MAKE READY MOVE OUT LEASED MOVE IN VACANCY
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LEASING CYCLE CHECKLIST

WITHOUT RENTLY

Post property on internet listing sites
Answer phone calls and emails from renters requesting tours
Coordinate showings

Conduct tours

Follow up with prospects post tour and send applications

Process applications and run credit/background checks

Send and receive signed lease agreement
Collect security deposit and first month's rent
Conduct move in inspection

Hand over keys

Conduct routine maintenance inspections

Coordinate maintenance work orders

Notify residents of intent to enter before work
orders are conducted

Receive adequate notice of intent to vacate

Confirm move out date

Conduct move out inspection

Collect keys

Rekey property

Coordinate make-ready projects

Process applications and run credit/background checks

Send and receive signed lease agreement

Collect security deposit and first month's rent

Conduct move in inspection
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Conduct routine maintenance inspections
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|:| Receive adequate notice of intent to vacate
|:| Confirm move out date

|:| Conduct move out inspection
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