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CAPSTONE - ORDER FORM
 SEND OR FAX ALL ORDERS TO: p—

NO. OF
WOOD PRINTING COMPANY BAEARES FORM NUMBER PER AMOUNT

P.O. BOX 152569 s
DALLAS, TEXAS 75315-2569
(214) 421-7393 - (800) 327-4892
FAX (214) 426-4020

APARTMENT NAME

STREET

BOX

CITY STATE ZIP
P.O. # PROPERTY #

DATE ATTENTION

SHIPVIA  [CJuPs [[] UPS2NDDAY [] UPS NEXT DAY

SPECIAL INSTRUCTIONS:

[ Please Call About Printing Brochures or Stationary
O Other:

$ 10.00 Minimum | TOTAL =

D777/ 77777/

Capstone Forms

Form # Item Description Pkg. Qty Price

C-001 On-Site Purchase Order(2pt. 1-color) 100 9.70
C-004 Traffic Report 50 12.15
C-005 Weekly Activity Report 50 12.60
C-006 Overdue Rent Notice 50 5.25
C-007 Exercise Contract Lien 25 6.90
C-008 Notice of Lockout 25 5.75
C-011 Petty Cash Report 50 8.40
C-012 Notice of Infraction 25 6.10
C-013 Incident Report 25 7.25
C-014 Notice to Vacate 25 4.25
C-016 Computation of New Net Available 50 8.15
C-017 Status Change (2pt.) 25 6.45
C-018 Notice of Returned Check(2pt.) 50 6.50
C-019 Maintenance Request 100 10.45
C-020 New Rental (2pt.) 50 6.20
C-021 Door Tags 200 15.10
C-024 Guest Card 100 6.10
C-025 Helpful Hints 200 13.90
C-028 Move Out 50 11.80
C-029 Wood Printing Supply Order Forms 25 Free
C-032 Budget Control Log 25 3.90
C-033 Advance Notice of Intent/Lockout 25 5.55
C-034 Freeze Warnina 100 11.45
C-034H Door Hanger - Freeze Warning 100 9.90
C-035 Property/Apartment I.D. Stamp 1 17.95

@PrintingCompany,DaIIas,Texas75215 . (214)421-7393 . (800)327-4892
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Brochures ¢ Design * Forms

Fulfillment e

Promotions ¢ Signage

Stoace Spseccals £/

4774 Bradford Tirive
1 Dallhs Tesias 752197 1)
214521 BIBY ¢
e Fax214.530,1008 .

Community Brochures or Floorplans

Starting at $195.00

Call For Free Catalog !

Free Business Cards !
With the Purchase
of matching
Letterhead & Envelope

Wnb Printing Company, Dallas, Texas 75215 -«

Quarry Oaks Apartments
3950 Evelyn Avenue
Rocklin, CA 95677

A Volunteers of V/ America Community

FIRST CLASS MAIL

Mailing Labels
Starting at $89.00

A

Cross Creek Apts.

1001
- /

Parking Labels & Decals
Starting at $99.00

Free Gift

Come by Our Booth
AAGD Trade Show
Market Hall
April 6, 2000

J

(214) 421-7393 - (800) 327-4892

20+ Year Member of Local Apartment Association

For More Information: www.apartmentforms.net
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PHacce—Fee Steccals £/

Colorful Koozies
Starting at 95¢ each

jMulti Color Bic Stick
| Starting at 48¢ each 4

a Nice DaY

L --------J-

e -

I ¢ Thermal Color Mugs === == ===+
| Starting at 1.63¢ each |
: | — |
| I |
| I |
| | |
| I |
| I |
| | % I
| I |
| I |
| I |

i : Quality Key Chains

b o o= = A Starting at 39¢ each

MNany Otler Specialty Ttems Available...Call For Tuformation on Catalog
/

W EBERD printing Company, Dallas, Texas 75215+ (214) 421-7393 « (800) 327-4892
20+ Year Member of Local Apartment Association

