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Message to Apartment Leasing Professionals

This education program was developed by Leasing, Operations, Marketing and Training
Professionals working in the multifamily housing industry across the nation.

It was developed and revised at the request of Leasing Professionals and apartment
association members, like you, who told us what they need to successfully perform their
job responsibilities. It was also developed at the request of your managers, supervisors,
owners and employers. They asked for this program because of your importance to the
industry. They recognize you as the key to leasing, renewing and ing future and current
residents of your communities and buildings.

This is one of a series of eight courses of the National m i@ Professional
(NALP) designation program. The other courses, in additio th se, are as follows:

1. Keys to Success in Leasing
2. Telephone Presentations
3. Leasing and the Internet

4. The Leasing Interview

7. Legal Aspects
8. The Market Survey

For more information about this program or any of NAAEI's education programs, ask your
instructor, contact your local apartment association, or contact NAAEI at 703/518-6141.
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Course Objectives

At the end of this course, students will be able to:

>

v v vy

v

Effectively complete a rental application;
Apply correct procedures in verifying a rental application;

Describe the key elements in apartment home contracts;

Successfully complete a lease agreement;

|dentify tools and activities that help orient a new reside th art t community
on move-in day; and

Recognize the fair housing implications related
and policies.

8sing of rental paperwork

6
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Policies and Procedures Opening Remarks

Up to the point where the prospect accepts the Leasing Professional’s personal invitation
to join the apartment community, the emphasis has been on getting to know the prospect’s
needs, matching the community’s features to the prospect’s wants and leasing in general.

Once the prospect makes a verbal commitment to lease, the Leasing Professional adds
administration to the focus and becomes someone responsible for taking care of the many
details that must be addressed before the prospect becomes a resident.

This added role should be seamless; that is, the prospect sho# ptice any difference
in the Leasing Professional’s behavior. The conversati s ain professional
and upbeat. The Leasing Professional continues to find resident so that
the company can provide the level of service needed and

your commitment to delivering

% e for the new resident’s

elationship and rapport building
beN@QuU never get a second chance

This part of your job description is viewed by the
what was promised. The ease of this proce
expectation of service in the future. Conti
skills as the prospect transitions to resj
to make a first impression!

This program helps students |aem smoothly transition the prospect into a resident.
It deals with the apartment g
leasing procedure MoWs-i and providing new resident service and follow-up.
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Efficient Handling of Rental Policies and Procedures

It is important to recognize the change in a Leasing Professional’s responsibilities once the
prospective resident agrees to lease an apartment home. The Leasing Professional
should concentrate on administrative tasks that focus on the accurate execution of the
lease paperwork while continuing to use a professional sales posture.

Accuracy is essential because these forms become an apartment community’s permanent
legal record. It is critical to know and understand specific lease language, applicable laws,
and the apartment community’s basic rental policy. At the same time, the Leasing
Professional will continue to use the rapport already established withdhle prospect as he/

Pay Close Attention to the Rental Policy

Quialifying procedures are vitally important to th %
Specifics about the qualification criteria are ty, tatls g community’s written

2.” This statement is usually

8 R‘,! © 2013 National Apartment Association | Revigion 1213
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Rental Policies

Rental Policies must:

1.

Be with the lease documents.

An example of consistency between rental policy and lease policy:

An inconsistency:

Do not put the apartment comm

Rental policies should not put a'%@si isk. An example of a policy that may put
residents at risk: onsite m llows easy access to master keys or key box by
a large number of peoplgvhi d to an injury suffered by a resident attacked
by someone w, aine@@ac property by using one of the unaccounted for
master key

Any rental s to be problematic:

t pr
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3. Be , , and not unlawfully

Rental policies must ensure that the apartment community does not unlawfully discriminate
against a protected class such as race, color, religion, sex, handicap status, familial
status, and national origin.

