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COURSE OBJECTIVES 
 
 
 
 
1. Identify Harbor Group application documents 
2. Introduce CoreLogic and show how applicants are screened 
3. Review Blue Moon and show how lease paperwork is generated 
4. Identify Harbor Group specific lease documents 
5. Define Harbor Group’s standard for reviewing the lease with residents  
6. Identify support contacts when help is needed with the lease 

documents 
 
 
 

 
 

 COURSE AGENDA 
 
 
 

 
I. Introduction 

II. Applicant Documents and Screening 
III. Lease Paperwork Orientation & Review 
IV. Conclusion & Wrap Up 
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To access these forms:     

 Sign into HG360  
 Click the HG SOPs QuickLink 

 

 

 

 

 Access the Forms & Resources Manual, or type the form name in 
the Advanced Search field and click GO 

 
 
 
 
 
 
 
 
 
 
 
 

 Links to forms appear 
 Click on the one you want  

 
 Download the attachment  

HG SOP FORMS MANUAL PROVIDES HARBOR GROUP’S 
STANDARDIZED APPLICATION & MISC LEASE DOCUMENTS 
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HARBOR GROUP’S STANDARDIZED 
APPLICATION PACKET 

 

 

 

Document Title: Notes: 
STANDARD APPLICATION PAPERWORK 
Rental Application - Global Harbor Group SOP – Form 1021 

 4 pages 
 Each applicant, co-applicant, and occupant 18 years old 

and over must submit a separate application.   
 Each married person must submit a separate application. 

Qualification Guidelines and 
Rental Criteria 

Harbor Group SOP – Form 1019 
 6 pages 
 Harbor Group’s policies and criteria used to approve 

applicants. 
 State specific information is included – find the state you 

are operating in and be proficient in sharing/explaining to 
your applicant. 

Welcome Home Letter - 
LeaseLock 

Harbor Group SOP – Form 1038 
 3 pages 
 Given to each applicant after they have been approved. 
 Provides future residents all the information they will 

need for a smooth move-in (i.e. address, deposit, 
monthly fees, and moving checklist). 

 Confirm concession is entered in MRI and reflects 
accurately on letter. 

SCENARIO SPECIFIC APPLICATION PAPERWORK 
Corporate Apartment 
Business Application 

Harbor Group SOP – Form 1060 
 1 page 
 To be used in lieu of the rental application when renting 

to businesses. 
Corporate Letter of 
Responsibility/Corporate 
Occupant Questionnaire 

Harbor Group SOP – Form 1028 
 2 pages 
 To be filled out by the business leasing the apartment 

home. This letter states rental amount, amount due at 
move-in and that they are responsible for the apartment 
and the occupants that are living inside it. 

Guarantor Pre-Leasing 
Application 

NAA Document 
1 page 

 To be filled out by guarantor. 
 This is not a binding agreement, it’s an application to 

provide pertinent information needed to proceed with 
screening.  

 Once guarantor and resident are approved, guarantor will 
sign a Lease Contract Guaranty. 
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HARBOR GROUP USES A LEASING RISK SCORING 
SYSTEM PROVIDED BY CORELOGIC                      
TO SCREEN APPLICANTS 

Launch CoreLogic directly from MRI.  Applicant                            
data recorded in MRI will push to CoreLogic. 

 
 

Until MRI is up to date, you will do the following: 
 
1.  Login to HG360 from Chrome. 

 
2.  Click QuickLinks on the navigation bar. 

 
3.  Click the Corelogic link from the QuickLinks menu. 

 
4.  On the CoreLogic home page, enter your Username and Password, then click 

the Login button.  If logging in from a new computer for the first time, you 
will need to enter your Account ID.  (Your credentials will be provided on your 
Account Access Form.) 
 

5.  From the menu on the left, click Screen Applicant under Quick Links. 
 

6.  Verify the Property is correct and New Applicant is selected.  
 

7.  Enter the applicant’s Lease Information, Applicant Information, and 
 Personal Information. 
 

 Fields marked in * are required.  To improve the quality of returned data, it is 
 important you enter required field information as accurately as possible. 
 

8.  To add more than one applicant, complete the first applicant’s information 
 and click Add Another Applicant. 
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9.  Once all applicants have been entered, check the box certifying written 
 consent to request the report has been obtained by the applicant(s). 
  

