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 FLYNN MANAGEMENT CORPORATION 
SITE MANAGER AGREEMENT- USDA RD PROPERTY 

 
 
Employee Name:          
   
Property Name:     City:    State:    
       
 
Flynn Management Corporation (FMC), acting as the Agent for the above-named property hereby agrees to hire the 
employee named above as the Site Manager.  The above-named does hereby accept appointment on the terms 
and conditions below. 
 
 SITE MANAGER DUTIES 
 
A. HOURS 
 
 The Site Manager shall be in the property office or on the property grounds at all times during assigned office 

hours. 
 
B. GENERAL DUTIES AND RESPONSIBILITIES 
 
 1. Project Office 
 
  a. Establish project office. 
 
  b. Set up and maintain files in strict accordance with Plan-o-Gram. 
 
  c. Set up and maintain all required office equipment (answering machine, copy machine, fax, 

telephone, typewriter, etc.) in working order at all times. 
 
  d. Maintain adequate supply of all required forms and supplies. 
 
  e. Post and maintain all required posters, notices, and signs. 
 
  f. Read and become familiar with all appropriate manuals, regulations and procedures 

including: 
 
   1. USDA-RD 3560 
   2. FMC Procedure Manual(s) 
   3. FMC Forms Manual 
   4. FMC Employee Handbook 
   5. FMC Employment Procedures and Forms Manual 
   6. Fair Housing Regulations 
   7. State Landlord/Tenant Laws 
   8. Tax Credit Regulations (if appropriate) 
   9. Grace Hill Training 
 
  g. Maintain and control project keys in accordance with FMC Procedure Manual. 
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2.        Leasing 
  

a. Market property with the occupancy of vacant apartments by eligible residents as the first 
and foremost priority. 

 
  b. Respond to inquiries from prospective residents. 
 
  c. Maintain project inquiry list. 
 
  d. Maintain project waiting list. 
 
  e. Help prospective residents complete Application and obtain all required forms and 

documentation. 
 
  f. Process in a timely and accurate manner all required documentation to resident files during 

the move-in, recertification, and move-out procedure. 
 
 3. Rent Collection 
 
  a. Collect and deposit rents daily. 
 
  b. Aggressively pursue delinquent accounts and issue all notices in a timely fashion. 
 
  c. Maintain and post resident ledgers and CRJs. 
 
  d. Never accept cash. 
 
 4. Recertifications 
 
  a. Issue 90-60-30 day notices when due. 
 
  b. Obtain all required recertification documents from residents. 
 
  c. The Site Manager is responsible for the timely and accurate processing of Tenant 

Certifications (TC).  If, because of the Site Manager's failure to comply, any Tenant 
Certification is not received when due at its designated USDA-RD District Office, the Site 
Manager may be held financially responsible for any penalties the property may incur from 
USDA-RD. 

 
 5. Notices and Reports 
 
  a. Issue all required notices to residents in a timely fashion, including: 
 
   1. Delinquency Notices 
   2. Recertification Notices 

3. Disturbance Notices 
   4. Lease Violation Notices 
   5. Lease Termination  
   6. Security Deposit Claims 
 
 
  b. Submit all reports when due. 
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 6. Property Supervision 
 
   a. Continually inspect property, including daily walking of the grounds, recording deficiencies, 

and taking necessary action, within budgetary allocations. 
 
  b. Respond to emergency calls and disturbances on a 24-hour basis. 
 
  c. Immediately report accidents and emergency situations to Supervisor and Home Office by 

preparing and filing the proper reports. 
 
  d. Supervise and inspect work of anyone working on property, including staff maintenance 

personnel and vendors. 
 
  e. Establish schedules and assign personnel for routine maintenance and emergency 

coverage. 
 
  f. Maintain property Maintenance Log book. 
 
  g. Ensure that all maintenance requests are addressed on an immediate one-call basis, if 

possible, and that residents are notified if parts must be ordered causing a delay. 
 
  h. Obtain competitive bids for work on property. 
 
  i. Maintain project inventory list of all assets. 
 
  j. Establish and maintain a sprinkling schedule to ensure adequate, but not excessive, watering 

of all landscaped areas. 
 