Example of reasonable policy:

Example of discriminatory policy:

4. Do not lead to fraudulent

Rental policies must not trick or fra
lease. The home and feature

aff are complying with the fair housing guidelines,
ased on the protected classes and communicates the
the eligibility of an applicant. It is critical that the Leasing
part of the rental policy with every prospective and actual

which prohibit
standards used in determing
Professional revie
resident.
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Statement of Rental Policy Activity

Equal non-discrimination on the basis of housing with regard to race, color, religion, sex,
national origin, familial status or disability status (in accordance with the 1988 Fair Housing
Amendment) should be the comprehensive policy of the management company or owner.

The company and owner must comply with all applicable local, state and federal fair housing
laws. The following is a Sample Rental Policy and components specifically related to a
particular apartment community:

Example Statement of Rental Policy
P Availability - Based on availability of specific apart

P Monthly Rent Ratio - Can vary. Most experts
of gross monthly income. Allowances from pa
and/or inconsistent income such as alimg
verification.

not exceed 33 percent
arships, student subsidies
3 or tips will require written

P Fees and charges - Penalties f insuMcient Tund checks, also charges for
additional items such as storag ed parking, garages, and other amenities.

P Application - To be corgffete pplicant, adult resident or occupant without
omissions or falsifl signed.
» Credit Ch of credit history will be made. No bankruptcies?

» Residence - Current a
sufficient notice

revious residences must report prompt payment record and

» Employment - Stable employment and income verification.

P Credit Bureau - Satisfactory credit bureau rating. What about evictions? What about
medical account debt? What percentage of delinquent accounts will be allowed? This
must be consistent with all residents.

P Criminal Check - Determine where and what crimes are disqualifying. Not all companies
conduct these investigations.

© 2013 National Apartment Association | Revision 1213 L’Q‘,! 11
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» Identity Documents - Identify and confirm original photo ID documents using a
government-issued ID.

P Application Fee - Paid by applicant for verification of information.

P> Age - All lessees must be of legal age to contract.

» Roommates - Can vary. Some jurisdictions allow no more than two (2) residents per
bedroom. Each is fully responsible for the entire rental payment and both must sign the

lease.

P Occupants - The difference between an occupant an

P Vehicles - Two (2) vehicles per apartment. Cove
when applicable.

» Water Furniture/Aquariums - Permit

on the first of each month. Will there be a
fter the late date plus a daily fee thereafter

» Rental Payment - The mont
flat fee late charge penalty f
or just a flat fee? [

» Miscellaneous - B trailers, if permitted, must be parked in designated areas.
Recreational vehicles may not be parked on the property. Discuss lock-out fees.
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Completing the Application

A Leasing Professional must become proficient in helping the prospect complete the rental
application. Completing the rental application requires patience, attention to detail and accuracy.

P Patience - It will take time to complete the rental application correctly. Both the Leasing
Professional and the prospective residents may find it tedious, especially if the paperwork
follows immediately after a demonstration. Avoid the tendency to rush. Try to alleviate
tension by maintaining a friendly demeanor and make this required activity as pleasant
as possible.

P Attention to detail - The rental application reque tigll and provides
very little space in which to write this information. Ca e tgl#@n to get all the
information required and record it as legibly as possible? the applicant is
completing the form. The Leasing Professional : for the applicant so long

as it is within state and local laws for the Leagi j to assist.

» Accuracy - This information will be us
record information correctly may d
prospect living elsewhere.

Brospective resident. Failure to
in some cases, lead to the

As a tool for the Leasing Profggsi Glossary at the end of this chapter contains
some common phrases as lication is being completed. The Glossary has
been provided in ish a
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The Leasing Professional should carefully explain to the prospective resident why all of
this information is being gathered—that it is being used to qualify the prospect for this
apartment community. The Leasing Professional should explain why particular items are
requested and how the information will help the prospect move in on time. The Leasing
Professional should let the prospective resident know that they will be contacted periodically
concerning the status of the application.