 Note: A signed Qualification Guidelines is written consent. 
 

  10.   Click Submit. 
 

 After clicking Submit, you will be brought to the View Screening Results page. 
 You can also access this page from the main menu under Quick Links. 

  11.   Once results are returned, click the applicant’s name. 

   12.   Select the Lease Agent Decision from the dropdown menu based on the  
  Score Recommendation and click Print All. 
 
  13.   Give the applicant’s file and screening report to the Property Manager for 
          review. 
 

Note: If the application is Accept with Conditions or Denied, the applicant(s) 
must be provided with an Adverse Action Letter.  Letters are included with 
the report when printed but can also be printed from the Applicant section of 
the Screening Details on the Lease Recommendation page.  A copy should be 
kept in the file as well. 
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BLUE MOON PROVIDES HARBOR GROUP’S 
STANDARDIZED NAA LEASE DOCUMENTS 

 
Launch Blue Moon directly from MRI.  Resident data                 
recorded in the Lease Information section will push to the             
Blue Moon default lease created for your community.  Most fields are 
automatically populated with information through MRI. 

 

Until MRI is up to date, you will do the following: 

1. Log in to HG360 from Chrome. 
 

2. Click QuickLinks on the navigation bar. 
 

3. Click the Blue Moon link from the QuickLinks menu. 
 

4. On the Blue Moon Sign In page, enter your License (Serial) Number, User ID, 
and Password.  (Your RM will provide this information once set up is 
completed.) 
 

5. For Account Type, verify that Standard is selected. 
 

6. Once you have entered your login information, click the Submit button. 
 

7. With the Lease Records tab selected, click on Create Lease in the upper left 
of the screen. 
 

8. Click the Create New Record button. 
 

Note: The lease document creation is the exact same for both new residents 
moving in with us as a new lease and for existing residents that are 
renewing.  

 
9. Enter the residents’ address and then complete the Resident Information and 

Lease Terms fields. 
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10. As you complete each section of the lease click the Save button in the upper 
right corner of the screen. 
 

Until MRI is up to date, you will have to manually enter information that 
would normally pull from MRI.  These fields are white and editable.  
 

There are some fields that that will already have information populated 
because of the default lease set up for your property.  These fields are gray 
and not editable.  (If you need access to locked fields, e-mail 
operations-support@harborg.com.) 
 

11. Go through each section of the lease forms to validate or populate 
information - click Save throughout. 

 
12. In the Lease Terms section, validate the Monthly Rent field does NOT include 

any recurring charges such as pet rent or trash charges. 
 

MRI will push all recurring charges included with rent to Blue Moon.  When 
this happens, the monthly rent needs to be changed to reflect the base 
monthly rental rate. 

 
13. Validate or enter the amount of the required Security Deposit. 

 

This field could be blank because we typically do not post the security 
deposits until after the lease has been prepared for signatures.  
 

14. Continue to validate all other fields, making sure to click the Save button in 
the upper right corner for each section where you have made changes. 
 

15. Depending on your state’s allowable buy-out fees, you will need to populate 
the buy-out fee and the applicable concession repayment amount in the Buy-
Out Agreement section. 
 

16. Once all validation and entry of all necessary fields is completed, click on 
Save once more. 
 

17. Click the View Print Menu button. 
 

Applicable forms are pre-selected by community, but additional forms may be 
included by checking the appropriate box or boxes to the left of the document 
name. 
 
 
 

mailto:operations-support@harborg.com
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18. Once you have everything selected, click on the Preview button. 
 

A PDF file of the documents you selected to print will generate with "Sample" 
stamped across them. 
 

Previewing the forms allows you to review them for typos and errors. 
 

19. Once you have validated there are no typos and all fields populated correctly, 
click the Print Selected Forms button to generate the PDF file of the 
documents that do not have "Sample" stamped across them. 
 

These are considered the finalized documents ready for signatures. 
 

Be sure to collect all signatures from lease holders, then executed lease 
forms are to be kept within the resident file. 
 