 7. Accounting 
 
  a. Emburse Credit Card 
 
  b. Process all bills in a timely fashion. 
 
  c. Operate property within approved USDA-RD Budget 3560-7. 
 
  d. Obtain all required forms from vendors (including W-9,  
   insurance, licenses, etc.). 
 
  e. Adhere to all accounting procedures, including, but not limited to: 
 
  
   1. Use of account numbers 
   2. Purchasing limits 
   3. Vendor requirements 
   4. Accounts payable process 
   5. Rent roll, summary, and recap reports 
   6. Other monthly reports 
   7. Special accounting items 
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 8. General 
 
  a. Attend all required company meetings and training sessions. 
 
  b. If living on site, complete all required documents as a condition of employment. 
 
  c. TO CONSISTENTLY ABIDE BY AND ADHERE TO THE FEDERAL FAIR HOUSING 

LAWS. 
 
C. OUTSIDE EMPLOYMENT 
 
 The Site Manager shall not have any other employment unless authorized in advance, in writing, by the 

President of Flynn Management Corporation. 
 
D. MOBILE PHONE 
 
 As a condition of employment, each Site Manager is required to have a mobile phone in his/her possession 

immediately upon hire.  The monthly charges are the expense of the Site Manager.  No personal phone calls 
are to be made on the property's business phone. 

 
This Agreement may be terminated by either party.  Any Site Manager who knowingly disobeys policies, procedures, 
and instructions from FMC or USDA-RD, does not perform services outlines, or herein, commits an illegal act, 
whether intentional or otherwise, causes the property to lose financially, or allows the property to become below 
standard will immediately be relieved of their position and must immediately remove themselves from the office and 
surrender all project keys. 
 
    
SITE MANAGER:    
 
 
Print Name:                          __                         
         
Signature:_______________________________ Date:___________  
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FLYNN MANAGEMENT CORPORATION 

INTERNET AND E-MAIL USE POLICY 

 
1. Business purposes only. Flynn Management Corporation (FMC) provides its staff with Internet and e-mail 

access in order to assist and enhance the company’s business efforts.  Employees may use the Internet and 

e-mail for company business purposes only.  Use for other purposes is not permitted. 

 

2. Ownership and monitoring of use.  The hardware and software associated with the Internet and e-mail 

systems are company property, as are any messages sent or received or records stored by these systems.  

FMC reserves the right to monitor the content of messages sent and received by employees and to review 

records of Web sites visited by employees.  Employees have no expectation of, or right to, privacy in their 

use of the Internet or e-mail systems at FMC. 

 
3. Forbidden uses.  Employees may not use the Internet or e-mail systems for personal business purposes; to 

solicit funds or support for any commercial, political, religious, or charitable cause; or to express their 

views on these or other subjects. 

 

4. No offensive messages.  Employees may not transmit or receive any messages or images that are 

derogatory, obscene, sexually explicit, or offensive to anyone based on their gender, age, race, religion, 

ethnic background, or national origin.  Also, employees may not view such messages on Web sites. 

 
5. Confidential information.  Employees may not use the Internet or e-mail to transmit confidential 

information about the Company, its employees, residents, or business activities. 

 

6. Unauthorized viewing of other employees’ Internet and e-mail use.  Employees may not view messages 

sent or received, or records of Web sites visited by other employees, unless authorized by the Company. 

 

7. Content of e-mail messages.  E-mail is a substitute for written, not oral, communication.  When writing   

e-mail messages, employees must use the same tone and formalities used for writing formal business 

letters.  The “subject” line of the message should contain the same information as the “regarding” line of a 

letter, and the salutation should be the same as that of a letter. 