Leasing Professionals must acknowledge the additional anxiety of prospective residents
who have not yet mastered English. The Leasing Professional should take extra care to
communicate clearly and slowly, with frequent explanations so that the information
needed may be accurately collected.

t any mistake
made on the application would have been made by thg@D @8 the Leasing
Professional will not be held accountable for the migs w provided by the applicant.
The Leasing Professional should review the i
responsibility for the accuracy of the infor

Brospect has ultimate

“Why So Much Informatio
Why must a Leasing Professiogl kn h item of information is necessary?

Answer:

Notes:
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Application Verification

After all the required information has been recorded on a rental application, the application
has been signed by all parties, and the appropriate monies have been collected, it is time
to begin an investigation of the applicant.

Many management companies and owners use a company specializing in this service to
conduct an investigation and verification of the application while some apartment communities
rely on Leasing Professionals to help with or actually complete the investigation.

It is helpful to know and understand the verification process. T, keeping the
ement companies
use an application verification form to ensure that the v is consistent and

detailed for all prospective residents.

Typically an Application Verification Form incl

vV v. v v v Y

Identification documentg#@nd verification.

When the application has been approved, the applicant should be notified immediately to
schedule an appointment to sign the lease agreement and accompanying paperwork.

© 2013 National Apartment Association | Revision 1213 L’Q‘,! 15
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The Leasing Professional should discuss all necessary arrangements that the resident will
have to make prior to moving.

If the application is not approved, a document indicating the reason for rejection should be
kept in a permanent file, and the applicant should be notified immediately and in writing.

Note that it is important to recognize that an may be declined or rejected,
not an

New resident keys should not be distributed until the lease agreemeglhas been signed,
the effective lease date has arrived, and the security deposit and @tcs are paid in
full. The same rule applies for furnishings. Possession of €@aapa should

coincide with the date of the lease agreement.
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Rejecting an Application

It can be unpleasant and disappointing to call an applicant and tell them their application
has been rejected. Sometimes there are mistakes made in the process, typically within
the credit check, that prevent someone who may be qualified from being cleared to move in.

The Leasing Professional cannot disclose specific information regarding the applicant’s
credit report to the applicant. The Leasing Professional should provide the credit bureau’s
telephone number and encourage the applicant to contact the credit bureau for a credit
report. The prospective resident will appreciate the concern and | end, mistakes may
be cleared up in time for the applicant to sign the lease and

The Leasing Professional should be careful to follow the eF

Act. The Act specifically requires a written notice to the

Credit Reporting
of the reporting

be denied or require an
. The notice simply

ed and how the prospect
B&sing Professional is not

ant screening completed by a

additional deposit. The notice is called an “Adve
advises that the information was negative, w
can contact the consumer reporting agen
involved in correcting any problem on

third party vendor is also covered b reenifg companies will automatically
print such a letter if an applicant is o failure of the company screening
criteria.

In 2003, the FACT edit Transaction) Act was passed. Its focus is to
stem the tide o pect is the victim of identity theft, or suspects that he
or she is a vi egister a “fraud alert” on the account or even “block”

the account. he credit report on that account cannot be used in evaluating
the prospect credit standing® he Leasing Professional must be sure that he or she is
aware of these iss nderstands the company policy regarding them.

Third party screening companies also provide criminal checks. If the application is rejected
due to criminal history, again the prospect should be referred to the screening company to
resolve the issue if an error is suspected. Generally, the Leasing Professional is not given
the details of the criminal rejection, which again, requires the prospect to deal with the
agency, not the Leasing Professional.

Improper or invalid identification can be an additional reason to reject an application. These
rejections should always be handled with the assistance or direction of the Property
Manager.

© 2013 National Apartment Association | Revision 1213 L’Q‘,! 17
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Resident Processing Checklist

Many companies use a Resident Processing Checklist. The purpose of this checklist is to
make sure that all of the steps in the process are recorded in sequence and that nothing is
omitted. Other companies allow the Leasing Professional to write directly on the application.

On the following page is a sample Resident Processing Checklist.

