Rental Showing & ApplicationProcess for Admin


RENTAL Showings Step 1
1. Showing property to all prospects – safety first! 

[bookmark: _GoBack]Application Step 1

1. Show property lock Box 1.9.7.6. or P.E.G.
a. Make sure all windows and doors are secure
b. Do not go to basement with prospects…EVER
2. Fill out application completely
a. Provide driver license you make a copy for file
b. Provide other ID credit card etc
c. Provide original social security ID
4. Review required documents from renter prospect
5. Collect $50 cash per application, cash only
6. Tell applicant will call them when review is complete from 2 to 5 days is average but not warranted

Application Step 2
1. Send application to:

a. Email to Scott valentine each application
i. Scott will email results back to Peggy@RaheTeam.com
ii. Email copy of application to Peggy
Acceptance Step 2A
b. Once accepted renter MUST provide cashier’s checks or cash for first month’s rent plus security deposit. Property will NOT be held unless money is received. Agreements are only valid in writing when lease is signed by lessee and lessors.

c. Renter must apply for and receive utility for Montgomery County water, Vectren gas, Dayton Power & Light Electric

d. Renter MUST secure a paid rental policy COVERING the property damage not just rental insurance and MUST have policy provided to property manager at lease signing for full amount and name property Manager as additional insured. A full policy MUST be in force or keys will not be given to resident and the lease will be cancelled. First month’s rent and deposits will NOT be returned and considered damages.

Application Step 3
1. Property manager to meet sign lease & addendums
2.  Sign and secure all documents
a. Lease
b. Addendums
c.  Money is in the bank and secure. 
d. Deposits & deposit disposition form
e. Verify all copies of licenses are updated- get licenses plate number of vehicles they are driving
f. Utility forms
i. Montgomery County Water
ii. Vectren gas
iii. Dayton Power & Light
iv. 
Applicant move in Step 1

1. Do not give keys or copy of lease until Application Step 3 is complete
2. Once Step 1 is complete





Rev:2013/01/21A

	1
	www.RentalHomes.com (937) 361-9599