 

8. Enforcement.  Employees who violate any part or parts of this policy will be subject to disciplinary action, 

up to and including dismissal. 

 
INTERNET AND E-MAIL USE POLICY AGREEMENT 

 
As an employee of Flynn Management Corporation: 

 
1. I acknowledge that I have read and understand the company’s Internet and E-mail Use Policy.  I agree to 

abide by this policy. 

 
2. I acknowledge that I have no right to privacy in the Internet or e-mail messages or images that I send or 

receive or the records of Web sites that I visit on the company’s Internet system.  I acknowledge the 

company’s right to inspect any and all messages or images that I send or receive via the Internet or e-mail 

and to monitor records of Web sites that I have visited. 

 

3. I understand that adherence to the Internet and E-mail Use Policy is a condition of my employment, and 

that I may face disciplinary action for violating it.  This disciplinary action may include dismissal. 

 

 

Employee’s Signature        Date      

 

Print Name         Property     
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Safe Driving Policy 

 

 

Flynn Management recognizes that employees use their own vehicles to complete business 

activities for work purposes. While operating your vehicle, your safety is our first concern.  In 

light of changing State laws, we have implemented a safe driving policy. 

 

1. You are responsible for maintaining your automobile in a proper and safe condition. 

2. You will not use your cell phone (even hands-free) for any reason while your vehicle is 

engaged in the drive position. 

3. You will maintain automobile insurance with at least the minimum limits required by 

State law. Proof of current automobile insurance must be on file in the Corporate Office. 

4. When operating your vehicle, you will utilize proper restraints, such as a seat belt, as is 

required by State law. 

5. You will not operate your vehicle for work purposes while under the influence of alcohol 

or any other substance that impairs your ability to operate your vehicle safely. 

 

 

By signing below you acknowledge the above requirements and agree to abide by them as a 

condition of employment. 

 

By:       Date:       

 

Printed Name:      
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Flynn Management Corp is firmly committed to your safety. We will do everything possible to prevent workplace accidents and are committed to 
providing a safe working environment for you and all employees.  
 
We value you not only as an employee but also as a human being critical to the success of your family, the local community, and Flynn 
Management Corp.  
 
You are encouraged to report any unsafe work practices or safety hazards encountered on the job. All accidents/incidents (no matter how slight) 
are to be immediately reported to the supervisor on duty. 
 
A key factor in implementing this policy will be the strict compliance to all applicable federal, state, local, and Flynn Management Corp. policies and 
procedures. Failure to comply with these policies may result in disciplinary actions. 
 
Respecting this, Flynn Management Corp. will make every reasonable effort to provide a safe and healthful workplace that is free from any 
recognized or known potential hazards. Additionally, Flynn Management Corp. subscribes to these principles: 
 

1. All accidents are preventable through implementation of effective Safety and Health Control policies and programs.  

2. Safety and Health controls are a major part of our work every day.  

3. Accident prevention is good business. It minimizes human suffering, promotes better working conditions for everyone, holds Flynn 
Management Corp. in higher regard with customers, and increases productivity. This is why Flynn Management Corp. will comply 
with all safety and health regulations which apply to the course and scope of operations.  

4. Management is responsible for providing the safest possible workplace for Employees. Consequently, management of Flynn 
Management Corp. is committed to allocating and providing all of the resources needed to promote and effectively implement this 
safety policy.  

5. Employees are responsible for following safe work practices, company rules, and for preventing accidents and injuries. Management 
will establish lines of communication to solicit and receive comments, information, suggestions, and assistance from employees 
where safety and health are concerned.  

6. Management and supervisors of Flynn Management will set an exemplary example with good attitudes and strong commitment to 
safety and health in the workplace. Toward this end, management must monitor the company’s safety and health performance, 
working environment, and conditions to ensure that program objectives are achieved.  