Notes:
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S5amnpie Hesident Processing Checldest

Resident's Name: Torwy's Dale:
Apt ¥ By # Miove-in Date:
L by

Audcional deposit for pet § Seourily deposil %
Amounl of Re-leting e % Pro-raled rend 5

A5 ench shep hehvy is complelsl, the person compleing the work should =gn ther infkals srul dale He
appoEiaie colinn blank
! L. When e prespect sgrees in pin the spariment commanidy, e ollowing mst oo

(IniEads ek} A Applrabon prepaed.
A ﬂ:ﬂmimmphhdhfmﬂmﬂs}mdsmedh]ulp-hs.m

Hﬂ&nﬂmliulgﬂ"‘hﬁlndph*llﬂ 1 on the spplicalinn.

|
{
i

! . Resdent ncked regEnling e E of appirsion. Appoiriment soes schesdulesd for

themins
! V., LeeE g properly el acrnmaiely typed
Pet Adderulum
Family Addendum
Rolodex made
Other adderuhuams and

wmmnrdganm
! Vil D.I]nfrrme—n

Al applicshie papers explaned, sipned arl infieled by resident{s) and
Fm_ > “--
Al copes of peperwrk given o residend
Mail box: tagy and emergency numbers ghen o ressdiel.
Coleded full amount of sesurnily deposil

Collerted el
! WViil. Resident callerd the day sfler mowe-in o wesily everylhing in the aparimen] was
solcharinry
I X MMensgerreviesssl complsisd e b verify Sl of e shove soes complels] mior o ling
in peinre esidenls e cabnet
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Resident Processing Checklist
Complete the information on the top part of the form:
P Resident’s name

P Today’s date

» Apartment number

Building number

Move-in date @
Name of Leasing Professional

Amount of security deposit required

Additional amount of deposit (if any) r d for

Amount of prorated rent (if any)

vV v v v v VvY

Amount of re-letting fee (if
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Note: Each of the following other categories is initialed and dated when complete.
Application:

1. Completed and signed and government-issued photo IDs are confirmed.

2. Nonrefundable processing fee collected.

3. Application deposit money/earnest money collected.

4. Resident provided with instructions for move-in day.
5. Complete “locator form” if resident came from locato
6. Application information processed and verified.
7. Verified information approved by supervis

8. Upon approval, contact prospectiv he an appointment to come to
the office to sign all paperwork.

tive resident to state the reason for denial
rds. Notify applicant in writing.

9. Upon disapproval, contact
without getting into detaj

Prepare all e docum
1. Contract, and Oller agreements
2. Name tag mad (0)'¢

3. Enter into resident database

© 2013 National Apartment Association | Revision 1213 L’Q‘,! 21
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Complete the one day prior to move-in activities:

1.

3.
4,
Complete the move in day activities:

1.

Check apartment home for move-in conditions and check all keys
Move—in inventory report typed
Welcome note/gift placed in apartment home

Ensure utilities have been changed to resident’s account

Inspect the apartment home again
All applicable papers explained, signed, and iniji#
Professional — you may wish to do this BEF
the stress on the resident(s)

Resident given their copy of pape

Collect all move-in monies

Manager reviews completed lease file for verification

22 R‘,! © 2013 National Apartment Association | Revision 1213



Rental Policies and Procedures

National Apartment Leasing Professional Participant Guide

Efficient Lease Preparation and Signing

While the Leasing Professional need not become a property management attorney, it is
essential that the Leasing Professional understand some basic contract principles needed
to be effective in the area of Lease Agreements.

The relationship between the apartment community management and the apartment resident
is fundamentally an agreement created by and embodied in a lease.

The National Apartment Association natiofal lease template that has
already been accepted for use in a e United States. The format offers a
complete and detailed descrip lationship between the resident and the owner.
The template is a valuable g and includes additional lease forms. It is
recommended th BrofaS@enal review a copy of this template.
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The Law of Contracts
Everyone is familiar with contracts such as those of professional athletes, negotiated
agreements with the automotive industry and personal contracts with banks to secure

home mortgages.

Define the term “contract”:

Four Basic Elements of a Contract

Q t to exist:

There are four basic elements that must be present fO

1.
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1. The Offer is an invitation to enter into a contract. It is a statement made with the intent
that, if accepted, creates a binding contract. An offer must be clear so that if it is
accepted, the responsibilities of each party will be clearly outlined and understandable
to both parties.

