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Outline – Entry Process

Preparing the Property
Setting Rents, Fees and Security Deposits
Advertising/Marketing
Showing the Rental Unit
Goal of Applicant Screening
Preparing for Applicants
• Creating and Posting Rental Criteria
• Creating and Posting Rental Expense Disclosure
Using First Qualified Applicant Rule
5 Finger Background Checks
Riskiest Types of Credit History
Riskiest Types of Criminal History
Income and Employment Verification
Previous Landlord Verifications
Denying Applicants
Preparing a renter to sign and comply with your lease
Begin your lease renewal now (create a plan) 



Preparing your 
property
Cleanliness

Maintenance Issues

Curb Appeal

Photos/staging

Lighting
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Setting Rents, Fees and Security Deposits

RENTS AND FEES

Utah has a rent and fee control prohibition statute

Set based on the market

Set fees based on the market (discuss sources of data)

Fee Discussion



Setting Rents, Fee and Security Deposits

DEPOSITS

Purpose of a Security Deposit

Consider tiered deposits based on risk

No such thing as a non-refundable deposit – call this lease initiation fee

Don’t restrict deposits (should be able to use for multiple purposes)



Setting Deposits
• There is no limit on the amount of a security deposit in Utah

• While renter’s advocates claim that high deposits are barriers 
to entry, it is wise to charge as much as the market allows due 
to how quickly damages add up and to provide an incentive to 
renters to comply with contracts and take good care of the 
rental.

• Never restrict any portion of the deposit by calling it “last 
month’s rent” or “pet deposit”. All deposits should be 
classified as “security deposit” so if there are additional 
amounts required call it “additional security deposit” and 
make sure tenant understands that $ can be used for any 
legitimate purpose.
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Advertising and Marketing

• Signs in the yard target people who frequent the 
neighborhood and are already comfortable there

• Resident/Neighborhood Referrals 

• Online adverting
• Photos are key

• Descriptions important

• Attach rental criteria and expense disclosure as photos 

• Know your competition



Showing the 
Rental Unit



Goals of Applicant Screening 

A good screening process can save thousands of dollars in 
damages, legal costs, lost rent, etc. After all, there is no better 
indicator of future performance than past performance. Don’t 
use your gut instinct or cross your fingers that everything will 
be ok. Mistakes are too costly. Use the “First Qualified 
Applicant Rule” - By taking one applicant at a time, and 
comparing  them to pre-set “rental criteria”. Never look for a 
“best match” or compare applicants to each other.



Preparing for Applicants- Rental Criteria



Preparing for Applicants- Rental Criteria



Preparing for Applicants - Expense Disclosure



Preparing for Applicants - Expense Disclosure



Goals of Applicant Screening 

Goals of Applicant Screening
The purpose of applicant screening is to determine if an 
applicant is a reasonable risk. The five things housing 
providers should look for are renters who will:

1. Pay on time
2. Not commit crime
3. Not bother the neighbors
4. Not damage the property
5. Honor the lease agreement



First Qualified Applicant Rule

Applicant 1

Applicant 2

Applicant 3



Five Finger Background Checks

Conducting Background Checks
The RHA recommends every housing provider do what we call a “Five 
Finger” background check on all applicants. The five fingers are:

1. Credit history
2. Criminal history
3. Financial history (income, employment and overall financial 
stability)
4. Current housing provider references
5. Previous housing provider references

A broad check of multiple areas reduces risk



Riskiest Types of Criminal History

The four riskiest types of criminal behavior are 
1. violent crimes, 
2. drug crimes (use, possession or distribution), 
3. property crimes, and 
4. sex crimes. 

Individuals who have committed one of those crimes in the last 
few years are highly likely to do it again. So, it is not 
uncommon for housing providers to require some time to have 
passed since conviction before they will rent to an individual 
with certain criminal history.



Riskiest Types of Credit

• Bankruptcies

• Judgments and collection accounts

• Evictions, foreclosures, and repossessions (shows a history of using 
things without paying)

• Utility collection accounts (shows they can’t get the utilities in their 
name)

• Late payments on consumer debt

• Large number of missed payments



Income and Employment Verification

Income and Employment Verification
It is important to make sure that applicants have sufficient income and 
payment history to meet their contractual obligations. Doing financial checks 
that include verifying income, assessing whether someone has enough 
income, and assuring the income is regular and consistent is a key part of 
doing a successful background check.
Common methods of conducting employment and financial checks include:
• Calling employers to verify how much they make and how long they have 
been employed
• Reviewing paystubs, tax returns, CPA prepared financial statements, and 
bank statements
Services like Intellirent can also help verify income and employment



Previous Landlord References

When doing a rental history verification, you should ask “objective” 
questions that involve a yes or no answer, like: 

• Did they pay their rent on time? 
• Did they have any animals? 
• Did they violate any of your lease provisions or house rules? 
• How many occupants did they have? 
• Did they give proper notice? 
• Did they leave on time? 
• Did they owe you any money when they left? 
• Were there any complaints or police incidents? 

Ask factual questions, not opinion questions!



Denying Applicants

Consider asking for higher deposits or a co-signer on applicants that 
don’t fit in the box

Use some type of denial letter

If credit, use adverse action letter approved by FCRA

If other, consider using RHA form

Return any deposits paid immediately



Denying Applicants



Denying Applicants



Preparing a Renter to Sign the Lease 

•What to do When You Approve Applicants
•Have applicants sign a rental agreement as soon as possible! Within 24-48 hours is the policy of most 
professionals. This prevents applicants from changing their mind after you start turning others away. Even if 
they don’t move in for several weeks, having a rental agreement in place will protect you from potential 
financial losses, and protects them from you changing your mind, too. It’s a win-win situation. 
•



Preparing a Renter to Sign the Lease 

Signing rental agreements early allows you to prepare the unit for any 
special requests an applicant might have and enables you to go over the 
rules, expectations and obligations under the contract. Housing 
providers should give renters a list of things they must provide on move 
in day before you give them the keys, including:
• 1. First month’s rent

• 2. Account numbers for all utilities required to be in the renter’s name

• 3. Proof of renter’s insurance with you listed as an “additional 

insured” or “party of interest



Before You Sign 
a Lease

• DO NOT give keys or 
possession before 
payment

• Non-Refundable 
Deposits MUST be in 
writing – call these 
“Fees”

• Consider certified 
funds for payment 
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Begin the Lease Renewal/Retention Process Now

Think about what your want the renter to do when lease is up

Consider what rent increase you will want in a year 

Prepare renter to sign a lease renewal 



Questions!?
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