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 APPLICATION ACCEPTANCE POLICY: 
 
WHEN FILLING OUT THE APPLICATION: 
● All information must be complete and signed by each applicant. 
● The non-refundable application fee is $30.00 per person. Processing will not begin until the application fee 
is received.  
● Picture I.D. is required with the application (Driver’s License, etc., with signature). 
 
● WE DO NOT ACCEPT A PORTABLE RE-USABLE SCREENING REPORT 
 
APPLICATION ACCEPTANCE POLICY: 
 
1. INCOME REQUIREMENTS: 
A) Applicants must have an income that equals or exceeds 3 – 3 ½ times the amount of rent, or as determined 
by the owner’s criteria. Debt balances will also be a factor. 
B) Income must be obtained from a permanent position or reliable and verifiable guaranteed source. 
C) Income must be considered legal by Federal, State and Local laws. 
D) Self-employed individuals must submit last 2 years Federal income tax returns, complete with all schedules 
signed by you and filed with the IRS. 
 
2. EMPLOYMENT REQUIREMENTS: 
A) Employer must have a licensed business or file income tax with government agencies. 
B) Employment must be verifiable for a one year period. Income must be verifiable through employer contract, 
current paycheck stubs, or tax records. Employment through school doctorate studies, Federal, military, State 
grants, and interns will be considered. 
 
3. IDENTIFICATION: 
A) Applicant(s) must provide unmistakable identification. A driver’s license or other picture I.D. is required. 
B) Social Security number must be provided; Social Security cards may be requested. 
 
4. PUBLIC RECORDS: 
A) Management agrees to limit screening of criminal conviction history to serious offenses against person(s) 
and /or property.  Crimes listed below that were released or terminated from probation less than 7 years from 
the date of this application may result in denial of application.  
 
Murder Manslaughter 
Assault Robbery 
Rape Child Molestation 
Rape of a child Kidnaping 
Theft Identity Theft 
Prostitution Burglary 
Malicious Mischief Arson 
Reckless Burning Delivery of a controlled substance 
Possession of a controlled substance Manufacturing a controlled substance 
Lewd Conduct Solicitation of a Minor for Immoral purpose 
Registration Requirement under Federal or State Sex Offender Registration Act 
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B) In matters relating to criminal conviction history, circumstances and mitigating facts that may be considered 
include: 
Nature and severity of past conduct; age of individual at time of conduct; evidence of good tenant history before 
or after conviction or conduct; evidence of rehabilitation and treatment efforts; restitution of damages if any; 
nature of severity of offenses(s); number of similar past offenses or lack thereof; and impact of housing decision 
on other non-offending household members. 
C) Applicant(s) with an arrest and pending criminal case will be evaluated based upon the facts of the 
underlying case to determine if conduct justifies exclusion as a threat to others or property.  If the applicant has 
a criminal case pending, for any crime set forth on the Standard Criminal Addendum, the application will be put 
on hold until the case has been finalized.  The applicant(s) are not allowed to be approved to move in to a 
leasehold unit the criminal case is finalized and /or determined.  Provided, management may limit application of 
this policy to conduct that would justify exclusion due to threat posed to person or Property. 
 
 
5. RENTAL INFORMATION: 
A) Current and previous verifiable landlord references covering 2 years of rental history shall be listed on the 
rental application together with the telephone numbers and contacts. 
B) Applicant shall provide current and previous reliable rental history, mortgage history, private contracts, or 
school dormitory reference. 
C) Derogatory rental history may result in denial. 
 
6. APPLICANT, SPOUSE / PARTNER INFORMATION: 
A) All landlord, rental, employment and additional information requested on the rental application must be 
completed.  
B) Inability to produce or refusal to produce information will result in denial. 
C) False information will result in denial. 
D) Picture I.D. with signature is required. 
 
 
7. ROOMMATES:   
We do not accept roommate situations of 3 or more unrelated people.   
  
If two unrelated people are applying for a property as roommates, we will qualify both individuals choosing the 
strongest applicant.   The strongest applicant would be our Tenant/Lessee and the other person would not be our 
Tenant but would instead be an allowed occupant by our Tenant/Lessee.   The person that is our Tenant/Lessee 
must be able to stand on their own under our qualifying guidelines with no reliance on anticipated financial 
contribution by the additional allowed occupant.   The person that is our Tenant/Lessee is 100% responsible 
under the terms of the lease and this is their home.  If things don’t work out between the Tenant and their 
allowed occupant, it is up the Tenant to severe ties with their allowed occupant.  

8. CREDIT REQUIREMENTS*: 
A) A credit report will be run. You must have a minimum credit score of 650.  Current and previous credit will 
be evaluated. You must authorize a credit & criminal report. 
B) Any recorded unlawful detainer action, unpaid collection, unpaid rental judgments, or negative rental trade 
accounts on the credit bureau report may result in denial. 
C) Any past negative credit accounts on the credit bureau report will be reviewed and evaluated and taken into 
consideration with the applicant’s current economic situation. 
D) Any open bankruptcy will result in denial. 
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* If a consumer report is used, the name and address of the consumer reporting agency and the prospective 
tenant's rights to obtain a free copy of the consumer report in the event of denial or other adverse action and to 
dispute the accuracy of the information appearing in the consumer report. 
 
9. CO-SIGNERS OR GUARANTORS: 
A) We do not accept co-signers or guarantors.  
 
10. INABILITY TO MEET ANY OF THE ABOVE CRITERIA MAY RESULT IN THE FOLLOWING: 
A) Denial of application for tenancy. 
B) Approval of application with the last month rent paid in advance, increased security deposit, or all of the 
above stipulations. 
 
 
WHAT’S NEXT? NOW THAT YOU HAVE SUBMITTED YOUR APPLICATION… 
The screening process will take anywhere from one to three business days depending upon: 
● The completeness of information provided on the application 
● Response time of the references 
● Documentation you may be asked to provide. 
Once the screening process is complete, all the information provided will be evaluated. At that time a decision 
will be made based on the application Acceptance Policy, provided herein. 
 
 
AFTER ACCEPTANCE: 

1. A LEASE will be drafted and arrangements made for immediate SIGNING of the Lease Agreement. 
All persons named on the lease should be present for the signing unless special arrangements are made. 
The deposit will be paid at this time. Please make sure that payments are in the form of a CASHIER’S 
CHECK or MONEY ORDER payable to R.H. Cooke & Associates, Inc.  THIS OFFICE DOES NOT 
ACCEPT CASH.  When the lease has been signed by all parties, and the deposit is received, you will 
receive a tenant’s copy of the lease. 

2. It is important that you do not delay signing the lease as the property will continue to be offered for 
lease to others until such time as a lease is signed.   

3. You will be responsible for contacting the appropriate utility companies for service, to commence on 
the beginning date of the Lease/Rental Agreement. 

4. An appointment will be set for the MOVE-IN INSPECTION of the property, and the balance of the 
Move-In funds must be paid at this time, as previously outlined. 

5. You will be given during normal business hours (week-days from 8:30 a.m. to 5:30 p.m.) the keys, 
garage-door openers (if applicable), etc. at Move-In. 
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