2. The Acceptance - There is usually a time period between when the prospective resident
made the offer by filling out the application and when the community accepts the offer.
The intervening time is used to perform credit and background checks.

Unless the prospective resident has agreed not to withdraw t
time period, the prospective resident may withdraw the offer
accepts the offer by signing the contract.

goffer during a specified
e until the manager

Once an offer is made, it must be accepted absolutely
before a contract is deemed to exist. An offer c
in part. If part of the offer is rejected and/or ¢

uncemeionally in its entirety
0 a ted in part and rejected
may have a counter offer.

© 2013 National Apartment Association | Revision 1213 L’Q‘,! 25
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3. Consideration means that something of value is given by one party in return for
something of value from another party. In the multifamily housing industry, consideration
consists of residents giving us money in return for us giving them the right to live in a
specific apartment home for a certain period of time under certain conditions.

Consideration goes both ways; that is, a contract is not enforceable if both parties do
not receive consideration. For example, if an owner promises to allow a resident to live
in an apartment home for one month and the resident does not promise anything in
exchange, the owner is not contractually obligated to provide the apartment and the
contract fails for lack of consideration.

Interestingly, the values of the goods and services bet ofibt have to be

nature and consequence of entering into
party must be 18 years old or older, h
influence of drugs or alcohol.

onsidered competent, the
apacity and not be under the

Once these four requirements
deemed to be enforceable.

atisfied, a contract will generally be

26 R‘,! © 2013 National Apartment Association | Revision 1213



Rental Policies and Procedures

National Apartment Leasing Professional Participant Guide

Elements of Lease Agreements

Leases involve a special combination of contract law and property law. A lease is a contract
whereby the owner of a property permits is another person (the resident) to use that
property for a period of time in return for a rental payment. The elements of a valid
lease are the same as the elements of a valid contract:

1. The offer is made when the application is complete;

2. The parties to a lease reach agreement on the major terms o lease;

3. There is consideration given; and

t.

4. The parties are competent and have the capacity to co

Statute of Frauds

The “statute of frauds” usually requires th
be in writing. This means the major ter,

ore than a period of one year
be written down and signed by

4. How often the rent is to
5. The term of the lease.

If a provision in the lease has been left blank and a dispute arises over that provision, it
will generally be construed against the owner in favor of the resident. This is because the
owner has prepared the lease. The “obligations of the apartment owner” generally require
the premises be maintained in a habitable condition. The “obligations of the resident” are
to pay rent and return the premises to the owner in the same condition as received,
reasonable wear and tear excepted.
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There are three types of length or duration of leases:

1. in which the parties agree to the exact duration of the lease.

2. in which the initial term agreed upon is a short period of time, such as
one month. It is agreed by the parties that, if neither party terminates within that month,
the lease will automatically be renewed for another month.

3. in which the parties agree that either side may terminate at any time,
given reasonable notice of termination to the other party. This is gigilar to a month to
month holdover but lacks a specified time period.

Also, the law recognizes permitted holdovers or extensions
identical terms of the expired lease with the exception of a de

Lease Termination

of the lease. In the
ot terminate a lease prior
early’termination provision that
allows for an accord and satisfaction a mitting lease termination prior to
expiration. Typically a lease doc the required notification procedures for the
termination of a lease.

A lease is terminated by either party at the e
absence of a breach or breaking of the le
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Avoiding Potential Lease Problems

P The lease should insist that all “residents” be identified and their ages given. This will
prevent a later dispute about who is a resident and who is a guest. A single blank line
for resident names may not be ample room for additional individuals’ names and dates
of birth.

P> The lease form is a good place to describe the delivery to the resident of keys, gate
openers, and access cards.

the property is a secure community or that the resid
damage.

