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Tenant Gives
Notice To Vacate
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Tenant should give you minimum 30 days 
notice.  If timeline is tighter follow the same 
steps in the system.  Do not skip any steps.

Review “Red” Folder 
(tenant information)

- review lease (for specific details of your agreement)
- review move-in inspection form
- review pictures 
- review ALL Correspondence

Make Appointment 
and View Property

- copy of lease 
- Use- Accommodation Inspection Report Form  
- Use- Tenant Move Out Clean-up Checklist Form
- Use- Tenant Utilities Info Release Form 

Assess Property 
Condition

Complete Tenant 
Exit Questionnaire 

- take photos
- make notes of obvious deficiencies

Complete exit interview with tenant to determine the 
following (if equity building tenants):
- information about the property
- referrals for next tenants
- their next steps
- can you solve their issue?
- move to another one of your places?
- referral to another REIN™ member

Provide Tenant With 
Move- Out Forms

- view immediately
- provide proper notice to view property.
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Rent Ready? Renovation Work 
Required

Line Up Team

Pre-Book 
Appointments

Send rent ready checklist to 
Property Maintenance team
- Renovation team
- Cleaning team

Rental Comparables 
Worksheet

Complete rental research
- Offline (newspapers)
- Online rental sites
- Google Searches
- Use- Rental Comparables Worksheet Form

Marketing System

Call Tenants and pre-book times for 
potential showings or preliminary 
renovations
- Use- Notice to Enter Premise Form

Rent Ready 
Checklist

If “Cleaning Only” 
Required 

(try cleaning agreement)

REIN™ Solid Oak 
Marketing
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Follow Renovation 
Secrets system

- Use- Renovation Rent Ready Checklist Form

- Use - Cleaning Agreement Form
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Marketing 3 P’s
Reminder

Product PromotionPrice

- Quality of unit vs. Comparables
- Market Niche (ie pets, furnished, etc.)
- Unique Selling Proposition

- Premium/ Over Market?
- Discount?
- Rebates?

- Advertising?
- Promotion?
- Publicity?

Media Sources

Online Offline

Message
(Ad Development)

- gottarent
- homerent
- rentfaster
- kijiji
- craigslist
- facebook
- rentboard
- myREINspace
- ________________
- ________________

- newspaper
- rental Magazines
- referrals
- current tenants
- other tenants
- Use- Referral form

Property & Area

- signs in window and lawn
- directional signs
- flyers
- signs in local shops
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Unique Selling 
Proposition (USP) Ad CopyHeadline(s)

What sets your property apart 
from the competition?

Strong attention 
grabbing headlines

Benefits laden 
marketing copy 

Generate Leads

Phone Email/ Website

Filter System

Let Voice-mail or live 
answering service filter 
out many of the 
prospects.

Have auto-responder 
emails help filter out 
people, or guide them 
to specific websites

Critical Tenant 
Questions
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- Use- Critical Tenant Interview Questions Form 
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Prospects Suspects

Eliminate quickly

Process Application

Spend your time with this group

Previous Landlord 
Check Employment Check

Book Appointment 
to View

Pre- Application
- in person
- online
- fax
- Use - Application For Rental Accommodation Form
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Meet Tenant at 
Property

Unconditional 
Acceptance

Collect 
Full Deposits

Prospective tenant 
must phone in advance 
to confirm appointment

YES NO

Back to 
Filter

Conditional 
Acceptance

Credit Check - Tenant Verification Services
- Rent-Check Corp

Receive 
Signed Lease

- Continue marketing property, following the 
system above, until tenant moves in
Optional
- Use- Instant Rental Approval Form
- Use- Deposit Against Rent Receipt Form

- Certified funds or cash
- Provide receipt
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Photos

Review Property 
Manual with Tenant

Celebrate

Welcome Basket

Set the ground rules for effective tenancies
- Use Tenant Policy Handout form
Provide copies of:
- lease
- tenant move-out clean-up checklist
- any other agreements
- put in binder/ manual

Small welcome basket to start your 
relationship off on the right foot.

Tenant Moves In

- all rooms
- bathroom area
- main traffic areas
- appliances/ walls/ cabinets/ flooring
- have tenant in a few photos
- photo ‘date stamp’ on

Move-in Inspection 
Checklist

- Use- Accommodation Inspection Report Form  
- make copies of completed forms for tenants.  
- start new RED file folder
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