.   
   
We would be happy to answer any questions you may have.  Please give us a call!   
   
We wish you the best with your investment property.   
   
Best regards,   
   
Carla & Mike Clark      
 

6285 Lehman Drive, Suite 100 • Colorado Springs, CO 80918 • Phone: 719-260-8216 • Fax: 719-494-1219 

www.courtneyandcourtney.com
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Residential Leasing and Property Management Contract 
              
1. Parties: 

A.  The parties to this agreement are Courtney & Courtney, Broker: 

Owner: _______________________________________________________________ 

Address: ______________________________________________________________ 

City, State, Zip:________________________________________________________ 

Home Phone: ______________________  Work Phone:______________________ 

Cell Phone: ________________________  Fax: ______________________________ 

E-Mail: ________________________________________________________________ 

Additional Phone Numbers/Emergency Contact Information: ____________ 
________________________________________________________________________ 
________________________________________________________________________ 

 
B. Owner appoints Broker as Owner’s sole and exclusive leasing and managing agent of the 

real property described in Paragraph 2 and any addendum to this agreement. 
 
2. Property:   

Address: ____________________________________________________________________ 
 _____________________________________________________________________________ 
 Does this property belong to a Homeowner’s Association?    ____ Yes    ____No 
 
3. Terms/Leasing Information: 

A. Primary Term/Leasing Info:   
 The primary term of this agreement begins and ends as follows: 

Commencement Date: ________________  Expiration Date: _____________ 
 
Monthly rent desired:  ________________  Minimum Rent:______________ 
Terms Available: ____ 1 Year  _____ More than one year  ______ Other _______ 
___________________________________________________________________________ 
    
Pet Policy:  Will you accept a Pet:  Yes ____  No ____  If So what type:________ 

___________________________________________________________________________ 

B. Automatic Extension:  Unless either party provides written notice of termination to the 
other party at least 30 days before the Expiration Date, this agreement will automatically 
extend for annual periods.   
 
In the event the owner terminates this agreement without cause, as hereto provided, 
Agent shall be entitled to compensation at the rate of 10% of remaining rents due on 
Leases put into effect during the term of the agreement, said fees to be paid to Agent 
before termination becomes effective. 

ourtney &  C  ourtney 
a real estate company 

 C  6285 Lehman Drive,Suite 100 • Colorado Springs,CO 80918 
Phone: 719-260-8216 • Fax: 719-494-1219 
 

www.courtneyandcourtney.com 
 



 

              Owner____   Owner ____     
                 Date  ____   Date     ____                                          Page 2 
     

 
If Broker determines that he/she cannot continue to effectively provide leasing and 
management services to Owner for any reason at any time during this agreement Broker 
may terminate this agreement by providing a 60 day written notice to Owner. 
 

4.   Broker Responsibilities: 
A. Leasing:  Agent accepts the employment and hereby agrees: 

1) To advertise the property for lease by means and methods that Agent determines 
are reasonably competitive, including but not limited to placing advertisements 
with interior and exterior photographs and related information in any media and 
internet; 

2) Make ready and contract any work required to make ready for occupancy of new 
tenant and show said property; 

3) To verify information and references in rental applications from prospective 
tenants; 

4) To negotiate and execute rental agreements, extensions and amendments and 
receive deposit for said property in a timely manner for initial terms available as 
listed herein; 

5) Collect and deposit all rents, security deposits and any other funds from tenants 
into a Trust account in a Federally Insured Institution qualified to engage in 
banking or trust business, separate from Agent’s personal account.  Agent deposit 
such funds at Citadel Bank, 730 Citadel Drive E., Colorado Springs, CO; 

6) Collect fees such as application fees, returned check fees, late charges, lease 
breaking fees from tenants or from prospective tenants and shall retain these fees; 

7) Agent shall use such means as are ordinary to collect or attempt to collect any rent 
from any tenant of the premises.  Agent shall not be held monetarily responsible for 
the inability to collect rent; 

8) In the event legal actions is necessary, obtain judgment for possession of the 
premises, delinquent rent, or damages upon other causes of action, Agent is 
authorized to employ attorneys, to sue in its own name as Agent for Owner, and to 
expend the sum of $350 from Owner’s account for such purposes without Owner’s 
prior permission.  Agent will, when requested by Owner, instigate action, legal or 
otherwise for the collection of rents which is beyond the discretion heretofore 
allowed by agent, provide such action is considered reasonable by the Agent;  

9) Survey the property for upkeep and care of said property; 
10) Agent has full power and authority to contract for all repairs and cleaning costs, 

not exceeding the sum of $250.00 which in their discretion they deem necessary or 
advisable to maintain; or put premises in a rentable condition.  

11) Agent agrees to secure the prior approval of the Owner on all expenditures in the 
excess of $250.00 for any one item, except monthly or recurring operating charges 
and/or emergency repairs in the excess of the maximum, if in the opinion of the 
Agent such repairs are necessary to protect property from damage or to maintain 
service to the tenants called for in the lease. 

12) To place new locks or re-key property when a tenant has vacated the premises 
whether at the end of the lease or by legal means at Owner’s expense; 

13) If property has a sprinkler system Agent shall have the system winterized and the 
system activated in the Spring at owner’s expense; 

14) Have the furnace/boiler cleaned and serviced once a year at owner’s expense; 
15) If property has a wood fireplace Agent will have the chimney cleaned every two 

years at owner’s expense; 
16) To video and complete a written walk through before each tenant takes possession 
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of property; 
17) Perform other necessary services related to the leasing and management of the 

property. 
 

A. Security Deposits: 
1) Agent will deposit in an interest bearing account and become custodian of the 

security deposits paid by tenant and will retain control of disbursements of such 
deposits.  Agent shall retain interest collected.   

 
C. Record Keeping/Disbursements: 

1) Agent shall maintain accurate records relating to the property and retain such 
records as per Colorado and Federal laws; 

2) Agent shall remit monthly and annual statements of receipts, expenses, and 
charges; 

3) Agent shall pay out of owners funds on hand, the following as they shall accrue 
and in the order here set out:  Agent’s compensation, advertising  costs, utility 
bills, necessary repairs and/or charges to maintain the property and expenses to 
regain possession and/or attempt to collect delinquent rent; 

4) Owner funds are disbursed by direct deposit (ACH).  These disbursements will be 
transferred on the 10th day of each month unless said day falls on the weekend or 
legal holiday when disbursement will take place on the next business day. 

5) Disbursement will not take place if rent for said property has not been collected.  It 
is expressly agreed that nothing herein contained shall be construed as requiring 
Agent to advance any of its own money for any purpose whatsoever. 

