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Welcome to Pennsylvania Station Apartments Homes! This handbook is designed to answer common 
questions about your apartment and our community. 

Utilities 

For a stress-free move-in day contact your utilities one week before your move in date and schedule 
the utilities to start 2-3 days prior to your first day.  

 

Electric   Westar Energy    800-383-1183 

Water   Leavenworth Waterworks  913 682-1613 

Natural Gas  Kansas Gas Service   800-794-4780 

Cable   AT&T U-Verse or Time Warner  (no satellite dishes)         

Garbage  Included in your rent                

Mail box keys 

Mail boxes are located on Lawrence Avenue near building 1705. To access your 
mail box, please visit the post office at 330 Shawnee Street to report your new 
address and request your mail box key. USPS charges a $15 deposit which is 
refundable when all keys are returned. The mail box bank also includes an 
outgoing mail slot in the upper left corner.  

Complimentary washer/dryer hookup service  

If you have a washer and/or dryer we offer a complimentary hook-up 
service. Our service is a courtesy and not mandatory. We focus on 
prevention against water and ventilation issues. If water supply hoses are 
over 5 years old residents are encouraged to  purchase new ones to 
prevent flooding and costly damages to your apartment. To schedule a 
courtesy hook-up please contact management. 
 
Note: Dryer receptacles are electric and 3-prong. If you have a newer 4-

prong dryer connection you will need to purchase a 3-prong dryer cord. 
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Pictures & wall hangings  

Please feel welcome to make your apartment your home! Pictures and 
wall hangings are permitted on your walls with the use of 3M Command 
Strips. These adhesive strips come in different styles and are very safe for 
most items. TV’s and large, heavy items are not permitted to be hung on 
ANY walls for your own safety. Please also consider that nail holes require 
patching and painting which may result in minor deductions from your 
security deposit. 

 
 

 
Curtains & window treatments  

The windows of your apartment are furnished with new vinyl blinds. Residents 
may install window coverings if desired. Materials used must be intended for 
use as curtains, curtain rods and rod hangers. Towels or sheets are not 
appropriate. Any inappropriate materials found on display in a window shall be 
asked to be removed.Keep in mind, nail holes from curtain rod hardware 
require patching and painting which could result in minor deductions from 
your security deposit.  

 
 

Noise guidelines 

Quiet respect is enforced at ALL hours. Residents are asked to keep noise 
at a responsible level throughout ALL hours of the day. Your neighbors 
may work different shifts and need to sleep during traditional waking 
hours. Please respect the needs of your neighbors by always maintaining a 
quiet home. 

Absolute quiet is required between 10pm and 8am every day! 
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BBQ’n & Grill’n outside 

Residents are allowed to use BBQs, grills and smokers outside. All sources of 
fire or flame must be operated a minimum of 5’ away from the building or 
structure. BBQs that are upstairs should be moved out from under any eaves 
and into a space with open air above. BBQs that are on the ground floor should 
be moved to the grass and NEVER used underneath the upstairs deck. When 
BBQs are not in use and ashes have cooled, they can be stored on your deck or 
patio. 

 

 

Parking guidelines 

Each apartment has 2 assigned parking spaces. Never park in a space that is not assigned to your 
apartment. Guests must park on Lawrence Avenue. If one of your assigned spaces is open, guests may use 
that space with your permission. All vehicles are subject to towing if found violating any of these rules: 

 NEVER park on the grass, or in any unassigned space 
 NEVER take up more than 1 parking space  
 NEVER park non-functioning vehicles on the property 
 NEVER allow vehicles to leak oil on the property 

Warning:  Any vehicle found violating these rules will be towed off the property 
without warning, the resident billed for all towing fees and fined a $75 parking 
violation fee. 

 

NO SMOKING inside or near buildings 

For the health and well-being of all residents, NO SMOKING is allowed inside 
your apartment. If you must smoke, or your guests smoke, smoking is only 
allowed in the parking areas. Please, NO smoking on porches, decks, or near 
doors and windows. Heavy fines apply. 

If your apartment smells of smoke, the costs to repaint and replace carpet can 
exceed $2,000.  

Please do not dispose of butts on the grounds. Use a fire proof container and do NOT litter.  
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Renter’s insurance  
Residents are strongly encouraged to have insurance that covers their 
personal property and possible damages caused by family or guests. While the 
landlord does have an insurance policy on the building’s structure, landlord 
policies do not cover your contents. Residents are responsible for their 
possessions and for accidents they caused to the apartment.  

Renter’s insurance policies are very affordable and well-worth the peace of mind. A basic policy can cost as 
low as $10 a month. It’s peace of mind for today’s high-priced televisions, devices, computers and 
furnishings. Please note the owner will NOT replace lost, stolen or damaged personal property.  

 
Maintenance requests 

Your maintenance needs are important to us. Please report all maintenance needs promptly. You have 3 
methods to request maintenance: 

1. Online  https://avantedge.managebuilding.com   
2. Call or text  (913) 775-2272  
3. Email april@pnstation.com 
 
We perform preventative maintenance inspections of your apartment twice a 
year to keep your apartment in amazing condition. All maintenance requests 
will be scheduled for repair with your advanced approval.  