7. Our safety program applies to all employees and persons affected or associated in any way by the scope of this business. Everyone’s 
goal must be to constantly improve safety awareness and to prevent accidents and injuries. 

 
Everyone at Flynn Management must be involved and committed to safety. This must be a team effort. Together, we can prevent accidents and 
injuries and keep each other safe and healthy in the work that provides our livelihood.  
 
By signing this document, I confirm the receipt of Flynn Management Corp.’s employee safety handbook. I have read and understood all policies, 
programs, and actions as described, and agree to comply with these set policies. 
 
 
 

 
Employee Signature                        Date 
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SUBJECT 

  

Date 

STANDARD OPERATING PROCEDURES MANUAL 

RECEIPT 

Book 1 of 2 

01/07 
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ACKNOWLEDGEMENT 

 

 

 

Contained within is the Procedure Manual for Flynn Management Corporation.  You are entrusted 

with the security of this manual.  This manual should never leave your office unless approved by your 

supervisor. 

 

Because of the high cost and security of our Procedure Manual, there will be a $500.00 charge, 

payable by you, in the event this manual is ever lost or not returned upon demand. 

 

 

 

 

 

COPY NUMBER  DATE:   

PROPERTY NAME(s):   

SITE MANAGER’S SIGNATURE  

PRINTED NAME:   
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     No. 000 
 

             

 

SUBJECT 

  

Date 

STANDARD OPERATING PROCEDURES MANUAL 

RECEIPT 

Book 2 of 2 

04/2019 
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ACKNOWLEDGEMENT 

 

 

 

Contained within is the Procedure Manual for Flynn Management Corporation.  You are entrusted 

with the security of this manual.  This manual should never leave your office unless approved by your 

supervisor. 

 

Because of the high cost and security of our Procedure Manual, there will be a $500.00 charge, 

payable by you, in the event this manual is ever lost or not returned upon demand. 

 

 

 

 

 

COPY NUMBER                     DATE _______ 

PROPERTY NAME(s)  

SITE MANAGER’S SIGNATURE  

PRINTED NAME  
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MASTER FORMS MANUAL ACKNOWLEDGEMENT 

 

MANUAL No.  

 

Contained here within is the Master Forms Manual for Flynn Management Corporation.  

You are entrusted with the security of this manual.  This manual should never leave your 

office, unless approved by your supervisor. 

Because of the high cost and security of our Master Forms Manual, there will be a 

$500.00 charge, payable by you, in the event this manual is lost or not returned upon 

demand. 

 

DATE  

PROPERTY NAME(s)  

SITE MANAGER’S SIGNATURE  

PRINTED NAME  

 

 

 
 
 
 
 
 
 
 
 
 
 
 

 



        Project B File Code 2-9  

 

 

 

  

 

USDA-RD MANAGEMENT HANDBOOK  

ACKNOWLEDGEMENT 

 

 

 

 

This acknowledges receipt of the USDA-RD Asset Management Handbook and USDA-RD 3560.  

You are entrusted with the security of this manual. This manual should never leave your office 

unless approved by your supervisor. 

 

                      

 

 

 

 

 

                          ___________________                                 

Employee Signature       

 

 

 

                                     

Date 
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EMPLOYEE ACKNOWLEDGEMENT FORM 
EMPLOYEE HANDBOOK 

 
         

COPY No.  _____________ 
 
 
The employee handbook describes important information about Flynn Management 
Corporation (FMC), and I understand that I should consult the President regarding any 
questions not answered in the handbook.  I have entered into my employment relationship 
with FMC voluntarily and acknowledge that there is no specified length of employment.  
Accordingly, either I or FMC can terminate the relationship at will, with or without 
cause, at any time, so long as there is no violation of applicable federal or state law. 
 
 
Since the information, policies, and benefits described here are necessarily subject to 
change, I acknowledge that revisions to the handbook may occur, except to FMC’s policy 
of employment at will.  All such changes will be communicated through official notices, 
and I understand that revised information may supersede, modify, or eliminate existing 
policies.  Only the President of FMC has the ability to adopt any revisions to the policies 
in this handbook. 
 