 
5.  Legal Compliance:  The parties will comply with all obligations, duties, and  

responsibilities under national, state, and local laws, fair housing laws, and any other 
statute, ordinance, or restrictive covenant applicable to the leasing and management of the 
property. 

 
6.   Reserves:  Under execution of this agreement, Owner will deposit the following amount 

with Agent to be held in a trust account as a reserve for Owner: $____________.  
 
 When the property will be re-listed for rent Courtney & Courtney will withhold $300 from 

Owner’s funds prior to home being vacated to cover advertising costs and any other fees 
needed to re-rent the property.   Broker is not obligated to advance any money to Owner or to 
any other person. 

 
7. Owner’s Cooperation:  Owner agrees to: 

A. Cooperate with Agent to facilitate the showing, marketing, and lease of Property; 
B. Not rent or lease the Property to anyone without Agents prior written approval; 
C. Not negotiate with any prospective tenant who might contact Owner directly, but refer all 

prospective tenants to Agent; 
D. Provide Agent with copies of any existing leases related to the Property as well as any security 

deposits paid by any existing tenants in the Property; 
E. Provide Agent with keys and access devices to the Property; 
F. Provide Agent with copies of all warranties related to the Property or items in the Property; 
G. Complete any disclosures required by law; 
H. Notify Agent if Owner becomes delinquent in the payment of: 1) any mortgage or other 

encumbrance secured by the Property; (2) property taxes; 3) property insurance; or 4) owner’s 
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association fees. 
I. Owner will cooperate with Agent to keep home in the same condition or better when 

management agreement is signed. 
J. If property has a homeowner’s association, Owner will provide Broker with a copy of the rules 

and regulations for the association. 
K. Owner shall change mailing address for all utilities to be mailed in care of Courtney & 

Courtney.   
 
8. Insurance:  The Owner is obligated, at Owner’s expense, to procure the necessary 

Landlords policy and to keep said insurance current and renewed.  “Courtney & Courtney” 
shall be shown as an additional insured under the liability section only. 

 
9. Agent’s Compensation:   Owner will pay Agent the following fees: 

A. Management fees:  10% of all rents collected; 
B. Video fees:  $45 for each occurrence; 
C. Interest earned on the tenants security deposit shall be retained by Agent; 
D. A yearly administrative fee of $50 per Owner; 
E. If Courtney & Courtney should perform any misc. labor they shall be paid $25.00 per hour. 

 
10.  Owners Fees: 

The following fees are outlined in this management contract and are listed below for your 
reference: 

A. Management Fees – 10% of rents collected; 
B. Advertising Costs; 
C. Video Fee of $45.00; 
D. Re-Key or new locks on turnovers; 
E. Furnace/Boiler yearly Inspection; 
F. Wood Fireplace Inspection every two years; 
G. Administrative fee of $50 per owner per year; 
H. Utilities while property is vacant; 
I. Repairs to property when needed; 

 
The following items will be charged to tenant(s) when tenant(s) have broken their lease 
agreement or have been forced to leave due to legal means:  Advertising costs, video fee, re-
keying, utilities, damage to property.   

 
11.  Contracting Fee:  In the event of major maintenance, repairs, or construction in 

which the costs will exceed six hundred ($600),  Agent shall be entitled to a fee of ten percent 
(10%) of said expenditures for the supervision of same, per incident.  (This does not include 
standard maintenance or repairs such as painting, re-roofing or new carpet). 

 
12.  Liability and Indemnification:  

A. To hold the Agent harmless from all personal injury suits which may arise in 
connection with the management of the herein described property and from  liability from 
injuries suffered by any employee or other person whomsoever. 

B. Agent shall not be personally liable for any act it may do or omit to do hereunder as Agent 
while acting in good faith, exercising its best judgment. 

C. The Agent agrees to use only those vendors that supply adequate proof of having their own 
liability and workmen's compensation insurance.   

D. The Agent also shall not be liable for any error of judgment or for any mistake of fact of law, 
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or for anything which it may do or refrain from doing hereinafter, except in the cases of 
willful misconduct or gross negligence.   

 
13. Addenda:  Incorporated into this agreement are the following addenda, and other 

information: 
 ____ Lead Base Paint Disclosure 
 ____ Colorado Real Estate Brokerage Duties Addendum 
 ____ Copies of Homeowners Association rules and regulations 
 ____ W-9 Tax Form 
 ____ Other: _________________________________________________ 

 
14. Agreement of Parties: 

A.  Entire Agreement:  This writing embodies the entire agreement between parties 
and is not based upon any other representation whatsoever, expressed or implied, except 
as herein contained.  This agreement cannot be modified except in writing by the parties. 

B. Binding Effect:  Owner’s obligation to pay Agent an earned fee is binding upon Owner and 
Owner’s heirs, administrators, executors, successors, and permitted assignees. 

C. Joint and Several:   All Owners executing this agreement are jointly and severally liable 
for the performance of all its terms.  Any act or notice to, refund to, or signature of, any 
one or more of the Owners regarding any term of this agreement, it extension, its renewal, 
or its terminations is binding on all Owners executing this agreement. 

D. Governing Law:  Colorado law governs the interpretation, validity, performance, and 
enforcement of this agreement. 

E. Severability:   If a court finds any clause in this agreement invalid or unenforceable, the 
remainder of this agreement will not be affected and all other provisions of this agreement 
will remain valid and enforceable. 

F. Context:  When the context requires, singular nouns and pronouns include the plural. 
G. Notices:  Notices between the parties must be in writing and are effective when sent to the 

receiving party’s address, fax, or email address specified in paragraph 1. 
H. Legal Advise:  Agent cannot give legal advice.  Read this agreement carefully.  If you do 

not understand the effect of this agreement, consult an attorney before signing. 
 
15. Property Manager Contact Information:  The following property manager will be your 

primary point of contact:     Office: 719-260-8216 
_____ Carla Clark    Cell:    719-237-2417 carla.clark@courtneyandcourtney.com 

           or Phil Stone   Cell:   719-649-7610  phil.stone@courtneyandcourtney.com
 
This agreement shall be binding upon the successors and assigns of the Agent, and the heirs, 
administrators, executors, successors and assigns of the Owner. 
In Witness whereof the parties hereto have affixed or caused to be affixed their respective signatures 
this _______day of_____________20___              
 
________________________________________________________________________________________________ 
Owner(s) Signature    Date   Social Security/Tax I.D. # 
         (For tax purposes-Primary #) 
________________________________________________________________________________________________ 
Owner(s) Signature    Date    
 
________________________________________________________________________________________________ 
Courtney & Courtney   Date   



Courtney & Courtney 
Property Owner’s Moving Checklist 

 
 
We are providing this checklist to help you, the homeowner, of items to help you turn over your home to 
Courtney & Courtney to lease and manage.  This is a busy time for you and we hope this helps to prepare you 
for turning over your house. 
 