Emergency repairs  

The following repairs may be necessary to perform after normal working 
hours and may require us to enter your apartment without advanced 
warning: 

 Repair water leaks 
 Clear water back ups 
 Restore electrical outages 
 Repair structural damage 

Our efforts are aimed at protecting your well-being, the property and your possessions.  
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Keyless Entry with Pushbutton Smartkey 

Your apartment features a keyless entry system. To unlock or lock your entry 
door follow these simple steps: 

 UNLOCK by entering your Passcode (provided at move in) 
 Press “SCHLAGE” logo to lock the door  

Your smartcode can be changed. Please contact management to request a new 
code. If your lock activates but the door doesn’t open, pull the door knob 
towards you to release the pressure from the weather insulation. If the lock starts to activate slower, 
contact management to have the batteries replaced.  

Resident responsibilities 

 These common maintenance items are resident responsibilities 
 Keeping your deck tidy and free of trash 
 Keeping the grounds around your apartment tidy and free of trash 
 Taking the trash out and INSIDE dumpsters 
 Replacing light bulbs with the same bulbs as provided  
 Changing expired batteries in smoke detectors 
 Repairing torn or bent window screens 
 Running the bathroom fan 30 minutes or longer after bathing 
 

Fire & carbon monoxide safety 

Safety is one of our top priorities. Your apartment has an electric smoke 
detector with a 9v battery backup centrally located to your bedrooms. As a 
courtesy we change the battery every  6 months. However, if the alarm 
chirps you must replace the battery immediately. In addition, a CO2 
detector is monitoring your apartment 24/7 and requires no maintenance. 
NEVER tamper with these devices that are intended for your safety.  

If you hear an ALARM from these devices: 
1. Vacate everyone in your apartment immediately  
2. Call 911 
3. Notify neighbors from outside – do not attemtp to go back inside 
4. Call your Landlord at (913) 775-2272 
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Household tips 

General Cleaning  
 Use Magic Erasers to clean walls, doors, counters and appliances.  

 Use Krud Kutter as a general purpose household cleaner 

Carpet upkeep 
 Vacuum carpets weekly and under/behind appliances monthly  
 Stains? Use Folex Instant Spot Remover from Home Depot  
 Treat stains and remove dirt quickly to avoid permanent discoloring   

NEVER use household cleaners on carpet stains. These cleaners often contain bleach 
which will remove the dye from the carpet causing a permanent pink stain. If you’re 
unable to remove the stain, contact management immediately to avoid costly damages.  

   

Dishwasher usage 
 Use dishwasher soap ONLY (never use laundry soap or hand soap)  
 Clean food scraps off items before loading. Food scraps can damage 

your dishwasher’s pump. 
 First run the hot water tap at your kitchen faucet until it’s hot. Then start 

the dishwasher.  
 Once a month use Lemi Shine from Walmart to keep your dishwasher 

clean inside and prevent calcium deposits. 
 NEVER run your dishwasher after 10pm (Quiet Hours) 

Washer & dryer usage 
 Use laundry soap ONLY and balance loads equally 
 Do not OVERLOAD washer 
 Monitor washer 
 Remove lint from dryer after EVERY load 
 Keep dryer duct connected at all times 
 NEVER run your washer or dryer after 10pm (Quiet Hours) 
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Resident Paid Repairs 
Residents are responsible for these repair costs if found at fault: 

Plumbing Clogs - You prevent Drain Clogs 
Sinks and drains are for safe liquids ONLY. Toilets are for human waste and toilet paper ONLY. Blocked 
drains are completely preventable if you take the following precautions. If a resident is found at fault for a 
drain clog, charges will be assessed (minimum $150 charge). Please take every step possible to avoid 
putting anything in the drains that could cause a problem. 

    DO NOT put any of the following objects in sinks, toilets, tubs or drains: 

 NO GREASE, COOKING OIL, FOOD or GARBAGE 

 NO DIAPERS, DIAPER WIPES or FEMININE WIPES 

 NO TAMPONS or SANITARY NAPKINS  

 NO CONDOMS 

 NO PAPER TOWELS  

 

Trash Disposal - You Prevent Litter 
ALL garbage MUST be put INSIDE dumpsters. DO NOT allow garbage to 
accumulate inside or outside your apartment. Failure to place garbage in 
dumpsters will result in a $50 fine. Repeated violations are grounds for eviction. 
Large items such as beds, couches, chairs, desks, mattresses, etc, CAN NOT be 
placed in OR near the dumpsters. These items will NOT be hauled away. Resident 
is responsible for the removal of ALL large items. If large items are found near the 
dumpsters, the fine is $100.  

DO NOT LEAVE ITEMS OR GARBAGE NEXT TO DUMPSTERS. Contact management if 
you have large items requiring haul off.  

DO NOT store garbage, inoperable equipment, or allow debris to accumulate in the yard around your 
apartment or the parking areas. Keep the grounds within 12’ of your apartment clean and free of toys and 
debris.  

Questions? Or suggestion?   Contact us to let us know how we can help. 


