SOP: Tenant Screening and Application Processing

This SOP defines the process for tenant screening and application processing, covering tenant background checks,
credit history evaluation, income and employment verification, rental history assessment, application form review,
interview and communication procedures, decision-making criteria, approval or rejection notification, and documentation
management. The purpose is to ensure a consistent, fair, and compliant approach to selecting qualified tenants who meet
rental property standards and minimize risk for property owners.

1. Purpose

To define a standardized, transparent, and legally compliant process for screening tenants and processing rental
applications.

2. Scope

This SOP applies to all property managers and staff involved in the tenant selection process for managed residential
rental properties.

3. Responsibilities

¢ Property Manager: Oversees the process, reviews decisions, ensures compliance.
¢ Leasing Agent: Collects applications, conducts preliminary reviews, communicates with applicants.
e Screening Specialist: Performs background, credit, and reference checks.

4. Procedure

1. Application Collection
o Provide prospective tenants with an application form and required documentation checklist.
o Collect completed applications and documents (ID, proof of income, etc.).

2. Application Form Review
o Verify completeness and legibility of the application.
o Confirm all mandatory fields and signatures are present.

3. Background and Credit Checks
o Obtain applicant's consent for background and credit screening.
o Run checks via approved screening services.
o Document results in the applicant's file.

4. Income & Employment Verification
o Contact employer or review provided documentation (pay stubs, tax returns).
o Verify thatincome meets minimum requirements (typically 2.5 - 3x rent).

5. Rental History Assessment
o Contact current and previous landlords for references.
o Verify lease compliance, payment history, and condition at move-out.

6. Interview and Communication
o Contact applicant for clarifications if needed.
o Schedule and conduct in-person or virtual interviews if policy requires.

7. Decision-Making
o Evaluate application against criteria (credit score, income, rental history, background results).
o Document rationale for the decision.
o Ensure compliance with fair housing laws and non-discrimination policies.

8. Notification
o Notify applicant of approval or rejection in writing or by phone within defined timeframe.
o For rejections, provide legally required adverse action notices with reasons if applicable.

9. Documentation & Record-Keeping
o File all application materials, screening reports, and communications for the required retention period.
o Maintain confidentiality and secure storage of applicant data.



5. Decision Criteria

Minimum credit score requirement

Income threshold (e.g., 2.5 - 3x monthly rent)

Positive, verifiable rental history

No significant criminal record (consistent with local laws)
Employment stability

6. Compliance and Fair Housing

¢ All actions must comply with the Fair Housing Act and related laws.
e Screening criteria must be applied consistently to all applicants.
¢ Maintain records to demonstrate compliance if audited.

7. Review & Update

e This SOP should be reviewed annually or upon regulatory change.
¢ Updates require management approval and staff training as needed.
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