 
Furthermore, I acknowledge that this handbook is neither a contract of employment nor a 
legal document.  I have received the handbook, and I understand that it is my 
responsibility to read and comply with the policies contained in this handbook and any 
revisions made to it. 
 
 
 
EMPLOYEE’S NAME (printed):  
 
 
EMPLOYEE’S SIGNATURE:  
 
 
DATE: _______________________________ 
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FLYNN MANAGEMENT CORPORATION 
 

INITIAL PAYCHECK CHECKLIST 
 
 

Employee Name          
 
Property Name           
 
The following documents have been completed (Please check all that apply, N/A if not 
applicable): 
    All Employees 
  
 _______ 1. Signed Offer of Employment Letter (V-5)  
 _______ 2. Verification of Commencement of Employment (V-19)  
  _______ 3. I-9 Form  
 _______ 4. W-4 Federal  
 _______ 5. G-4 Georgia (Georgia employees only) 

_______ 6. Copy of Social Security Card for employee 
 _______            7. Copy of Employee’s Driver’s License 
 _______            8. Copy of Auto Insurance Card 
 _______            9. Safe Driving Policy (V-36)     

_______          10. FMC Safety Manual (V-41) 
            11.          Employee Handbook Manual Receipt (V-16) 
_______          12. Internet and E-Mail Use Policy (V-27)  

          _______          13. Employee Internal Setup Checklist (V-37) .  
  
     Site Managers  

_______          14.          Position Agreement (V-6)   
             _______          15.          Corporate Credit Card Procedure                 
             _______          16.          Employment Procedures Manual Receipt (V-22a) 
             _______          17. Conventional Procedures Manual Receipt (V-13c) 
             _______          18.          Rural Development (RD) Procedures Manual Receipt (V-13r) 
             _______          19.          Standard Operating Procedure Manual Receipts (V-14a & b) 
             _______          20. Forms Manual Receipt (V-15) 
             _______          21. USDA-RD 3560 Receipt (V-15b) 
 
    Maintenance  
             _______          22. Maintenance Person Agreement (V-7) 
 

If living on site: 
 _______          23. Employee Lease (L-9) 
 _______          24. Security Deposit Agreement (L-10) 
 _______          25. Employee Addendum to Lease (V-12) 
 _______          26. Employee Utility Addendum (V-13) 
 _______          27. Tenant Certification 3560-8 (C-1) 
 
 

It is understood that all documents must be completed to their fullest extent and promptly 
emailed to HR@Flynnmanagment.com.   NO PAYCHECKS WILL BE DISTRIBUTED IF 
THESE DOCUMENTS ARE NOT FULLY COMPLETED. 
 
            
DM Signature      Date 

mailto:HR@Flynnmanagment.com
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VERIFICATION OF COMMENCEMENT OF EMPLOYMENT 

 
 

Employee Name:   

Property Name:   

Location:   

 

This will verify that the above-named employee commenced employment on (date)  

                            at __________      AM/PM. 

 

Check One: 

This will verify that this employee is either: 

A.   Not living on site. 

 - or – 

B. Is living on site and I have personally  verified that all utilities are in the employee’s 

 name as of (date) _______  __________. 

C. The required security deposit of $  was deposited on (date)  _____. 

(Note:  An employee may not move in until all utilities have been placed in the employee’s 
name and the required security deposit has been paid.) 

 

The following documents are attached: 

 

  Yes  No 

     Move-in Inspection (L-11) (if living on site) 

     Copy of Batch Report (Yardi) or Bank Deposit (Real Page) for Security 
Deposit (if living on site) 

     Copy of Check for Security Deposit (if living on site) 

     Corporate Credit Card (A-6b) 

 

*****EMAIL TO HR@Flynnmanagement.com***** 

 

 

DM Signature    Date    
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Dear  

 

Congratulations on joining the Flynn Management Corporation team! 