For More Information: www.apartmentforms.net
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C-081  :-Part On-5Site Purchase COrder, 81 x 11
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C-004 3-Part Traffic Report, 8-1/2 x 14
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C-005 3-Part Weekly Activity Report, 8-1/2 x 11
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C-006 2-Part Notice Of Overdue Rent, 8-1/2 x 5-1/2



NOTICE OF EXERCISE OF CONTRACTUAL LIEN
(according to lease suthority)

(Names of ull resdantx)

(Street address and dwelling unit nember, if applicable)

(City, Sute, Zip}
Re:  Notice of exercise of contractual lien
Leane dated
between the above-named residents and
{owner}
Dear Resident(s):
ermtiudelinquemunduthelerm-ofyo\n-hnemmYuuwenmlofS__*forﬂxfouowing
deling rents: .
Under the terms of your lease, we have ised our | iandlord lica and seized property which is not
excmpt under stahrte. Your property will be prompily d on full pay of the deling rent (plus removal
and storage fees if motice of sale has already been posted). We are proceeding solely under the terms of our
] landlord Lien and | right of entry and seizure. Contractual liens for rent are suthorized under

Section 54.041 of the Texas Property Code and bave been upheld in Jacobs v. Huie Froperties, 447 F. Supp. 478
{U.5. District Court, Dalias, Texas, 1978, affirmed 1S, Sth Circuit.)

A written inventory of such property {(which is now in o p ion) has been prepared, dated and signed by two
persons and left in your rental premises. It has been posted on the inside of the main entry door of your dwelling unit,
along with this notice, Your property is not being stored in the apertment manager's office or anywhere else in the

spartment community. It is being stored elsewhere. If the deling rent is not paid immediately, we will be
pelled to p d with ge and sale procedures as described in paragraph 13 of the lease and in sccardance

with applicable law.
Please the undersigned owner’s rep ive g0 that we may resolve this maner smicably.
N-'ofmmu:fm Bignahpre TepTosmnIAIVE

Signatare of witnos
Address of sbove person Daic: aotios was [_)) bend delivared w0 resident or

[ posted om insice of min entry door of dwelling wit
Phome of shove parson
Anachment: Written i y of seized property
cow pAn

C-007 3-Part Notice Of Exercise Of Contractual Lien, 8-1/2 x 11




NOTICE OF ACTUAL LOCKOUT
FOR NONPAYMENT OF RENT
(potice required by statuie)

(Names of all residents) Dawe

(Street address and dwelling unit number, if applicable)

(City. state, zip)
Re: Notice of actual statwtory lockout for nonpayment of rent
Lease dated
Dear Resideni(s):
You owe a wtal of § in deling rent and § 1 other deling charges. Under author-
iy of Section 92.0081. Texas Property Code, we have ised our 'y nght 0 change or modify your dooriock because of your

ronpayment of rent. We may perform this lockout for nonpayment of rent—but ot for other delinquent sums. This notice has been
posted on the outside of your main entry door,

chnnﬂeuot’whﬂhayoupaymyoflhedelirnuqnmyoumyobm‘nauwkcyloymdweilinguhounaday; {check one)
other ocaticn]

Tl by going o [stale uniL ber of I YOur ap com-
plexwhﬂ:lnmewillbcptemiopmvideyouﬁlhth:kzy.ubomsadu:ot
0 by telephoning the foliowing local phone ber ( ) that will be answered 24

bours a day, to armange for a key 1o be deliversd by the owner 1o you at your dwelling within two hours after you cail

the numbcr. The phone cail must be made by you or a co-resident of your dwelling, as listed on your lease. A phone

call by anyone else is insufficient. Your call will be answered by person {and not an answering machine) 10 arrange

for delivering the key. If you or your co-resideni are not present when the owner's representative arrives during that

two-bour period. we do not bave to leave the key with anyone ¢lse at the dwelling. Ownet's representative will no pro-

vide the key o anyone except a resident or co-resident as listed on the lease.
Theoﬂ'wewillbeopmdm‘ingnolmllbuainuahuunonlhcdayofnndlh:daynﬂcrtheiockoulwyoumypay the rent. Rent may
be paid only by (check one or more): [J cash, (J moncy order, () cashier’s check, [ certified check and/or [ personal check. Rent
paymenis may be made:

during nosal business hours which are

on the following days of the week {except holidays):