If you see something we missed that would be helpful to future owners, please let us know so we may add that 
item to this list. 
 
____ Utilities – Leave the utilities in your name, but call the utility company and have them put them in care 

of Courtney & Courtney and mail to our address at 6285 Lehman Drive #100D, Colorado Springs, CO  
80918. 

 
____ Repairs and Preventative Maintenance - Taking care of repairs and maintenance now may be easier 

and cheaper to do while you are still in possession of the property.  Some items to consider are clean 
gutters, change air/furnace filters, replace broken windows, caulk tubs, repair leaky faucets, have 
chimneys cleaned, paint rooms with unusual wallpaper themes, etc. 

 
____ Keys – Courtney & Courtney will need to have (3) sets of keys.  (One for Courtney & Courtney and two 

for the new tenants.)  Please be sure to leave the garage door openers. 
 
____ Remove all personal items from the property – Owners leaving behind personal items is one of the 

biggest and most common problems in the rental process.  Please remove all items from the attic, 
basement, garage, closets, storage buildings, etc.  Do not leave the lawn mower or other motorized or 
sharp equipment, chemicals or broken glass, etc. as this is a liability.  If you have touch-up paint please 
leave behind and label as to which rooms they are for.   

 
____ Grass – It is ideal, in the summer time, to have the grass freshly cut, brushes in a trimmed condition and 

the yard in generally good condition when the tenant moves in.  This will set the standard for the 
condition expected by the tenant upon move in and throughout the lease. 

 
____ Final Cleaning of the Property – We know that moving is a busy time and you may not have time for 

that final cleaning.  The better the condition of the property when the tenant moves in the better the 
condition the tenant will likely return the property.  You may be planning on cleaning the property 
yourself but a professional cleaning service may save you valuable time.  If you would like to take 
advantage of our professional cleaners let us know and we would be happy to provide you with their 
numbers.  

 
____ Forward you mail to your new address.  Be sure to forward your mail to your new address and also let 

us know of your new forwarding address.  Notify the County and City Property Tax Department, your 
insurance agent, warranty companies, homeowners associations, etc. of your new address. 

 
____ Insurance – Be sure to notify your Insurance Company and change your homeowner’s policy to a 

Landlord coverage.  You will also need to add Courtney & Courtney as additionally insured.  
 
_____ Warranties/Contracts – Before you move please provide Courtney & Courtney with copies of any 

warranties you may have and update them on any other contacts in effect. 
 
_____ Funding Deposit – Forward a check to Courtney & Courtney, as a funding deposit of $200.00 which 

shall be used for beginning advertising costs.    Any monies not used will be forward back to you. 



Courtney & Courtney 
Property Standards 

  
  
The upkeep and condition of your rental property is of vital importance.  Courtney & Courtney is known for 
clean, well kept homes.  The better the condition, the more rent we are able to charge, the sooner we have it 
rented and the value of your investment continues to grow.  In brief Courtney & Courtney properties could be 
described as follows: 
 
¾ The exterior paint and siding is in good condition with no pealing or bare wood showing.   
¾ The grounds are kept in a manner consistent with the neighborhood and are in good repair.   
¾ The interiors are well maintained with clean or freshly painted walls.   
¾ The flooring is not ripped, torn or stained to the point that potential tenants comment on the condition of 

the floors.   
¾ The blinds are clean and in working condition.  All of the house systems are in good repair (electrical, 

plumbing and heating).   
¾ The appliances are in good working order.   

 
This brief description is not complete but accurately describes a rental property managed by Courtney & 
Courtney. 
  
 The following list is designed to give you an idea of how often repairs are needed with average wear and tear:   
  
¾ Exterior Paint: Siding every 15 years with Southern or Eastern exposure possibly needing paint before 

that.  Trim often needs painting prior to that depending on the exposure, primer and location. 
¾ Interior Paint: All depends on the current tenant; normal wear and tear for a family of six may require 

painting after a year while a couple may move in and out with the walls looking great. (It is extremely 
hard to charge a former tenant for painting) 

¾ Vinyl: 5 to 10 years 
¾ Carpet 5 to 10 years.  Because of staining it does not last as long as it does in your personal home.  
¾ Blinds: 1 to 4 years, they fade in the sun and are not real cleanable 
¾ Drapes: As long as they are in style, and clean. 
¾ Cellular Shades: 1 to 4 years, these are not cleanable and collect dirt and dust 
¾ Decks: Solid color stains will last 2 to 4 years and semi-transparent stains 6 months to 3 years depending 

on traffic and exposure to the sun. 
¾ Sprinklers: With spring and fall maintenance they will last for years. 
¾ Drip pans for stove: In most cases three or four tenants depending on cooking habits. 
¾ Refrigerator, Stove and Dishwasher:  10 to 20 years, some even longer 
¾ Furnace: 15, 25 or even 35 years 
¾ Water Heater: 10 to 20 years 
¾ Disposal: 4 to 10 years, they will eventually rust out even if the motor still works 
¾ Windows: If your home has Oldach windows they will more than likely need to be replaced in the next 

few years. 
  
Items needing maintenance will be repaired and billed to you (the owner) even if the tenant is ultimately 
responsible for the charge.  The cost of not fixing something only escalates with time.  The tenant will be billed 
for any repair they are responsible for.  We will do our best to collect these funds but at times you will not see 
these funds until the tenant moves out and the unpaid balance is taken out of there deposit. 
 



 Income Details 
 Sunday April 11, 2004 to Monday M
 

 Prepared by Courtney & Courtney on  November 3, 2004 at 4:51 PM 1 

ay 10, 2004 

 John Smith 
 
 Cash Accounting Year Starts January  1, 2004 
 
 
 
 Date Description Amount Payee and Memo 
 4/11/2004 Beginning Balance $0.00 
 
 Income 
 5/3/2004 Rent for 123 ABC Street  $1,150.00 

If there is a previous balance it will 
show here. 

Dates are listed from the last 
disbursement until the current 
disbursement. 