P Leases will identify the required method by
Leases frequently require that notices fro
be delivered by certified mail. Notices f
either by certificate of mailing or ceuifi

) the owner be in writing and
e resident should be delivered

the residen

P Leases sh sence of smoke detection devices and require the resident
to acknowledge in writip@that at the time of initial occupancy, they were tested and
worked properlys ident should also acknowledge that the operation was
explained and the resident is required to test the smoke detector at least once a week
and to advise the owner in writing of any malfunction.

P Leases should explain to residents why frequent routine inspections are in everyone’s
best interest. Residents may not see every little problem and even if they notice
something, they may not report it.
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Rental Lease Agreement Categories
Following are common lease terms and data:
- Premises of Apartment Property - legal description of the property
- Date of Occupancy - the date the prospect will be given the keys and move in

- Full Legal Names of Lessee(s) - all residents responsible for the rent

- Names of Occupants Allowed and Relationship to Lesse
whether responsible for the rent or not

ccupants

- Address, Unit Number of Premises - street address an number

- Description of Premises, Vehicles and Parki
coming onsite, parking rules

apartment, style, vehicles

- Term of the Lease - length of the le pmatic renewal

- Monthly Rental Amount - paym ate due, acceptable methods of
payment, address for payme

- Utilities and Se and what notices of service are required

- Monies Re
pets, other ch

g - Security Deposit, first month's rent/pro-rated,
ayments/related charges

- Lessee Inspecti ff - generally a separate form for a move-in inspection

- Rental Application - included as part of the lease package, completed in full and checked

- Rules and Regulations - generally referenced in the lease and presented as part of
the lease terms, may be a separate document

- Signatures - all residents must sign

- Suggested Renters Insurance - some companies as well as jurisdictions now
require proof of renters insurance
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The Move-in Process

List some tools that can be used to assist the new resident in becoming comfortable with
and oriented to the apartment community:

Moving day is usually one of the most hectic, sti@s s im a person’s life. The new
resident may be frustrated if things do not g ; ed and will definitely be
exhausted by the end of the day. The Lea @ can help soothe this transition
by being prepared to help, using tools v resident to the community

The Leasing Profegsi new resident with a personalized Welcome
Letter. The ap Id develop a warm, personalized letter of Welcome

and place it i e new apartment home. The letter should offer to
provide help t nt in getting acclimated to the new apartment home and
community.

A sample Welcome Letter is included on the next page.
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Sample Welcome Letter

When you write your welcome note be sure to:
- Put it on note card stock
- Hand write it

- Check for spelling and grammatical errors

Dear (name of resident):

Welcome to your new home! | know move-in day can be h&ghi just JAnted you to
know how happy we are to have you live here at (name of pro

@ e personally if | can

Thank you for the privilege of working with you and
further assist you.

See you soon!

(your name and signature)

32 R‘,! © 2013 National Apartment Association | Revision 1213



Rental Policies and Procedures

National Apartment Leasing Professional Participant Guide

Move-in Packet

The Move-in Packet is a practical and important resident orientation tool. The Leasing
Professional uses a file folder, manila envelope or other specifically designed brochure to
compile relevant information about the community and surrounding area. The contents
should include:

Resident Handbook
The Leasing Professional distribute nt HafidbooK™ with community policies and
procedures. The new resident will

are necessary, and what acti ' ken if the policies are not followed.

Typical communit
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Resident Relations
Be Available on Move-in Day

Smart Leasing Professionals realize that their future relationship with the new resident will
be greatly influenced by what happens on move-in day. After the rent has been paid, the
keys issued, and the Move-in Packet given to the resident, the Leasing Professional
should accompany the resident to their new apartment home to answer any questions,
demonstrate appliances, locate the fuse box and breaker main switches and locate and
demonstrate water cut-off valves.

The resident should feel comfortable contacting the Least
during the move in for assistance.

Prof af@ny time

List some ways in which a Leasing Professional can g te d customer service
and enhance resident retention beginning with the reg eeK at their new apartment
home:

Research shows that idents will stay in the apartment community longer than
unhappy residents, thus reducing the turnover ratio.

