SOP: Legal Compliance, Notices, and Eviction Procedures

This SOP details legal compliance, notices, and eviction procedures, covering the necessary steps to ensure adherence to relevant laws and
regulations, the proper issuance of legal notices, tenant communication protocols, grounds for eviction, documentation requirements, and
enforcement processes. The aim s to maintain lawful operations, protect property rights, and ensure fair and transparent eviction practices while
minimizing disputes and legal risks.

1. Purpose

To establish procedures for legal compliance, issuing notices, and performing lawful evictions in accordance with applicable laws and regulations,
ensuring due process and minimizing legal exposure.

2. Scope

This SOP applies to all staff and agents nvolved in property management, tenant relations, and enforcement of lease agreements.

3. Responsibilities

¢ Property Manager: Oversee conpliance, coordinate notices, maintain documentation, and lead eviction processes.
¢ [egal/Compliance Officer: Provide guidance on regulations, review notices and documentation for legal sufficiency.
o Staff/ Agents: Adhere to procedures, communicate with tenants appropriately, and assist in documentation.

4. Legal Compliance

¢ Remain informed about federal, state, and local landlord-tenant laws and regularly update procedures as necessary.
¢ Ensure lease agreements and policies reflect current legal requirements.
¢ Consult legal counsel as needed, especially for complex cases or changes in law.

5. Notices

1. Identify the purpose of the notice (e.g, rent demand, lease violation, termination of tenancy).

2. Prepare the notice using standardized templates compliant with applicable law (include required information such as timeline, reasons,
remedy options).

3. Deliver notice per legal requirenments (e.g., in person, posted at the property, and/or mailed).

4. Document delivery method, date, and recipient with witness/receipt if possible.

6. Tenant Communication Protocol

¢ Maintain professionalism and clear records of all communications.
¢ Provide tenants with explanation of their rights and obligations per notice.
¢ Allow reasonable time for response, cure, or compliance as stipulated by law.

7. Grounds for Eviction

e Non-payment of rent.

¢ Violation of lease terms (e.g., unauthorized occupants, property damage, illegal activity).
e Expiration or lawful termmation of lease.

e Other grounds as specified by law or contract.

8. Documentation Requirements

¢ Retain copies of all delivered notices, communication records, and payment receipts.
¢ [ogall relevant incidents and tenant actions relating to the grounds for eviction.
¢ Maintain accurate records for at least the period required by law (commonly 3-7 years).

9. Eviction Enforcement Process

Issue required notice and allow the statutory response period to lapse.

If noncompliance persists, file the eviction action with the appropriate court, submitting all required documentation.
Attend court hearing; present evidence and documentation.

Ifjudgment is granted, coordinate with law enforcement or court officers for physical eviction if necessary.
Document all proceedings and changes in tenancy status.
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10. Review and Update

e Review this SOP annually or upon change in law.
¢ Train staff on updates and maintain compliance awareness.

11. References

¢ [Insert relevant statutes, codes, or legal resources]
o [Insert contact for legal counsel or compliance officer|
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