 Total Income $1,150.00 
 
 
 Expense 
 5/3/2004 Management Fee Expense for 123 ABC Street  $115.00 
 5/7/2004 sprinkler turn on for 123 ABC Street  (Check # $45.00 Check #24625 to Tony Seran  
 24625) 
 5/7/2004 Yard Work for 123 ABC Street  (Check # $55.52 Check #24625 to Tony Seran  
  FERTIZ/AREATE  
 Yard Work for 123 ABC Street      (   55.52)  Credit from Tenant for Yard Work 
 Total Expense $215.52 
 Net Income $934.48 This is a credit from tenant for 

Credits will show with parenthisis 
in the Expense sections 

This shows the total income for 
property. 

This is the total of the expenses – with 
the bottom being the Income Minus the 
Expenses. 

 
 
 
 
 
 
 
 
 
 Other 
 5/10/2004 Owner Distribution (Check # 24644) ($934.48) Check #24644 to John Smith  
 Account # 12345678 
 Total Other ($934.48) 
 
 
 
 Net Balance Change $0.00 
 
 5/10/2004 Ending Balance $0.00 

This shows your 
ending balance after 
disbursements. 

This will show the amount of 
disbursement to you and your 
account #. 

 



                                                                                                                                                       CC/np/ns            

Courtney & Courtney 
6285 Lehman Drive, Suite 100 - D 

Colorado Springs, CO 80918 
(719) 260-8216   Fax (719) 494-1219 

APPLICATION TO LEASE REAL PROPERTY 
 
A non-refundable application fee of $30.00 is required at the time this application is returned for processing. We accept or reject 
applicants based on a combination of ability to pay plus other information that is included in this application including the terms 
of the rental period requested.  We require that all persons living in the property over the age of 18 to complete an application 
and may require them to be on the lease.  This application becomes a part of the lease provided of course that the Applicant is 
approved by Courtney & Courtney (Landlord) and all parties have signed the Lease.  The Applicant warrants that no real estate 
broker/salesperson is due a commission or finders fee for assisting Applicants in locating this property, any such commission/ 
finders fee will, if due, be paid for by the Applicants herein named and will not be paid by the Owner or Landlord.  Applicant 
and Landlord agree to accept facsimile signatures as legal and binding. Courtney & Courtney (Landlord) its staff and Agents 
work to the benefit of the OWNER, not the Applicant. 
 
If the Applicant misstates the number of persons that will occupy the Premises, or if Applicants have made any misstatements of 
material fact relative to this application and lease, the Landlord, at his option may cancel the application/Lease without notice. 
Incomplete, incorrect or misinformation on the rental application can disqualify you as a prospective renter.and Courtney & 
Courtney may retain any monies held of the Applicants as liquidated damages. 
 
Processing of Applications normally takes 24 hours.  Verification of employment and rental history is generally the hold up. 
 
Our General Guidelines to Qualify: 
 Legal and verifiable income up to approximately three times the monthly rent (pay stubs) 
 Employment verification of up to two  years, self employed may be required to supply tax returns. 
 Two years of favorable rental references or ownership 
 A credit score of 600 or above.  Credit scores below this number may require an additional deposit. 
 
Pet Policy 

Most Courtney and Courtney properties do not allow pets, those that do require a $300.00 per pet additional deposit 
plus an additional $15.00 per month pet rent. 

 
Deposit 

The full deposit is due upon acceptance and lease signing must take place within 24 hours of notification of 
acceptance.  The deposit is generally equal to the monthly rental amount. 

 
Funds required at Move-In 

The first months rent is generally required at move in.  In some cases pro-rated rent may be substituted for the first 
months rent.  Rent is due on the first day of each month and is late after the close of business on the third day.  If this 
creates a problem you need to discuss this with the property manager prior to signing a lease. 

 
Bounced check.   

If any check received is returned for non-sufficient funds, a $30.00 fee, plus late charges will apply.  Additionally all 
further payments must be in the form of a cashiers check or money order. 

 
Unless Landlord rejects this application, Applicant agrees to execute the written Lease for the property as provided by the 
Landlord within 24 hours of being approved.  In the event that the Applicant does not sign the lease within said 24 hours the 
approval maybe withdrawn by the Landlord and said Landlord may without notice Lease the property to another.  Upon 
execution of the Lease, the Landlord shall be paid by Applicant, at a minimum, an amount of money equal to a full months rent, 
these funds shall be held by the landlord as Earnest Money to hold the property until the Applicants tenancy begins.  At the point 
in time that the tenancy begins the Earnest Money funds held by Landlord becomes the Damage deposit as outlined in said 
Lease.  In the event that the Applicant does not take tenancy, these funds shall be forfeited and will be held as part of the 
damages that would be due under the terms of said Lease. 
 
Megan’s Law.  If the presence of a registered sex offender is a matter of concern to Applicant (Tenant), Applicant understands 
that Applicant must contact local law enforcement officials regarding obtaining such information. 
 
Equal Housing Opportunity: We are pledged to the letter and the spirit of United Sates’ policy equal housing opportunity in 
which there are no barriers to obtaining housing because of race, color, religion, sex, physically handicapped or families with 
children under the age of eighteen.  Marital status, ancestry & creed shall also not be barriers.  If you have any disabilities which 
require special accommodations, please let us know. 
 
This is a legal document and contract, if the application or the lease is not fully understood we urge you to seek legal counsel. 

 



 

  
Courtney & Courtney 
6285 Lehman Dr. #100 

Colorado Springs, CO   80918 
 
 

AUTHORIZATION AGREEMENT FOR AUTOMATED PAYMENTS 
 
 

I (we) hereby authorize Courtney & Courtney , hereinafter called COMPANY, to 
initiate credit entries to my (our) _____ Checking    _____ Savings account (select 
one) indicated below and the depository named below, hereinafter called 
DEPOSITORY, to credit same to such account. 
 
_____________________________   _____________________________ 
DEPOSITORY NAME (Your Bank)  BRANCH/ADDRESS 
 
_____________________________   _________ __________ 
CITY       STATE ZIP 
 
_________________________   ______________________ 
TRANSIT/ABA NO.     ACCOUNT NO. 
(a 9-digit # - if unsure call your bank) 
 
This authority is to remain in full force and effect until COMPANY and 
DEPOSITORY has received written notification ( either of us) of its termination in 
such time and in such manner as to afford COMPANY and DEPOSITORY a 
reasonable opportunity to act on it. 
 
 
_____________________________  __________________________ 
NAME     NAME 
 
_____________________________  __________________________ 
I.D. # (Social Security)   I.D. # (Social Security) 
 
_____________________________  __________________________ 
DATE      DATE 
 
_____________________________  __________________________ 
SIGNED     SIGNED 
 
THIS FORM WILL BE KEPT BY COURTNEY & COURTNEY FOR THEIR USE 
ONLY. 

