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GETTING STARTED

Congratulations on your purchase of the Simply Essential Landlord’s Kit.
Like thousands of others, you have taken the first step toward managing
your property more effectively.

While no program can guarantee success, this kit should help make
things go a little more smoothly for you, reducing the number of headaches
often associated with property management. You probably will not need to
use all of the forms and checklists in the Simply Essential Landlord’s Kit,
since every rental situation is a little different. Experiment with the various
forms and checklists, making changes if desired, until you have the right set
of forms and checklists for your rental needs.

Here are some tips to help you use the Simply Essential Landlord’s Kit:

• Some of the forms in this kit require you or your agent (manager, 
superintendent, caretaker, or somebody signing on your behalf) to
circle or check the appropriate word or phrase. Read each form
carefully, circle or check all items that apply to your situation, and
ensure that each form has been properly completed.

• Signatures are always very important. Documents should never be left
unsigned.

1
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2 Simply essential landlord’s kit

• You will need to provide receipts for rent and deposits received. The
simplest method is to purchase a receipt book at a local store. Land-
lords with many rental units may prefer pre-inked stamps, custom
printed receipt books, computer bookkeeping software, or other
means to avoid manually filling out receipts every month.

• If you do not own a copier (photocopy machine, computer multitask
printer, or any other device that copies documents) then you should
familiarize yourself with a local library or copy store. Self-serve
copying is often cheaper and quicker than paying for someone to do
your copying.

• When making changes to an A-Series form (e.g., adding or omitting
conditions in a Rental Agreement prior to signing it), all parties
signing the form should also initial the changes.

• If you make changes to a blank form, use white-out to make changes
before you make multiple copies of the blank form; or better yet,
make changes to the MS Word version of the form on the CD-ROM,
then print your customized version of the form.

• When using the MS Word version of the forms, you may wish to print
out forms double-sided (Rental Application on one side, Rental
Agreement on the other side) to save paper. Or you can photocopy
the forms double-sided.

• It is important to make a copy of some completed forms (e.g.,
Rental Agreement, Damage Inspection, Termination of Tenancy).
Keep the original for your records and give the tenant the copy.
When in doubt, copy it.

Handy Tips for Any Landlord
• Get a copy of your local Landlord/Tenant Act (or its equivalent); read

it and understand it. It contains information pertaining to landlord
and tenant obligations, and should be well understood by all land-
lords and tenants. You may be able to obtain a simplified version of
your local act, which may be easier to understand for most land-
lords and tenants. Check online or at a public library. In some ju-
risdictions you are required to display a copy of the Act in a common
area of an apartment building for all tenants to read.

• Depending on the size of your business, you may need a filing cabi-
net (or portable file storage unit) and some file folders. Organize a
filing system that works best for your situation. Start with creating
files for — 

• each rental unit,

• each rental application,
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Getting started   3

• blank forms,

• checklists, and

• past tenants.

• Never assume that common sense will prevail, as common sense
for you may not be common sense for somebody else. People some-
times require things to be spelled out. Being direct may help to
eliminate the guesswork involved in managing your property, and
may reduce problems down the road. In many cases, an informed
tenant makes a better tenant.

• It is a good idea to join a credit-reporting agency in your area. The
small price you pay for receiving credit information about a prospec-
tive tenant may save you problems in the future.

• Always call the references provided by a prospective tenant or em-
ployee as soon as possible after the application is received. Many
people list only the personal, employment, and credit references
they are certain will provide outstanding referrals; however, you
may be surprised if you call. Your gut feeling, combined with the in-
formation gathered from these references and the application
form, are all that you have to go on.

• Employing or renting to friends or family (yours or your agent’s) can
get a bit complicated. Separating business from other matters can
be difficult for some and may lead to unexpected problems or to
hurt feelings, although some have few problems in this area. Much
depends on you and your friend or family member. Ask yourself, “In
a worst-case scenario, could I evict my friend or family member and
retain a healthy relationship with him or her? Would he or she feel
the same?” Do it if you want to, but beware that it can get tricky.

• Always remember that you have a business to run and bills to pay. If
you are too nice, tenants may take advantage of you. If you are too
harsh, you may lose tenants.

Creating a Rental Advertisement
Creating a rental advertisement is a very important undertaking. Poorly
constructed advertisements may get little response, making the job of rent-
ing a unit all the more difficult. Your advertisement needs to answer as
many questions as possible, without being too long and boring, to let you
zero in on people who are looking for what you are offering. You want a
prospective tenant to circle your advertisement when they see it (or better
yet, call you right away), not pass you by to see what the next landlord has
to offer. The more prospective tenants who see your advertisement, the
better your chances of renting your unit to your ideal tenant.
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4 Simply essential landlord’s kit

Unless your advertising budget is unlimited, you will have to convey a
lot of information with as few words as possible. You should keep in mind
the following details when you are creating your advertisement:

• Price: Some landlords do not list the price of the unit in the adver-
tisement at all, though you are strongly advised to do so. If you do
not include the price, prospective tenants will likely go on to read
the rest of the “for rent” advertisements, ignoring yours.

• Type of unit for rent: Most prospective tenants know what size of ac-
commodation they are looking for. If you tell them in your adver-
tisement what size of rental unit you have available, you’ll avoid
calls from people looking for a three-bedroom house when you are
trying to rent a one-bedroom apartment.

• Location: Stating in your advertisement where the unit you wish to
rent is located will also help you avoid unnecessary telephone calls.
You may list the exact address, basic area (e.g., downtown area), or
something in between. 

• Available facilities/services: Examples of facilities/services you
could list include: fridge and stove, four-piece bath, coin-op laundry,
parking, view of the lake, fenced yard, and on-site superintendent.
If a unit shares a bathroom, kitchen, or other room, you should say
so in your advertisement.

• Included/not included in the rent: If you pay for the heat and hot
water, but the tenant is responsible for paying the electricity, say so
in your advertisement. If the tenant pays for heating, list the type of
heating system (e.g., electric, forced air, gas, etc.). List in your ad-
vertisement either what is included or what is not included in the
rent, or both.

• Preferences: You may prefer to rent to nonsmoking tenants or have
a no-pets policy. You may prefer to rent to couples only, families
only, or one tenant only. If you have specific preferences, say so in
your advertisement.

• Telephone number: The telephone number is by far the most im-
portant part of your advertisement. If prospective tenants cannot
get in touch with you, you may have increased difficulty renting your
unit. List all telephone numbers at which you can be reached while
your advertisement is running. If you wish to receive calls only at
specific times (e.g., evenings or weekends), say so. Many prospective
tenants will not leave messages on answering machines, so try to tell
them how and when to get in touch with you. Do whatever it takes
to be there to answer all calls.
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Getting started   5

Fitting all this information into your advertisement is an art. Check
local publications for examples of advertisements in your area. Don’t be
afraid to be creative with your advertisement: the more eyes that are
attracted to your advertisement, the better your chance of successfully rent-
ing your unit. Try borders, headlines, or anything else that may attract more
attention to your advertisement. Avoid listing the negative aspects of the
unit, but never be deceitful. Always be honest when advertising and when
answering questions about the unit or building.
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