SOP: Tenant Screening and Application Processing

This SOP details the tenant screening and application processing procedures, encompassing application submission
guidelines, background and credit checks, verification of employment and rental history, interview protocols, decision-making
criteria, communication with applicants, and documentation management. The objective is to ensure a consistent, fair, and
thorough evaluation of prospective tenants to select reliable renters and minimize risks for property owners.

1. Application Submission

Provide all prospective tenants with the standardized rental application form.
Communicate required documentation (photo ID, proof of income, references, etc.).
Collect non-refundable application fee where applicable.

Ensure applications are complete before processing.
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2. Background and Credit Checks

1. Obtain applicant's written consent for background and credit checks.
2. Use approved screening services to conduct background (criminal, eviction) and credit history checks.
3. Review findings for any red flags (e.g., recent bankruptcies, outstanding debts, criminal convictions).

3. Employment and Income Verification

1. Request and review recent pay stubs, employment offer letter, or tax returns.
2. Contact employer using provided information to confirm employment status and salary.
3. Ensure applicant's income meets minimum ratio (e.g., rent should not exceed 30-40% of income).

4. Rental History Verification

1. Contact previous landlords to confirm rental history, payment record, and adherence to lease terms.
2. Record any issues such as late payments, evictions, or property damage.
3. Document feedback and keep records for compliance.

5. Interview Protocols

1. Schedule interviews as needed (on phone or in person) to clarify application details.
2. Use standardized questions to ensure fairness and compliance with Fair Housing laws.
3. Document key points from the interview for reference during decision-making.

6. Decision-Making Criteria

1. Review all collected information against pre-established approval criteria (income, credit score, references, rental
history).

2. Ensure decisions are based on objective facts and comply with all relevant laws.

3. Document reasons for approval or denial.

7. Communication with Applicants

1. Notify the applicant of the decision within a reasonable timeframe (e.g., 3-5 business days).
2. Forapproved applicants, provide next steps for lease signing and move-in.
3. For denied applicants, send written notice including, if required, information on how to obtain copies of



background/credit reports.

8. Documentation Management

1. Store all application materials, screening results, and correspondence in a secure, confidential system.
2. Retainrecords for the legally required period (e.g., 2-5 years depending on jurisdiction).
3. Ensure all personal information is handled according to local privacy and data protection regulations.

9. Compliance and Review

1. Regularly review screening processes for compliance with Fair Housing and other applicable laws.
2. Provide training to all staff involved in tenant screening and application processing.
3. Update SOP as needed in response to regulatory or best practice changes.
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