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RENTAL APPLICATION 

 
Step 1:  Complete “PetScreening” Questionnaire (even without a pet) 
Step 2:  Application 
Step 3:  Background Checks 
Step 4:  Security Deposit Payment 
Step 5:  Execute Lease Paperwork 
Step 6:  Receive Keys 
 
 
Please submit the following items to initiate the application process: 

1. Approved “PetScreening” application 
2. Completed “Residential Lease Application” (TAR Form 2003) 
3. Signed copy of attached “Rental Application Guidelines” 
4. Copy of photo identification 
5. Contact information including phone and email 

 

Submit to: 

Karen Shepherd 
karens@thekeysite.com 
210-496-1142 (phone) 
 
 
Once all items are received, you will be contacted to review the information provided 
and to make payment arrangements for the application fee. 
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RENTAL APPLICATION 
GUIDELINES 

 
 
ALL OCCUPANTS AGE 18 OR OLDER MUST COMPLETE AN APPLICATION FORM 
AND PAY THE $75 APPLICATION FEE. 
 
Credit Requirements: 

 Must make three times the monthly rental amount 
 Married couple may combine income, roommates must qualify separately 
 Credit rating score of 700 or higher is preferred but must be at least 600 to 

qualify.  Larger security deposits may be required for scores under 700.  Any 
credit “freeze” must be removed before applying. 
 

Roommates: 
 At least one roommate must make three times the monthly rental amount   
 Only one family will be allowed per single family dwelling unit 

 
Work History: 

 Must have been with current employer for at least six months 
 If self-employed, must provide minimum of two years of tax returns 
 No bankruptcy in the past year and must be discharged 

 
Additional Applicant Information: 

 Must have six months of verifiable rental history 
 Must have given 30-day notice to current landlord 
 Must have a valid Social Security Number 
 No co-signers permitted 
 Must occupy the home within 14 days of approval 
 Must obtain renter’s insurance 
 Security deposit must be received before the lease will be issued.  Must be 

certified funds - no cash or personal checks. 
 Must have photo ID at time of application 
 No businesses may be operated out of the rental property 
 No registered sex offenders need apply 
 No smoking allowed inside of homes 
 Animals are only allowed on certain properties and “Pet Screening” is mandatory.  

Amount of security deposit will vary depending on the quantity and type of 
animal.   
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RENTAL APPLICATION 
GUIDELINES 

 
 
If you do not meet the selection criteria or if you provide inaccurate or incomplete 
information, your application may be rejected and your application fee will not be 
refunded. 
 
Once you are approved, the lease must be signed within two days of receiving the lease 
paperwork.  If the applicant changes his/her mind and fails to sign the lease, there will 
be a per day charge for failure to do so plus a $100 document processing fee.  The per 
day amount will be prorated based on the monthly rental amount for the home for which 
the applicant is applying. 
 
 
STATEMENT OF UNDERSTANDING AND ACKNOWLEDGEMENT OF RECEIPT 
 
By signing below, you acknowledge receipt of these Rental Application Guidelines 
which includes factors such as criminal history, rental history, credit history and current 
income. 
 
 
         
 
Printed Name  Signature  Date 

 
 
Printed Name  Signature  Date 

 