Note: Step-by-step instructions for Electronic Leases/Signatures can be 
found in Chapter 4 of the MRI X.5 User Resource Guide. 
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HARBOR GROUP SPECIFIC 
LEASE PACKET DOCUMENTS 

 
Document Title: Notes: 

Leasing Checklist (Anyone 
Home) 

Harbor Group SOP – Form 1039 
 1 page 
 Not a document to be signed by residents, but a checklist 

of all items to be included in the resident file, including 
the order of lease documents. 

Deposit Waiver Purchase 
Agreement 

NAA Document  
 2 pages 
 Acknowledges resident has agreed to pay a monthly 

waiver fee as an alternative to any applicable deposits 
and/or providing a guarantor. 

Trash & Valet Waste Resident 
Addendum 

NAA Document 
 1 page 
 Outlines the costs and policies regarding the community’s 

valet trash service (if applicable). 
Insurance Placement 
Addendum 

NAA Document  
 2 pages 
 Acknowledges that Harbor Group can procure Liability 

Insurance in the resident’s name, and at their expense, if 
they fail to maintain their own policy during their lease 
term. 

Pay With Rent Insurance 
Addendum 

NAA Document  
 2 pages 
 Confirms whether resident(s) selected the Pay With Rent 

Insurance option or not. 
 The Pay With Rent option provides insurance coverage 

for 4 residents, so only one addendum will be needed 
more than likely. 

 Addendum must be updated if resident(s) change 
their selection at any time during the lease. 

Communication Addendum NAA Document 
 1 page 
 Confirms whether each resident allows or does not allow 

SMS text messaging as a form of communication from 
the community. 

 Each resident must sign a separate form reflecting 
selections made. 

 Cannot be signed electronically. 
 Addendum(s) must be updated if resident(s) 

change their preferences at any time during the 
lease. 

Community Policies, Rules 
and Regulations Addendum 

NAA Document 
3 pages 
Outlines policies associated with living at a Harbor Group 
community. 
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REVIEWING THE NAA LEASE WITH A NEW RESIDENT 
SCRIPTED LEARNING TOOL 

 

How to Utilize 
 Practice  
 Refresher 
 Refer to specific sections that are challenging 
 
Note: This script is for internal use only.  It should not be copied or distributed to residents 
and it should never be used as a substitution for a discussion between the leasing 
consultant and the resident.  This is tool that is meant to accompany the lease to provide 
you a means of support going forward in learning the lease contract and its components. 
 
Narrator: Welcome to our demonstration of “Reviewing the Lease with A New Resident.”  
Today we will witness a Harbor Group Leasing Specialist provide a high-level overview with 
a new resident before the new resident moves into their new apartment. It is vital all new 
residents have the opportunity to review the lease with a Harbor Group professional to 
ensure they fully understand their responsibilities under the lease.  Our scene opens with 
our Leasing Specialist, Jane, sitting at her desk AND standing up to greet John - THE NEW 
RESIDENT - walking in the door. 
 
 
LEASING SPECIALIST  
“John, so nice to see you again.  Welcome home to The Lafayette!” 
 
NEW RESIDENT  
“Thank you so much, Jane.  It’s great to see you also!  I am so excited to get my keys and 
start moving things into my new home.” 
 
LEASING SPECIALIST  
“I know you are!  We are too.  It’s hard to believe the big day has arrived.” 
 
NEW RESIDENT  
“Yes, it definitely got here faster than expected.  I forgot how much work it is to move and 
am so ready to get settled in.” 
 
LEASING SPECIALIST  
“Absolutely!  Before I grab the keys, however, I’d like to go over some final details and 
review the lease with you first, if that’s okay?” 
 
NEW RESIDENT  
“That’s no problem at all.  I actually have some questions for you as well that I wrote down 
when I signed my lease electronically.” 
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LEASING SPECIALIST  
“Okay, great!  I promise to make this process as quick and painless as possible, so thank 
you for setting aside this time to go over everything.”   
 
“My goal is to ensure this experience is a positive one and that when we’re finished you feel 
confident in all the information the lease contains.  Please have a seat and make yourself 
comfortable.  Can I get you a water before we go over some key points within your lease 
agreement?” 
 
NEW RESIDENT  
“Yes, I would love a water.  You’re so nice.” 
 
Narrator: Jane, our Leasing Specialist, goes to grab a water and returns to the lounge. 
 
LEASING SPECIALIST  
“Here’s your water John.  Is there anything else you need before we dive into the lease?”   
 