Under your lease, you may oot alter or damage the locks, doors or windows. Also, please be advised of the crimipal statute which
relates 1o tamperning with personal property, which reads as follows:

“Section 28.03. CRIMINAL MISCHIEF. {(a} A pereon commnis an offense if, without the effective consent of the owp-
ers:..he intentionally or knowingly 1ampers with the tangible property of the owaer and causes P jary loss or sub ial
inconvenience 10 the owner or a third person.”™

Signatur: of owner's representative who posted notice on
oulside of resident’s main entry door

Date this notice was posled on owtside of main entry door

Signaturc of witness to tbe above (oprional]

C-008

C-008 2-Part Notice Of Actual Lockout For Nonpayment Of Rent, 8-1/2 x 11




PETTY CASH REPORT

ponomeer awT: L1 1 1 . 1 | DATE OF REQUEST
P.0. NUMBER 1 & — APARTMENT COMMUNITY
P.O. NUMBER 2 AMT.: I_l_]_l__l_]._] AUTHORIZED PETTY CASH AMOUNT
P.O. NUMBER 2 &: - PROP. MGR.'S SIGNATURE
ToTALAMT. OFPOs1az Ll 4 1 o 1 | DIST. MGR. SIGNATURE

— . —

35

;

I}
g

TOTAL PURCHARES ERX8eAH

AL

C-011 (REV. &44)

C-011 2-Part Petty Cash Report, 8-1/2 x 11




NOTICE OF INFRACTION

TO:

Apt. ¥ Community:

Address:

Date:

Please be advised thar we have recarded one of the following incidents in your lease file:

1) Infraction of ‘'Community Policies™ as antached to and described in your lease,
Paragraph

2) Violation of vour lease:
Section .. Paragraph Line

QOne of the below was committed by:

You Yourchildren A visitor to your apartment

Description of the Incident:

Please come to the Leasing Center no later than three days from the date of this letter to discuss
and hopefully resolve this incident.

Property Manager Witness

WHITE—RESIDENT/PINK—FILE

Rav {142}
cez

C-012 2-Part Notice Of Infraction, 8-1/2 x 11




PROPERTY INCIDENT REPORT

INITIAL REPORT O FOLLOW-UP REPORT

COMPLETE ALL SECTIONS: FACTS ONLY
PRINT IN BLUE OR BLACK BALLPOINT PEN

PROPERTY OR DEPARTMENT DATE OF REPOAT
PREPARED BY TITLE OATE OF INCIDENT
TIME OF INCIDENT anm |CONDITIONS CONTRIBUTING TO INCIDENT (DARK. RAIN, SNOW, SLEET, ETC.) PHOTOGRAPHS PHOTOGRAPHS
PM JWERE TAKEN J ARE ATTACHED
J WERE NOT TAKEN J ARE NOT ATTACHED

DETAILED BESCRIPTION OF INCIDENT (WHO. WHAT. WHEN, WHERE  HOW!

REPORT CONTINUES ON ANCTHER PAGE Y N

NAME OF PARTY INVOLVED 1N INCIDENT NAME OF PARTY INVOLVED IN INCIDENT
ADDRESS ADDRESS
cITY STATE ZIP CitTv STATE Fd
PHONE NO. RESIDENT [ VISITOR EMPLOYEE || PHONE NC. REGIDENT | VISITOR EMPLOYEE

i ' YN ¥y N ¥ N [ ] Y N ¥ N Y N
NAME OF WiTNESS ACDRESS PHONE NG

( )

SOLICE REPORT | POLIGE REPORT NUMBER DIETAICT MARAGER | OWNER NOTIFIZD: NSURANCE COMPANY NOTIFIED
FILED _ICDPY ATACHED NOTIRED:

v N JCoPNOT ATIROHED | Y N | N BY WHOM Y N BY WHOM

IMMEDIATE ACTION TAKEN BY PROPERTY MGR. {L.E.. AREA SECURED,

INCIDENT ONLY. NC DAMAGE LOCKS CHANGED, HAZARDS CORRECTED, NOTICES DISTRIBUTED, ETC)