Our records indicate the following: 

 Property Name:       

 Start Date:        

 Pay Rate: $    per      

 

Our payroll is issued bi-weekly every other Friday with cut-off being the previous Saturday. Your 

first paycheck is scheduled for     and is estimated to be in the gross amount 

of $  . This reflects pay for the time worked beginning    . 

 

If you have any questions about your first paycheck, please send an email to 

HR@Flynnmanagement.com. 

 

Sincerely. 

 

FLYNN MANAGEMENT CORPORATION                

mailto:HR@Flynnmanagement.com


Employee Location

Position Hire/Term

Start Date End Date

Paycor

On/offboarded Schedule

Work Hr Settings Mobile Invitation

Badge No# Grace-Hill

Navigator Schedule List

Ansafon List Voyager Login

Keys Mgr Name Plaque

Emburse Credit 

Card
Maint - Order Shirts & 

Hats

Emburse Visa Lowes CC

HD Supply Home Depot CC

Other

Access to Voyager 

Purchase Orders

Real Page 

Leasing & Rents

Real Page 

Learning Login

Email Door Fob

ScanDocs DocuPhase

Printer
Phone Speed/Direct 

Dial

Date Completed: By:

IT (Clearwater Office Only) - Kevin

Employee Internal Setup Checklist

HR

Conventional Apartments - Tom

Accounting
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Project B Code 3-7 

FLYNN MANAGEMENT CORPORATION 

EMPLOYEE ADDENDUM TO LEASE 

 

       

Employee Name 

 

       

Property Name 
 

A. Upon discontinuance of employment of the resident by Flynn Management 

Corporation, the lease shall terminate and the resident shall have a seven (7) day 

rent free period to vacate the apartment. 

 

B. If you fail to vacate at the end of the seven day period, Flynn Management 

Corporation will begin eviction proceedings in accordance with state law.   

 

1. If you are living in a USDA-RD unit: You will be responsible for double the 

note rate rent as reflected in the USDA-Rural Development approved budget 

applicable at your termination date for all time you occupy the unit after 

termination. 

2. If you are living in a conventionally finance unit: You will be responsible for 

double the full market rate for all time you occupy the unit after termination. 

 

C. Flynn Management Corporation is specifically authorized to withhold payment of 

any final amounts due the resident as a result of their employment with Flynn 

Management Corporation and/or the project until the apartment has been 

surrendered in the same condition in which the apartment existed at the 

commencement of the lease, ordinary wear and tear excepted. 

 

D. Under no circumstances will the resident look towards Flynn Management 

Corporation or the project to be liable for moving expenses as a result of this lease 

and this addendum. 

 

E. Should there be any conflicting language in the lease and this Addendum, the 

terms of this Addendum shall apply. 

 

 

RESIDENT OR RESIDENTS  FLYNN MANAGEMENT CORPORATION 

 

      By        

Resident Signature 

             

Date      Date 
 

       

Resident Signature 

      

Date 
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 FLYNN MANAGEMENT CORPORATION 
 EMPLOYEE UTILITY ADDENDUM  
 
____________________________________                 
Employee Name 
 
        
Property Name 
 
 
___________            
Apt. Number 
 

 
I hereby acknowledge that I have placed all utilities for my 
apartment in my name and that I am fully responsible for payment 
of all utility bills for my apartment.  I also acknowledge that 
all deposits have been paid in full by me. 
 
 
      Utility Company     Date Deposit Paid   
 
Power                            ___________________      
               
 
Water                             __________________      
              
 

Sewer                             __________________      
              
 
Cable TV                          __________________      
              
 
 
 
RESIDENT OR RESIDENTS:     
 
                                  Date:_______________     
                
 
                                  Date:_______________     

                 
 

            

V-13  05.11.2020
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