NEW RESIDENT  
“No, I think I am good and ready to get this step completed so I can begin moving.  Lots to 
do in a short amount of time!” 
 
LEASING SPECIALIST  
“Yes, moving is a lot of work and I hope you will find this information helpful while you are 
living here.  We will review some key points, but don’t worry, I’m not going to read every 
page word-for-word.  Please stop me at any time if you would like to take a moment to 
read or if you have a question.  Sound good?” 
 
NEW RESIDENT  
“Yes, sounds great!” 
 
LEASING SPECIALIST  
“Okay, great!  You already saved a lot of time by signing your lease electronically.  You 
should have received a confirmation email with a copy of the lease when our Property 
Manager finalized it, but just in case I have placed a printed copy within your move-in 
packet for your records as well.  Some policies are repeated multiple times so please accept 
my apology in advance if it sounds like I’m being redundant.  However, it is all very 
important information, so bear with me and we’ll be done in a jiffy!” 
 
NEW RESIDENT  
“Not a problem.  I appreciate you taking the time to review the lease with me.  I didn’t 
have this opportunity at the last place I lived and was surprised at how many questions I 
had later on.  I have a pretty busy schedule, so having to reach out to the office constantly 
with questions started to get frustrating.” 
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LEASING SPECIALIST  
“I am so sorry to hear that!  But glad to hear you’re already off to a better experience.  On 
that note, let’s get started!  At the top of the lease you will find the date of the lease 
contract, which is the day the lease was created, followed by your name, and your new 
address.” 
 
“If you could take a moment to review your name and confirm the spelling is correct before 
moving on that would be great!  I would hate to go through this entire review and realize 
there is a spelling error.” 
 
NEW RESIDENT  
“Everything looks good to me!” 
 
LEASING SPECIALIST  
“Awesome!  Paragraph 2 states there are no other occupants living with you and any guests 
staying more than 7 days will need to have written permission from management.” 
 
“If this changes in the future and you want to add another leaseholder to your lease, please 
contact our office to discuss the process as the new leaseholder will need to apply before 
being added to the lease.” 
 
NEW RESIDENT  
“I understand.  I’ve had roommates in the past, and I’m not planning on doing that again 
anytime soon, or ever.  To be honest, I always look forward to coming home and having a 
little “ME” time.” 
 
LEASING SPECIALIST  
“I completely understand.  I’ve had a similar experience myself.  Coming home to your own 
space feels good, but you never know what tomorrow will bring.” 
 
NEW RESIDENT  
“Well, you’re right about that!” 
 
LEASING SPECIALIST 
“Moving on to Paragraph 3, this section shows your lease is a 12-month lease term from 
February 20, 2021 to February 19, 2022.” 
 
“This section goes on to say that must provide a written notice at least 60 days in advance 
if you do not wish to renew and plan on moving out at the end of your lease.  It’s very 
important to remember this part in the future.  If you fail to provide 60 days written notice 
prior the lease end date, your lease will automatically renew on a month-to-month basis at 
a new rate, which will most likely be a significant increase.” 
 
NEW RESIDENT 
“What if I want to stay?” 
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LEASING SPECIALIST 
"Great question, and we certainly hope you’ll want to!  As long as there haven't been any 
lease violations within your first term, which I don't see happening because you've been 
wonderful to work with thus far, then we’ll send a renewal offer about 90 days prior to your 
lease expiration date, which will give you plenty of time to review the different lease term 
options available for your apartment.” 
 
NEW RESIDENT  
“Well, I certainly plan on being here for a while.  Is there any way you can send my renewal 
offer, and any other communications, by email?” 
 
LEASING SPECIALIST 
“Well, that’s fantastic to hear!  And we can certainly send correspondence via email.  We 
actually have a communication addendum where you can even opt in to receive SMS/text 
messaging.  I’ll be sure to go over the terms with you once we reach that addendum.”  
 
“And one more thing regarding renewals.  I also want to mention that renewal leases must 
be signed and finalized prior to your lease end date.  This is to ensure the renewal is 
processed and committed before your lease expires, which will help to avoid any chances of 
that higher month-to-month rate be charged to your account.” 
 