 



The printed portions of this form have been approved, except differentiated additions, by the Colorado Real Estate 
Commission. (BDA 55-04-05)  
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THIS FORM HAS IMPORTANT LEGAL CONSEQUENCES AND THE PARTIES SHOULD CONSULT 
LEGAL AND TAX OR OTHER COUNSEL BEFORE SIGNING. 
 
DIFFERENT BROKERAGE RELATIONSHIPS ARE AVAILABLE WHICH INCLUDE 
LANDLORD AGENCY, TENANT AGENCY, BUYER AGENCY, SELLER AGENCY OR 
TRANSACTION-BROKERAGE. 
 

BROKERAGE DUTIES ADDENDUM 
TO PROPERTY MANAGEMENT AGREEMENT 

 
    LANDLORD AGENCY     TRANSACTION-BROKERAGE 
         

 
 
 

 This Brokerage Duties Addendum (Addendum) is made a part of the agreement for the 
management and leasing of the Property known as         
    (Property), which is dated   , between Brokerage Firm 
and Landlord (Agreement).  This Addendum supplements the Agreement. 
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1. BROKER AND BROKERAGE FIRM. 
 

 a. Multiple-Person Firm.  If this box is checked, the individual designated by 
Brokerage Firm to perform leasing services for Landlord is called Broker.  If more than one 
individual is so designated, then references in this Addendum to Broker shall include all persons 
so designated, including substitute or additional brokers.  The brokerage relationship exists only 
with Broker and does not extend to the employing broker, Brokerage Firm or to any other 
brokers employed or engaged by Brokerage Firm who are not so designated. 

 
 b. One-Person Firm.  If this box is checked, Broker is a real estate brokerage firm 

with only one licensed natural person.  References to Broker or Brokerage Firm mean both the 
licensed natural person and brokerage firm who shall perform leasing services for Landlord.  

 
2. DEFINED TERMS. 
 

a. Landlord:            39 
40  

b. Brokerage Firm:           41 
42  

c. Broker:            43 
44 
45 
46 
47 
48 
49 
50 
51 
52 

shall act for or assist Landlord when performing leasing activities in the capacity as shown by 
the box checked at the top of this page 1. 
 
3. BROKERAGE SERVICES AND UNIFORM DUTIES.  Brokerage Firm, acting 
through Broker, shall provide brokerage services to Landlord.  The Broker, acting as either a 
Transaction-Broker or a Landlord’s Agent, shall perform the following Uniform Duties when 
working with Landlord: 

 
a. Broker will exercise reasonable skill and care for Landlord, including, but not 
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53 
54 
55 
56 
57 
58 
59 
60 
61 
62 
63 
64 
65 
66 
67 
68 
69 
70 
71 
72 
73 
74 
75 
76 
77 
78 
79 
80 
81 
82 
83 
84 
85 
86 
87 
88 
89 
90 
91 
92 
93 
94 
95 
96 
97 
98 
99 

100 
101 

limited to the following: 
(1) Performing the terms of any written or oral agreement with Landlord; 
(2) Presenting all offers to and from Landlord in a timely manner regardless 

of whether the Property is subject to a lease or letter of intent to lease; 
(3) Disclosing to Landlord adverse material facts actually known by Broker; 
(4) Advising Landlord regarding the transaction and to obtain expert advice as 

to material matters about which Broker knows but the specifics of which 
are beyond the expertise of Broker; 

(5) Accounting in a timely manner for all money and property received; and 
(6) Keeping Landlord fully informed regarding the transaction. 
 

b. Broker shall not disclose the following information without the informed consent 
of Landlord: 

 
(1) That Landlord is willing to accept less than the stated rental rate for the 

Property; 
 (2) What Landlord’s motivating factors are to lease the Property; 
 (3) That Landlord will agree to lease terms other than those offered; 

(4) Any material information about Landlord unless disclosure is required by 
law or failure to disclose such information would constitute fraud or 
dishonest dealing; or 

(5) Any facts or suspicions regarding circumstances that could 
psychologically impact or stigmatize the Property. 

c. Landlord consents to Broker’s disclosure of Landlord’s confidential information 
to the supervising broker or designee for the purpose of proper supervision, provided such 
supervising broker or designee shall not further disclose such information without consent of 
Landlord, or use such information to the detriment of Landlord. 

 
d. Broker may show alternative properties not owned by Landlord to other 

prospective tenants and list competing properties for lease.  
 

e. If all or a portion of the Property is subject to a lease, or letter of intent to Lease, 
obtained by Broker, Broker shall not be obligated to seek additional offers to lease such portion 
of the Property. 
  

f. Broker has no duty to conduct an independent inspection of the Property for the 
benefit of tenant and has no duty to independently verify the accuracy or completeness of 
statements made by Landlord or independent inspectors.   

g. Landlord shall not be liable for the acts of Broker unless such acts are approved, 
directed or ratified by Landlord. 

 
4. ADDITIONAL DUTIES OF LANDLORD'S AGENT.  If the Landlord Agency box is 
checked, Broker is a limited agent of Landlord, with the following additional duties:  
 
  Promoting the interests of Landlord with the utmost good faith, loyalty and 
fidelity. 
 
  Seeking rental rates and terms that are acceptable to Landlord. 
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  Counseling Landlord as to any material benefits or risks of a transaction that are 
actually known to Broker. 

 
 

5. BROKERAGE RELATIONSHIP. 
 

a. In-Company Transaction – Different Brokers.  When Landlord and tenant in a 
transaction are working with different brokers, those brokers continue to conduct themselves 
consistent with the brokerage relationships they have established.  Landlord acknowledges that 
Brokerage Firm is allowed to offer and pay compensation to brokers within Brokerage Firm 
working with a tenant. 
 

b. In-Company Transaction – One Broker.  If Landlord and tenant are both 
working with the same broker, Broker shall function as:  

 
 (1) LANDLORD’S AGENT.  If the Landlord Agency box at the top of page 

1 is checked, the parties agree the following applies:  
 

Check One Box Only 
 

   (a)  Landlord Agency.  If this box is checked, Broker shall represent 
Landlord as Landlord’s Agent and shall treat the tenant as a customer.  A customer is a party to a 
transaction with whom Broker has no brokerage relationship.  Broker shall disclose to such 
customer Broker's relationship with Landlord. 

 
   (b)  Landlord Agency Unless Brokerage Relationship with Both.  If 

this box is checked, Broker shall represent Landlord as Landlord’s Agent and shall treat the 
tenant as a customer, unless Broker currently has or enters into an agency or Transaction-
Brokerage relationship with the tenant, in which case Broker shall act as a Transaction-Broker, 
performing the duties described in § 3 and facilitating lease transactions without being an 
advocate or agent for either party. 
 