“PROPERTY DAMAGE ONLY

*PERSONAL INJURY/DEATH

“PROPERTY DAMAGE B PERSONAL INJURY

*MUST BE SENT WITHIN 24 HOURS

TOTAL NUMBER CF PAGES SIGNATURE OF PREPARER DATE

WHITE COPY - RISK MANAGER GOLD COPY - DISTRICT MANAGER FINK COPY - PROPERTY FILE
REV. 3/id Co13

C-013 3-Part Property Incident Report, 8-1/2 x 11




NOTICE TO VACATE FOR NONPAYMENT OF RENT OR OTHER SUMS

(Names of ull residents)

{Stroot nddress and dwolling it pumber, if applicablc)

(City, State, Zip)
Re:  Notice of lease violstion
Lease dated
betwoen residents named above snd
( )
Dear Resident(s):

Because you have not paid rent on your dwelling unit, your rights of occupsncy snd possession are hereby terminsted
under the provisions of your lease. You are still liable for rent snd other charges you may owe under the lease.

Demand for possession is hereby made. You are hereby given motice to vacate the dwelling on or before midnight,
the day of ___ which is at icast ooe day from the delivery of this
nonoetoyuuonoymrdwelhngmt.Ymﬁﬂmmmvnmﬂmmﬂmhmmhplmmeh
Justice of the Peace. Delay or postponement of such action shall not constitute waiver.

Signease of owaer's rigvecialative

i reuidens or ) romidemt's dwelling umit

Cas ATy

C-014 2-Part Notice To Vacate For Nonpayment O Fent Or Other Sums, 8-1/2 x 11



COMPUTATION OF NEW NET AVAILABLE
{To be attached 1o Weskly Actlvity Regort)

DATE: from to
PROPERTY NAME
PAOPERTY NUMBER, # Units.

BEGIN WITH LAST WEEK'S NET AVAILABLE (FROM WEEKLY ACTIVITY REPORTY: |:!

MINUS: LEASING ACTIVITY
Apt. # Type Dats Laased Move-in Daie Leased By Source

MINUS: MOVE-OUT NOTICES CANCELLED

Agt. # Type Date C

PLUS: NEW MOVE-OUT NOTICES
Apt. # Type Date of Notice Move-Out Date Reason for moving

PLUS: CANCELLED PRE LEASED

PLUS: SKIPS R
Apt. ¥ Type Date of Skip Rasason
LAST WEEK'S NET AVAILABLE { ) - Loases ( ). G d N { )+
New Notices (.} + Cancelled Prek d } + Skips ( }a-

THIS WEEK'S NET AVAILABLE

(= ]

i

C-016 2-Part Computation Of New Net Available, 8-1/2 x 14
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C-017 2-Part Status Change, 8-1/2 x 5-1/2
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C-018 2-Part Notice Of Returned Check, 8-1/2 x 5-1/2
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C-019 3-Part Maintenance Request, 8-1/2 x 5-1/2
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C-020 2-Part new Rental, 8-1/2 x 5-1/2
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'We wers hara and did the following:

O Ficutine inspection

O Changed AIC Bisars
T Repairs:

0O Exterminaied

C-021 Door Tags, 2-5/8 x 8-1/2



P . Numbey
REAL ESTATE SERVICES, INC.
Welcome to Our Community
Fuurmintiny the alioweg oferestion il rastly st 2w in halpte g you sdect your s howoet
Leasing Consultant Date Time
WELCOME! How did you learn about our apartments? 0 Newspaper O Television (I Radio Q Sign D Billboard O Yellow Pages Q Drive By
Q Apartment Guide. Name Qi Brochure/Fyer (i Resident Referral 0 Local Meychant Referral
Q Internet. Name of Web Site QO Employer Referral QOther
Q Newspaper Ad? Which papes(s)? QMagazine? Which magazine(s)?
Size of Apt Needed Floorpian Desired No. of Occup Pets,
Weight & Description, ¥When do you want to sove in? Frice Range
Where are you moving from? Why are you moving?
Nare
City/State/Tip.
Home Phone. Bursh Phone. Pager.
Fax E-mall
Employed by Position
What other communities have you seen?
What did you like best about them?
What did you like least about them?
How long have youbeenlooking?__  Are you loocking for any special f 7
if you are shown an apartment you like, are you prepared 1o leave a deposit today?
Hobiues/Sports/ |
C-024 Revissd #1080