“Shall we move on to Paragraph 4, then?  This section reflects your $1,000.00 security 
deposit, which is held in a non-interest-bearing account with Bank of America.  Upon move 
out, we will deduct any unpaid rent, utilities, fees (i.e. Key FOBs, Parking Passes, etc.), 
and/or damages found after a move-out inspection from your security deposit and send a 
Statement of Deposit with a breakdown of all charges and credits to the forwarding address 
you provide at the time you submit your notice to vacate.” 
 
“If there is still a portion of your deposit remaining after any charges, then we will refund 
the remaining amount to you within 30 days after your vacate date.  Which is why it is so 
important we receive an accurate forwarding address.” 
 
NEW RESIDENT  
“Ok, wow!  This is great information to know ahead of time.  Since I’m in the military, there 
are times I won’t know my final destination until after moving out.  What do you suggest I 
do in this case?” 
 
LEASING SPECIALIST 
“In that case, you would want to provide an address of a family member, or someone else 
you trust, who can then forward the Statement and, if applicable, a refund check once you 
know where your new home will be.” 
 
NEW RESIDENT  
“Understood.  Thank you.” 
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LEASING SPECIALIST 
“You’re welcome!” 
 
“Okay.  Our next section to review is Paragraph 5.  This lists the number of keys you will be 
given – 2 door keys, 2 mail keys, and 1 key FOB to access the amenities and the building 
since we are a controlled access community.  All keys will need to be returned upon move-
out to avoid additional charges.”  
 
“I also want to mention, if an apartment key is lost, stolen, or damaged, requiring us to 
change the lock, or your key FOB is lost, stolen or damaged, there will be an additional fee 
that must be paid prior to receiving new keys.” 
 
NEW RESIDENT  
“Yeah, my previous apartment community did the same thing.  Unfortunately, they never 
mentioned it when I moved in, so when I found out I had to pay $50 for a new key fob to 
access my building, I was definitely frustrated.  How much is a lock change and FOB 
replacement here?” 
 
LEASING SPECIALIST  
“Lock changes and FOB replacements are both $50.00.” 
 
NEW RESIDENT 
“Got it.  Thanks!” 
 
LEASING SPECIALIST  
“Now on to Paragraph 6.  Your base rent amount is $1,565.00 per month.  Rent is due on 
the 1st, no later than the 3rd, and late on the 4th.  The late charge is 10% of your base rent 
and will be applied on the 4th.  Keep in mind, utilities, valet trash, and pest control also 
must be paid along with rent by the 3rd of every month.” 
 
NEW RESIDENT 
“Understood.  I do not ever plan on being late, but with my busy schedule sometimes I get 
caught up and forget what day it is.  Can I set up to have my rent to come out of my 
account automatically?” 
 
LEASING SPECIALIST 
“Absolutely!  You took the words right out of my mouth.  We ask that all residents pay 
online by using our resident portal which can be located at www.hgliving.com.  This is 
where you can also set up recurring, or automatic, payments, which can be paid by ACH, 
Debit, or Credit Card.  ACH is completely free, but there is a fee associated with Debit or 
Credit Card payments.  Since you applied online, your resident portal account is already 
set-up!  Remember when you logged in to pay your administrative fee?” 
 
NEW RESIDENT 
“Oh yeah, I remember paying my admin fee online.  Was that the resident portal?” 
 

http://www.hgliving.com/
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LEASING SPECIALIST 
“It sure was!” 
 
NEW RESIDENT 
“Awesome!  One less thing I have to worry about.  I’m going to log in as soon as I get 
settled to set up my auto-pay.” 
 
LEASING SPECIALIST 
“Trust me, you won’t regret it – I promise!” 
   
“Next we have Paragraph 7 – Utilities.  As I explained during our tour, there are no utilities 
included in your base rent amount, which is the rent amount we just reviewed in Paragraph 
6.  However, certain utilities you will pay along with your rent, which I will share more 
about when we review the Utility and Services Addendum.” 
   
“Paragraph 8 is extremely important as it states our renters insurance policy, which you 
must comply with at all times during your lease.” 
   
“This should all sound familiar since the compliance requirements were stated on the 
Qualification Guidelines & Rental Criteria you signed at application, as well as on the 
Welcome Home Letter I emailed you after your application was approved.” 
 
“Did you bring a copy of your certificate of insurance or declarations page by any chance?” 
 