  (2) TRANSACTION-BROKER.   If the Transaction-Brokerage box at the 
top of page 1 is checked, or in the event neither box is checked, the Broker shall work with the 
Landlord as a Transaction-Broker.  If the Landlord and tenant are working with the same broker, 
Broker shall continue to function as a Transaction-Broker. 
 
6. MATERIAL DEFECTS, DISCLOSURES AND INSPECTION. 
 

 (a) Broker's Obligations.  Colorado law requires a broker to disclose to any 
prospective tenant all adverse material facts actually known by such broker including but not 
limited to adverse material facts pertaining to the title to the Property, the physical condition of 
the Property, any material defects in the Property, and any environmental hazards affecting the 
Property required by law to be disclosed.  These types of disclosures may include such matters 
as structural defects, soil conditions, violations of health, zoning or building laws, and 
nonconforming uses and zoning variances.  Landlord agrees that any tenant may have the 
Property and Inclusions inspected and authorizes Broker to disclose any facts actually known by 
Broker about the Property.  Broker shall not be obligated to conduct an independent 
investigation of the tenant's financial condition except as otherwise provided in the Agreement. 
 
  (b) Landlord’s Obligations. 
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165 
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172 

 
 (1) Landlord's Property Disclosure Form.  A landlord is not 

required by law to provide any particular disclosure form.  However, disclosure of known 
material latent (not obvious) defects is required by law.  Landlord   Agrees   Does Not 
Agree to provide a written disclosure of adverse matters regarding the Property completed to the 
best of Landlord's current, actual knowledge. 

 
 (2) Lead-Based Paint.  Unless exempt, if the improvements on the 

Property include one or more residential dwellings for which a building permit was issued prior 
to January 1, 1978, a completed Lead-Based Paint Disclosure (Rental) form must be signed by 
Landlord and the real estate licensees, and given to any potential tenant and Landlord in a timely 
manner. 
 
 
7. ADDITIONAL AMENDMENTS: 
 
 
 
 
 

173 
174 

Date:   Date:   
 
    175 

176 
177 
178 
179 

Landlord  Landlord 
 
 
 

180 
181 
182 

Date:     
  Broker 
 

183 
184 

Brokerage Firm's Name:     
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The printed portions of this form, except differentiated additions, have been approved by the Colorado Real Estate 
Commission. (LP48-5-04) 

 
Lead-Based Paint Obligations of Landlord 

 
Landlord acknowledges the following obligations, which shall be completed before the tenant is 
obligated under any contract to lease the Property.  There is no obligation of Landlord to conduct 
any evaluation or reduction activities. 
 
1. Landlord shall provide the required lead warning statement set forth on the Lead-Based 

Paint Disclosure form. 
2. Landlord shall provide the tenant with the EPA-approved lead hazard information pamphlet 

"Protect Your Family From Lead in Your Home".  
3. Landlord shall disclose to the tenant and the real estate licensee(s) the presence of any 

known lead-based paint and/or lead-based paint hazards in the Property being leased.  
Landlord shall also disclose any additional information available to Landlord concerning the 
known lead-based paint and/or lead-based paint hazards, such as the basis for the 
determination that lead-based paint and/or lead-based paint hazards exist, the location of the 
lead-based paint and/or lead-based paint hazards, and the condition of the painted surfaces.   

4. Landlord shall disclose to each real estate licensee the existence of any available records or 
reports.  Landlord shall also provide the tenant with any records or reports available to 
Landlord pertaining to lead-based paint and/or lead-based paint hazards in the Property 
being leased.  This requirement includes records and reports regarding common areas.  This 
requirement also includes records and reports regarding other residential dwellings in 
multifamily target housing, provided that such information is part of an evaluation or 
reduction of lead-based paint and/or lead-based paint hazards in the building as a whole.  If 
no such records or reports are available, Landlord shall so indicate.  

5. Landlord must sign and date the Lead-Based Paint Disclosure, certifying to the accuracy of 
Landlord's statements, to the best of Landlord's knowledge.    

 
If any of the disclosure activities identified above occurs after the tenant has provided an offer to 
lease the Property, Landlord shall complete the required disclosure activities prior to accepting 
the tenant's offer and allow the tenant an opportunity to review the information and possibly 
amend the offer. 
 
Landlord is required to retain a copy of the completed Lead-Based Paint Disclosure for 3 years 
from the commencement of the leasing period.  
 
Property known  as No.             
    Street Address  City  State   Zip 
 
Date:   Date:     
 
 
              
Landlord                                      Landlord                                  
 
 

LP48-5-04 LEAD-BASED PAINT OBLIGATIONS OF THE LANDLORD 
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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 numberNote. 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 �

Purpose of Form

Form W-9 (Rev. 11-2005)

Part I

Part II

Business name, if different from above

Cat. No. 10231X

Check appropriate box:

Under penalties of perjury, I certify that:

3
I.R.S. SPECIFICATIONS TO BE REMOVED BEFORE PRINTING

DO NOT PRINT — DO NOT PRINT — DO NOT PRINT — DO NOT PRINT

TLS, have you
transmitted all R
text files for this
cycle update?

Date

Action

Revised proofs
requested

Date Signature

O.K. to print

U.S. person. 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.

3. I am a U.S. person (including a U.S. resident alien).

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 �

Exempt from backup
withholding

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 citizen or resident of the United
States,
● A partnership, corporation, company, or association
created or organized in the United States or under the laws
of the United States, or
● Any estate (other than a foreign estate) or trust. See
Regulations sections 301.7701-6(a) and 7(a) for additional
information.

For federal tax purposes, you are considered a person if you
are:

In 3 above, 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.

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,
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Sole proprietor. Enter your individual name as shown on
your income tax return on the “Name” line. You may enter
your business, trade, or “doing business as (DBA)” name on
the “Business name” line.

3
I.R.S. SPECIFICATIONS TO BE REMOVED BEFORE PRINTING

DO NOT PRINT — DO NOT PRINT — DO NOT PRINT — DO NOT PRINT

Other entities. Enter your business name as shown on
required federal tax documents on the “Name” line. This
name should match the name shown on the charter or other
legal document creating the entity. You may enter any
business, trade, or DBA name on the “Business name” line.

If the account is in joint names, list first, and then circle,
the name of the person or entity whose number you entered
in Part I of the form.

Limited liability company (LLC). If you are a single-member
LLC (including a foreign LLC with a domestic owner) that is
disregarded as an entity separate from its owner under
Treasury regulations section 301.7701-3, enter the owner’s
name on the “Name” line. Enter the LLC’s name on the
“Business name” line. Check the appropriate box for your
filing status (sole proprietor, corporation, etc.), then check
the box for “Other” and enter “LLC” in the space provided.