APARTMENT DATA

Leased Apt O Yes O No Apt Number Rented, Type

Apartment{s} Shown? 0 Yes QONo
Size(s) of Apartment{s) Model Type

Reni(s) Offered,

Ecespects Reaction
What did the prospect like best about the apartment(s) shown?

Any objections? 0 Yes O No
1f yes, what were they?.

What spartment features and amenities were imp i the prospect ( pool, weigh tech cenéer, firepl
e )?

dishwasher, view,

What additional services did prowpect express an inberest in (bousekeeping, conclesge service, cable TV)?

NOTES:

FOLLOW-UP
Thank-you hole sent? OYes ONo  Date Initia) Phone Contact Duie:

Follow-up resulty
0 One week

Q Two weeks

Q Leased apt#

C-024 1-Part Guest Card, 8-1/2 x 11




REAL ESTATE SERVICES, INC.

HELPFUL HINTS
ON THE CARE AND USE OF YOUR APPLIANCES

*On any applignce thal will nod coma on a1 all. trip your braskens on and ott 1o make
sure the breakera are angaged.

AEFRIGERATORS

1.

n

'S

Naver usa any objacts io “poke” ice build-up ol your ireszer compartment. Doing
$0 Could cause damage to the ireezing mechanism. In many cases i is non-
repanable and you would have 1o replace ihe raingenaior, which can be costly.
The only way to deirost a reirigerator i8 10 unplug i of turn the lemperature dial to
the “detrost” or the "ol position. (To spesd up the deirgsting rOCess you can
place a pan of hot water under the reazer.)

}
. Some reirigarators have a "baffie bar” which is located at the back of the meat

keaper tray (ivay under ihe freazer). This bar should be in the "up” positon tor the
freezer 1o treeze at the tull capacity and the refrigenior to cool at full capecity aiso.
‘Whan the bar is "down" it lets cold aw escape irom ihe ireezer. (When you detrost,
this baffie bar shouwid be "down.”) See your manager tor batia bar location,

. Make sure door ses! fits snuggly when reingerator door is closed. This eliminates

the cocd air s3caping. To lestfor ak Mks 0N YOUT NEMQETaDr doo, piace a phece of
paperiabout the thickness ol & dollar bili) so that when you close the door the
paper is hall insite and halt outside. ¥ the paper iabs oyt or slips out wihout & Mtie
g, your door seal doss not fil correctly.

Never push the retrigerator tiush with the wall. Aliow air 40 circuiai completety
around it

GARBAGE DISPOBAL

-]

. Only grindable food ems may be put down the disposal. Examplas — potato

peels, &g shells, 1able scraps. Plesse do not put down bonas, mets! of prease, eic.
Feed the garbage disposai siowly as to not cause a jam.

AlWays run Goid water whaft your disposal is on. Hot walisr nds 10 rust bisdes and
overneat ine unit. The cold water also heps ground lood to be pushaed on through
ardd bl water may “"¢ook” food onio garbage disposal bisdes. Leave cokd waler
running for a few atier g & Wwrned off 1o cool blades

3 Tnmlpkeoolmmnm.m.ucuwuﬂlydmpanmnub.wmﬂwnﬁﬂen

is on
To keep it smelling sweet. & demon pesl ground UP INSIde penadically will heip.

. On most garbage disposnis there 1 & reset bution jocated at the bese of the

dirsposal under ihe sink. i & jam doas oGeaN, iry pushing this bution.

DISHWABHERS

1

Balors lurming on your dlshwuhlr run your gart: for o lew
cupdr 5H W pipes. This ml'slop-uuloodp-mcmimmmmupmm
cishwaaher and Gating all over the dishes.

For clean dishas ine waler lempersiure should be ai leas! 140 degress Fahrenhait.