NEW RESIDENT 
“I’m sorry.  I actually selected to participate in the “Pay with Rent” program when I applied 
online and thought the insurance agency would send you a copy, so I didn’t bring one.” 
 
LEASING SPECIALIST 
“No worries!  I’m the one who should apologize.  I forgot to double-check if they uploaded 
your proof of insurance to our system.  Could you give me just a minute while I take a look 
now?” 
 
NEW RESIDENT 
“Of course!  Take your time – I appreciate you checking.” 
 
Narrator: Jane swiftly walks to her desk and logs in to MRI to verify MFI uploaded the 
proof of insurance and locates the policy under the ‘Insurance Policy’ link in MRI.  She then 
returns to the lounge to continue reviewing the lease. 
 
LEASING SPECIALIST 
“Well, I am happy to report that we were provided proof of your insurance.  Sorry for the 
scare!  Shall we continue?” 
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NEW RESIDENT 
“That’s great news!  Thanks again for checking.  You guys really seem to be on top of it 
here.” 
 
LEASING SPECIALIST 
“We try!  Okay, moving on to “Special Provisions and “What If” clauses.”  This part of the 
lease details how certain unforeseen circumstances will be handled.” 
   
“I typically don’t go over these in detail, but the cliff notes version is that 1) if you or any of 
your guests cause damage to the apartment or community, you would be expected to 
reimburse us, 2) that you are liable for all rent owed, and 3) you can rest assured that we 
are not going to change your base rent amount during your lease term.” 
 
NEW RESIDENT 
“Hmmm, let me take a look. (Pauses) Okay, sounds fair.” 
 
LEASING SPECIALIST 
“Okay, let’s keep this train moving then - on to the next section, “While You’re Living in the 
Apartment.” 
   
“This part of the lease contains a lot of important information as it pertains to the rules  and 
regulations all residents are expected to follow.  I know time is of the essence, so we’ll 
conduct a high-level overview of these sections.  However, I highly recommend you read 
over this when you have some down time and refer to this part if you have any questions or 
concerns later on.” 
   
“Let’s start with Paragraph 22 – Parking.  I know I just said we would do a high-level 
overview of the lease, but I want to review this paragraph in more detail because if these 
rules aren’t followed, your car will be towed, which is something we want to try and ensure 
never happens to any of our residents.” 
 
“The company we use for towing is A1 Towing.  They come out multiple nights a week, 
sometimes nightly, depending on if there is a holiday or major event going on in the area, 
and will tow any vehicle not in compliance with the below regulations, as well as the policies 
listed on the Parking Addendum, which we will get to shortly.  Please stop me at any time if 
you have a question, sound like a plan?” 
 
NEW RESIDENT 
"Yes, please!  I definitely don’t want my car towed or have to deal with all that hassle." 
 
LEASING SPECIALIST  
"We may regulate the time, manner, and place of parking cars, trucks, motorcycles, 
bicycles, boats, trailers, and recreational vehicles by anyone.  We may have unauthorized 
or illegally parked vehicles towed under an appropriate statute.  A vehicle is unauthorized 
or illegally parked in the apartment community if it: 
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(1) has a flat tire or other condition rendering it inoperable; or  
(2) is on jacks, blocks, or has wheel(s) missing; or  
(3) has no current license plate or no current registration and/or inspection sticker; or  
(4) takes up more than one parking space; or  
(5) belongs to a resident or occupant who has surrendered or abandoned the apartment; or 
(6) is parked in a marked handicap space without the legally required handicap insignia; or  
(7) is parked in space marked for manager, staff, or guest at the office; or 
(8) blocks another vehicle from exiting; or  
(9) is parked in a fire lane or designated "no parking" area; or  
(10) is parked in a space marked for other resident(s) or unit(s); or  
(11) is parked on the grass, sidewalk, or patio; or  
(12) blocks garbage trucks from access to a dumpster; or  
(13) belongs to a resident and is parked in a visitor or retail parking space.  
 
"Also, be sure to remember that if you ever have a rental car, or are borrowing someone 
else’s car, please let us know as soon as you can so we can arrange a temporary parking 
pass.” 
 
NEW RESIDENT 
“Wow, I never would have thought to contact the office if I had a rental car.  That’s really 
great information.  Thanks for looking out!” 
 