Good communication is the key in establishing good resident relations.
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Reduced Turnover =

Maintain resident relationships on a professional level. Avoid discussing personal relationships
with residents.

List some ways to maintain an ongoing resident relations program:

Market Trust — Activity

Work with your group and describe ou can do in your role as a Leasing
Professional to build market t i nt relations.
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Fair Housing Implications

List some ways in which a Leasing Professional can remain in compliance with the Fair
Housing laws while completing the lease process and accompanying policies:

\9

List the two “Golden Rules” of Fair Housing:
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The following tips will help keep Leasing Professionals free of discriminatory actions:
- In dealing with prospective residents, applicants, and all residents, the Leasing
Professional must provide equal service and demonstrate consistent adherence to all
local, state and federal Fair Housing laws.

- Using the same defined process with every prospect is ideal but need not be robotic.

- Every effort should be made to handle all documents with professional consistency.

- Services provided to one resident on move
on move-in day.

- Assisting one prospective residen
the Leasing Professional must a
problems.

Note: For more informati the Legal Aspects portion of the NALP

program.

Pl
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Summary

As a result of this NALP Program you are now able to:

1. Effectively complete a rental application;

2. Apply correct procedures in verifying a rental application;

3. Describe the key elements in apartment home contracts;

4. Successfully complete a lease agreement;

5. ldentify tools and activities that help orient a new reside th art t community
on move-in day; and

6. Recognize the fair housing implications related #
and policies.

88sing of rental paperwork

Examination

The NALP exam is comprehensive an i line. The NALP Exam is 100 questions
and timed for 1 hour and 30 min icipants must enroll in the designation
program to be eligible to sit forfife e roll in the NALP course, go to the NAA
Web site at:

You will need an Eligibility Cogé#n order to sit for the exam. Eligibility Codes are unique to
each participant and a y to unlocking the exam. Your Eligibility Code will be given
to you by your instructor or Sponsoring Organization.

The passing point for the comprehensive exam is 70 or above.

You must work individually on the exam. No books are allowed to be used as a reference.

For more detailed information on the exam and to download the Candidate Handbook and
Instructor Guides, please visit the NAA Web site:

www.naahq.org/education/designationprograms/Pages/OnlineExams
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Glossary

The following list of Spanish-English phrases is offered to assist the Leasing Professional
when working with non-English speaking customers. Policies my vary with the management

company.
English Spanish
Occupation Occupacion

Number of Children — Names - Ages

Names or others that live in the apartment

Animals and description (only one animal
per apartment)

Animals weighing more than 25 Ibs,
prohibited

number
Position and Supervisor’s

Gross monthly income — length of
employment

Former employment — position — length of
employment

Other means of income

s) Edad(es)

iven en el

5 libras
Historia de Empleo

Aspirante Nombre de patrono direccion
teléfono

Posicion Nombre de superintendente

Ingreso bruto mensual - Duracién de
empleo

Empleo Anterior - Posicion - Duracion de
empleo

Otros bienes de fortuna
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English

Spanish

Bank Accounts

Savings account number — bank — bank
branch

Checking account number — bank — bank
branch

Cars/Other Vehicles
Account number — Financed By — Vehicle 1
Account number — Financed By — Vehicle 2

Driver's license number — Make — Model —
Registered to (Vehicle 1)

Driver's license number — Make — Mo
Registered to (Vehicle 2)

If you have a motorc
boat that you inte
identify them by i
and numbers.

Local credit reference — address — account
number

Personal reference — address — telephone
number

Comptes en Banque

Numero de compte d’epargne - Banque -
Agence de Banque

Numero de compte de cheque - Banque -
Agence de Banque

Autos/A

1. Numero de ncie par

pmple Financie par

permis de condure Marque
iculee A

umero de permis de conduire Marque
Modele Immatriculee A

Si vous aves une moto, une roulotte de
camping, un batea, etc., que vous
comptez garder id, s’il vous plait, identi-
fiezles en donnant du renseignement et
les numeros.

Reference locale de credit Addresse
Numero de compte

Reference personnelle Addresse Numero
de telephone

40 &
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