Specific Instructions
Name

Exempt From Backup Withholding

5. You do not certify to the requester that you are not
subject to backup withholding under 4 above (for reportable
interest and dividend accounts opened after 1983 only).

Certain payees and payments are exempt from backup
withholding. See the instructions below and the separate
Instructions for the Requester of Form W-9.

Civil penalty for false information with respect to
withholding. If you make a false statement with no
reasonable basis that results in no backup withholding, you
are subject to a $500 penalty.
Criminal penalty for falsifying information. Willfully
falsifying certifications or affirmations may subject you to
criminal penalties including fines and/or imprisonment.

Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN
to a requester, you are subject to a penalty of $50 for each
such failure unless your failure is due to reasonable cause
and not to willful neglect.

Misuse of TINs. If the requester discloses or uses TINs in
violation of federal law, the requester may be subject to civil
and criminal penalties.

If you are an individual, you must generally enter the name
shown on your income tax return. However, if you have
changed your last name, for instance, due to marriage
without informing the Social Security Administration of the
name change, enter your first name, the last name shown on
your social security card, and your new last name.

If you are exempt, enter your name as described above and
check the appropriate box for your status, then check the
“Exempt from backup withholding” box in the line following
the business name, sign and date the form.

4. The IRS tells you that you are subject to backup
withholding because you did not report all your interest and
dividends on your tax return (for reportable interest and
dividends only), or

3. The IRS tells the requester that you furnished an
incorrect TIN,

2. You do not certify your TIN when required (see the Part
II instructions on page 4 for details),

You will not be subject to backup withholding on payments
you receive if you give the requester your correct TIN, make
the proper certifications, and report all your taxable interest
and dividends on your tax return.

1. You do not furnish your TIN to the requester,

What is backup withholding? Persons making certain
payments to you must under certain conditions withhold and
pay to the IRS 28% of such payments (after December 31,
2002). This is called “backup withholding.” Payments that
may be subject to backup withholding include interest,
dividends, broker and barter exchange transactions, rents,
royalties, nonemployee pay, and certain payments from
fishing boat operators. Real estate transactions are not
subject to backup withholding.

Payments you receive will be subject to backup
withholding if:

If you are a nonresident alien or a foreign entity not subject
to backup withholding, give the requester the appropriate
completed Form W-8.

Example. Article 20 of the U.S.-China income tax treaty
allows an exemption from tax for scholarship income
received by a Chinese student temporarily present in the
United States. Under U.S. law, this student will become a
resident alien for tax purposes if his or her stay in the United
States exceeds 5 calendar years. However, paragraph 2 of
the first Protocol to the U.S.-China treaty (dated April 30,
1984) allows the provisions of Article 20 to continue to apply
even after the Chinese student becomes a resident alien of
the United States. A Chinese student who qualifies for this
exception (under paragraph 2 of the first protocol) and is
relying on this exception to claim an exemption from tax on
his or her scholarship or fellowship income would attach to
Form W-9 a statement that includes the information
described above to support that exemption.

Note. You are requested to check the appropriate box for
your status (individual/sole proprietor, corporation, etc.).

4. The type and amount of income that qualifies for the
exemption from tax.

5. Sufficient facts to justify the exemption from tax under
the terms of the treaty article.

Nonresident alien who becomes a resident alien.
Generally, only a nonresident alien individual may use the
terms of a tax treaty to reduce or eliminate U.S. tax on
certain types of income. However, most tax treaties contain a
provision known as a “saving clause.” Exceptions specified
in the saving clause may permit an exemption from tax to
continue for certain types of income even after the recipient
has otherwise become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an
exception contained in the saving clause of a tax treaty to
claim an exemption from U.S. tax on certain types of income,
you must attach a statement to Form W-9 that specifies the
following five items:

1. The treaty country. Generally, this must be the same
treaty under which you claimed exemption from tax as a
nonresident alien.

2. The treaty article addressing the income.
3. The article number (or location) in the tax treaty that

contains the saving clause and its exceptions.

Also see Special rules regarding partnerships on page 1.

Foreign person. If you are a foreign person, do not use
Form W-9. Instead, use the appropriate Form W-8 (see
Publication 515, Withholding of Tax on Nonresident Aliens
and Foreign Entities).

● The U.S. grantor or other owner of a grantor trust and not
the trust, and

● The U.S. trust (other than a grantor trust) and not the
beneficiaries of the trust.
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Part I. Taxpayer Identification
Number (TIN)
Enter your TIN in the appropriate box. If you are a resident
alien and you do not have and are not eligible to get an SSN,
your TIN is your IRS individual taxpayer identification number
(ITIN). Enter it in the social security number box. If you do
not have an ITIN, see How to get a TIN below.

How to get a TIN. If you do not have a TIN, apply for one
immediately. To apply for an SSN, get Form SS-5,
Application for a Social Security Card, from your local Social
Security Administration office or get this form online at
www.socialsecurity.gov. You may also get this form by
calling 1-800-772-1213. Use Form W-7, Application for IRS
Individual Taxpayer Identification Number, to apply for an
ITIN, or Form SS-4, Application for Employer Identification
Number, to apply for an EIN. You can apply for an EIN online
by accessing the IRS website at www.irs.gov/businesses and
clicking on Employer ID Numbers under Related Topics. You
can get Forms W-7 and SS-4 from the IRS by visiting
www.irs.gov or by calling 1-800-TAX-FORM
(1-800-829-3676).

If you are asked to complete Form W-9 but do not have a
TIN, write “Applied For” in the space for the TIN, sign and
date the form, and give it to the requester. For interest and
dividend payments, and certain payments made with respect
to readily tradable instruments, generally you will have 60
days to get a TIN and give it to the requester before you are
subject to backup withholding on payments. The 60-day rule
does not apply to other types of payments. You will be
subject to backup withholding on all such payments until you
provide your TIN to the requester.

If you are a sole proprietor and you have an EIN, you may
enter either your SSN or EIN. However, the IRS prefers that
you use your SSN.

If you are a single-owner LLC that is disregarded as an
entity separate from its owner (see Limited liability company
(LLC) on page 2), enter your SSN (or EIN, if you have one). If
the LLC is a corporation, partnership, etc., enter the entity’s
EIN.
Note. See the chart on page 4 for further clarification of
name and TIN combinations.

Note. Writing “Applied For” means that you have already
applied for a TIN or that you intend to apply for one soon.
Caution: A disregarded domestic entity that has a foreign
owner must use the appropr iate Form W-8.

