
RENTAL 
GUIDE



REPRESENTING 
THE TENANT

Documents Needed: 

-Right to Represent Tenant

-Lead Packet

-Rental Application

-Credit/Background Check

-Completed lease

-Invoice for Landlord Agent/Landlord

-CDR



STEP-BY-STEP

-SET UP A CALL OR IN-PERSON MEETING WITH POTENTIAL RENTER(TENANT)
-DISCUSS BUDGET AND PROPERTY NEEDS/REQUIREMENTS
-SET UP CLIENT IN ZIP FORMS
-CREATE AND SIGN RIGHT TO REPRESENT TENANT
-RUN CREDIT AND BACKGROUND CHECK BY USING

*TENANT TRACKS
*EXPERIAN

-SET UP AND SAVE SEARCH IN MLS FOR AUTO EMAILS TO TENANT
-BASED ON FEEDBACK AND NEEDS, SCHEDULE SHOWINGS FOR TENANT

*THIS MAY REQUIRE YOU TO CONTACT LANDLORD DIRECTLY WHEN LOOKING OUTSIDE MLS
-SUBMIT COMPLETED APPLICATION AND REQUIRED DOCUMENTS TO AGENT/LANDLORD
-COMPLETE PROVIDED LEASE FROM AGENT/LANDLORD ALONG WITH DEPOSIT



REPRESENTING 
THE LANDLORD



DOCUMENTS NEEDED:

- Right to Represent Landlord

- Lead Disclosure – If required based on age of building

- Agreed upon lease preferred by landlord

- Completed, accepted tenant application

- Credit/background check for accepted tenant application

- Commission invoice for landlord

- W-9 / Invoice from tenant brokerage

- CDR



STEP-BY-STEP

-SCHEDULE LISTING PRESENTATION TIME WITH LANDLORD

-MUTUALLY AGREE UPON COMMISSION AND SIGN RIGHT TO REPRESENT LANDLORD

-COMPLETE LEAD DISCLOSURE, IF REQUIRED

-SCHEDULE OR TAKE PHOTOS OF PROPERTY WITH PERMISSION

-ENTER CONTRACTS AND LANDLORD INFORMATION INTO ZIP FORMS

-ENTER PROPERTY AND SPECS INTO MLS TO CREATE AN ACTIVE LISTING

-PRESENT COMPLETED APPLICATIONS, CREDIT/BACKGROUND CHECK RESULTS TO LANDLORD FOR FINAL TENANT 
DECISION

-SEND LEASE TO BE COMPLETED TO TENANT AGENT/TENANT

-REQUEST DEPOSIT WITH COMPLETED LEASE TO LANDLORD

-SUBMIT INVOICE TO LANDLORD FOR COMMISSION PAYMENT

-COMPLETE CDR

-OBTAIN OTHER AGENTS BROKERAGE W-9 AND INVOICE FOR PAYMENT, IF REQUIRED



EXCLUSIVE RIGHT TO 
REPRESENT TENANT



EXCLUSIVE RIGHT TO 
REPRESENT TENANT



EXCLUSIVE RIGHT TO 
REPRESENT TENANT



RENTAL APPLICATION



EXCLUSIVE RIGHT TO LEASE LISTING CONTRACT



EXCLUSIVE RIGHT TO LEASE LISTING CONTRACT



LEAD DISCLOSURE

    



COMMISSION INVOICE                                           CDR(COMMISSION DEPOSIT RECORD)



INTERNET LINKS

LEAD IN YOUR HOME PAMPHLET: LEAD-IN-YOUR-HOME-PORTRAIT-COLOR.PDF

TENANT TRACKS: TENANTTRACKS: THE BEST TENANT SCREENING SERVICE IN NEW ENGLAND.

EXPERIAN: EXPERIAN US - PROD - SIGN IN

file:///C:/Users/Right%20Choice/Desktop/lead-in-your-home-portrait-color.pdf
https://tenanttracks.com/
https://sso.secure.experian.com/
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