. Liss only dishwasher 308p thal nas been 510red 0 & dry piace. Never use laundry

soap or ilquid soap. This will cause i 10 overfiow.

Qnce a month, 1ha filer should be cisanad. See your managaer for fitter location
and procedure on Now it lhoula be cloaned.

by the dial on the dishwasher bul &iso 8

Some
wall switch

STOVES AND VENTA-HODDS

1.

~N

o

o

On sall-Cleaning of Cor O OVENE Nirvir B8 S 1 (Easy
Off. Mr. Muscle, aic.). Use only mid 30ap and water. Ask your manager jor the
OPeraling instructons.

On any siove, never spray b ] with oven as ey eal
through the elements.

R is & hre NAZArd 10 ling ths oven with slummum kil

Mosl venta-hood hiters are r bis and can be with 808p and water

Some lihars are Ask your or your
On the stove tinish, GO NoL LUBe AbIasvE clesners such as Ajx: it will pomeve the
paint linigh.

BINKS AND TUBS

~

3

. Chack that you have drain Covers on sl thess draing 1o prevent fiems irom going

down the pipes thal may biock the lines; eg., hair.

. On all drains {wilh the axception of kitchen draing where thara (s & gartage

ciaposal), a drain clsansr should be usad st least ONCE & waek.
Never pour grease down Sny e,

WHILE WE ARE GIVING HINTS .. ..
COMMODES

1

The only iems that should be lushed down e commode sre hurman watie and
wilst papes. hams such as diap sanilary and
0 Ay CAUSE & 08 i the lines.

PLEASE AEPOAT ALL MAINTENANCE PROMPTLY TO YOUR MANAGER.

Excelient Service & Quality Living

C-025 1-Part Helpful Hints, 5-1/2 x 8-1/2
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C-028 4-Part Move Out, 8-1/2 x 11
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FREEZE
ALERT

DRIP/RUN ALL FAUCETS - HOT & COLD
WATCH YOUR STEP

C-034 1-Part Freeze Alert, 8-1/2 x 11




FREEZE WARNING

YOU ARE RESPONSIBLE FOR INSURI YO
PERSONAL PROPERTY FROM DAMAGES
We are expecting freezing temperatures; pleasa take the
following precautions:

1. Set your thermostat at 60° or higher 24 hours a day.

2. Open cabinet doors below all sinks.

3. Immadiately do one of the following (whichever is
checked) depending on the severity of the treeze:

1 Drip all your water 24 hours a day at a steady drip
when you are in the apartment and when you are
gone. This includes hot and cold water in your

itchen sink, bathroom lavoratories, bathtubs,
showers, wet bar sinks, atc.

0 Run all your water 24 hours a day at & steady,
pencil-led size stream when you are in your
apartrnent and when you are gone. This includes
hot and cold water in your kitchen sink, bathroom
lavoratorigs, bathtubs, showers, wet bar sinks, stc.

4. Forthose of you who have washer/dryer units in your
apartment, especially those located on any outside
patio or closet, follow these steps:

{a) Tum both the hot and cold water lines off.

{b) Disconnect these water lines trom the back of
your washing machine.

{c) Place both water lines into the drain pipe behing
the washing machine.

{d} Tum both water lines back on so that there is a
steady dnip.

{e) When you want to wash clothes, remember to
reconnect the water lines. Disconnect again if
subtreezing temperatures continue.

&. Bring in your plants.

6. Notity the office if you will be away from your
apariment for more than 24 hours when subfreezing
weather may reasonably be anticipated. Please take
precautions 1-4 prior to depearting.

7. i you notice a water leak, icy spot or other hazardous
conditions on the property, please nolity management
IMMEDIATELY.

8. Please use extra caution when walking and/or

drlvln? on the property when freezing rain or

snow is predicted or occurring. Remember that
walkways, stairs, sidewalks and parking lots can
become dangerously slick with the build up of ice.

Hold on to the stair rails where available
THANK YOU FOR YOUR COOPERATION!

C-034H Freeze Warning Door Hanger, 2-5/8 x 8-1/2
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