9. A futures commission merchant registered with the
Commodity Futures Trading Commission,

10. A real estate investment trust,
11. An entity registered at all times during the tax year

under the Investment Company Act of 1940,
12. A common trust fund operated by a bank under

section 584(a),
13. A financial institution,
14. A middleman known in the investment community as a

nominee or custodian, or
15. A trust exempt from tax under section 664 or

described in section 4947.

THEN the payment is exempt
for . . .

IF the payment is for . . .

All exempt recipients except 
for 9

Interest and dividend payments

Exempt recipients 1 through 13.
Also, a person registered under
the Investment Advisers Act of
1940 who regularly acts as a
broker

Broker transactions

Exempt recipients 1 through 5Barter exchange transactions
and patronage dividends

Generally, exempt recipients
1 through 7

Payments over $600 required
to be reported and direct
sales over $5,000 1

See Form 1099-MISC, Miscellaneous Income, and its instructions.

However, the following payments made to a corporation (including gross
proceeds paid to an attorney under section 6045(f), even if the attorney is a
corporation) and reportable on Form 1099-MISC are not exempt from
backup withholding: medical and health care payments, attorneys’ fees; and
payments for services paid by a federal executive agency.

The chart below shows types of payments that may be
exempt from backup withholding. The chart applies to the
exempt recipients listed above, 1 through 15.

1

2

7. A foreign central bank of issue,
8. A dealer in securities or commodities required to register

in the United States, the District of Columbia, or a
possession of the United States,

2

Exempt payees. Backup withholding is not required on any
payments made to the following payees:

1. An organization exempt from tax under section 501(a),
any IRA, or a custodial account under section 403(b)(7) if the
account satisfies the requirements of section 401(f)(2),

2. The United States or any of its agencies or
instrumentalities,

3. A state, the District of Columbia, a possession of the
United States, or any of their political subdivisions or
instrumentalities,

4. A foreign government or any of its political subdivisions,
agencies, or instrumentalities, or

5. An international organization or any of its agencies or
instrumentalities.

Other payees that may be exempt from backup
withholding include:

6. A corporation,

Generally, individuals (including sole proprietors) are not
exempt from backup withholding. Corporations are exempt
from backup withholding for certain payments, such as
interest and dividends.
Note. If you are exempt from backup withholding, you
should still complete this form to avoid possible erroneous
backup withholding.
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What Name and Number To Give the
Requester

Give name and SSN of:For this type of account:

The individual1. Individual

The actual owner of the account
or, if combined funds, the first
individual on the account 1

2. Two or more individuals (joint
account)

The minor 23. Custodian account of a minor
(Uniform Gift to Minors Act)

The grantor-trustee 14. a. The usual revocable
savings trust (grantor is
also trustee)

1. Interest, dividend, and barter exchange accounts
opened before 1984 and broker accounts considered
active during 1983. You must give your correct TIN, but you
do not have to sign the certification.

The actual owner 1b. So-called trust account
that is not a legal or valid
trust under state law2. Interest, dividend, broker, and barter exchange

accounts opened after 1983 and broker accounts
considered inactive during 1983. You must sign the
certification or backup withholding will apply. If you are
subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross out item 2
in the certification before signing the form.

The owner 35. Sole proprietorship or
single-owner LLC

Give name and EIN of:For this type of account:

3. Real estate transactions. You must sign the
certification. You may cross out item 2 of the certification.

A valid trust, estate, or
pension trust

6.

Legal entity 4

4. Other payments. You must give your correct TIN, but
you do not have to sign the certification unless you have
been notified that you have previously given an incorrect TIN.
“Other payments” include payments made in the course of
the requester’s trade or business for rents, royalties, goods
(other than bills for merchandise), medical and health care
services (including payments to corporations), payments to a
nonemployee for services, payments to certain fishing boat
crew members and fishermen, and gross proceeds paid to
attorneys (including payments to corporations).

The corporationCorporate or LLC electing
corporate status on Form
8832

7.

The organizationAssociation, club, religious,
charitable, educational, or
other tax-exempt organization

8.

5. Mortgage interest paid by you, acquisition or
abandonment of secured property, cancellation of debt,
qualified tuition program payments (under section 529),
IRA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give
your correct TIN, but you do not have to sign the
certification.

The partnershipPartnership or multi-member
LLC

9.

The broker or nomineeA broker or registered
nominee

10.

The public entityAccount with the Department
of Agriculture in the name of
a public entity (such as a
state or local government,
school district, or prison) that
receives agricultural program
payments

11.

Privacy Act Notice

List first and circle the name of the person whose number you furnish. If
only one person on a joint account has an SSN, that person’s number must
be furnished.

Circle the minor’s name and furnish the minor’s SSN.

You must show your individual name and you may also enter your business
or “DBA” name on the second name line. You may use either your SSN or
EIN (if you have one). If you are a sole proprietor, IRS encourages you to
use your SSN.
List first and circle the name of the legal trust, estate, or pension trust. (Do
not furnish the TIN of the personal representative or trustee unless the legal
entity itself is not designated in the account title.) Also see Special rules
regarding partnerships on page 1.

Note. If no name is circled when more than one name is
listed, the number will be considered to be that of the first
name listed.

Sole proprietorship or
single-owner LLC

The owner 3

12.

Part II. Certification

For a joint account, only the person whose TIN is shown in
Part I should sign (when required). Exempt recipients, see
Exempt From Backup Withholding on page 2.

3

You must provide your TIN whether or not you are required to file a tax return. Payers must generally withhold 28% of taxable
interest, dividend, and certain other payments to a payee who does not give a TIN to a payer. Certain penalties may also apply.

To establish to the withholding agent that you are a U.S.
person, or resident alien, sign Form W-9. You may be
requested to sign by the withholding agent even if items 1, 4,
and 5 below indicate otherwise.

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons who must file information returns
with the IRS to report interest, dividends, and certain other income paid to you, mortgage interest you paid, the acquisition or
abandonment of secured property, cancellation of debt, or contributions you made to an IRA, or Archer MSA or HSA. The IRS
uses the numbers for identification purposes and to help verify the accuracy of your tax return. The IRS may also provide this
information to the Department of Justice for civil and criminal litigation, and to cities, states, the District of Columbia, and U.S.
possessions to carry out their tax laws. We may also disclose this information to other countries under a tax treaty, to federal
and state agencies to enforce federal nontax criminal laws, or to federal law enforcement and intelligence agencies to combat
terrorism.

Signature requirements. Complete the certification as
indicated in 1 through 5 below.

1

2

3

4
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