LEASING SPECIALIST 
“You’re more than welcome!  Unfortunately, it’s happened before and we felt horrible, so we 
swore to always mention it when reviewing the lease with residents.” 
  
“Next, I’d like to review the section about Smoke Detectors and Carbon Monoxide 
Detectors.  Please do not tamper with any fire and safety equipment within your home or 
outside your home.  If a smoke or carbon monoxide detector is chirping or beeping, it 
probably just needs a new battery, but please submit a service request if that doesn’t fix 
the problem.  Service requests can always be submitted online through your resident 
portal!” 
 
“I’d also like to review the Crime or Emergency paragraph.  In the event of a life-
threatening emergency, or if you witness a crime, always call 911 first.” 
 
NEW RESIDENT 
“Well, of course!  Isn’t that common knowledge?” 
 
LEASING SPECIALIST 
“You’d think everyone would know how to respond to an emergency, but sometimes folks 
have a hard time responding logically in stressful situations and we just want to ensure 
there is no delay in getting someone the help that is needed during an emergency.” 
 
NEW RESIDENT 
“Makes sense.” 
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LEASING SPECIALIST 
“So, let’s move on to Paragraph 27 – Requests, Repairs and Malfunctions.  Our team works 
hard to maintain the facilities, so please let us know if something is in disrepair by 
submitting a service request in writing or online through the resident portal.  Keep in mind, 
you must specify on the work order if you prefer to be home when maintenance comes, as 
well as the timeframe.  If you don’t provide that information, we’ll assume maintenance is 
permitted to enter your apartment home at any time during normal business hours, Monday 
– Friday, between 8:00 a.m. and 5:00 p.m.  The only time maintenance will come out after 
hours, or on the weekend, is if there is a maintenance emergency.” 
 
“On that note, you must promptly notify us in writing of water leaks, electrical problems, 
malfunctioning lights, broken or missing locks or latches, and any other conditions that 
pose a hazard to property, health, or safety.  If you fail to report the above, and the 
problem causes significant damage due to the lack of repair, you can be charged for any 
additional damages.” 
 
NEW RESIDENT 
“This all seems pretty routine.  I’ll be sure to report any problems as soon as possible!”   
 
LEASING SPECIALIST 
“Okay, great!  So, let’s skip to Paragraph 29 – When We May Enter.” 
  
“There may be times when maintenance or an approved Harbor Group vendor will need to 
enter your apartment, outside of responding to your service request, in order to protect or 
preserve the premises or in the case of an emergency.” 
 
NEW RESIDENT [interrupts] 
“I’m sorry, Jane, but I’ve had some very bad experiences in the past with maintenance 
entering my apartment without my knowledge.  What if I’m not comfortable with 
maintenance being in my home without me present, whether it’s an emergency or not?” 
 
LEASING SPECIALIST 
“First, let me say how sorry I am to hear of the negative experiences you’ve had in the 
past.  I completely understand where you’re coming from and appreciate you sharing this 
information with me as it allows us to talk through this together to ensure you are 
comfortable.”  
 
“Next, let me assure you, we always try our best to provide our residents with written 
notice, at least 12 hours prior to entering your apartment, but at times we may need to 
access your apartment immediately.  For example, if your upstairs neighbor leaves the 
water on and goes on vacation and it’s flooding your apartment, our team would need to 
enter to prevent further damage to your apartment and the building.  In a case like this, 
though, we’ll call you, as well as send a follow-up email, letting you know why maintenance 
had to enter your apartment home immediately, how long they were there for, and if they 
will need to return to complete any additional repairs.” 
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“Our maintenance team is wonderful.  I hope you’ll get to meet them soon so you can feel 
even more comfortable with our service.” 
 
NEW RESIDENT 
“Thank you for your understanding and taking the time to explain the maintenance 
program.  The fact that you’re willing to do that already helps put my mind at ease a little 
more.” 
 
LEASING SPECIALIST 
“That is fantastic!  And thank you for understanding, John.  Remember, for non-
emergencies, you can request a date and time when submitting a service request if you’d 
prefer to be home.  When submitting online, you can even notate that theirs a pet at home 
if you ever decide to add a furry friend.” 
 
“I have to be honest, however, and let you know that we may not always be able to meet 
your requested appointment time.  Circumstances could arise, such as emergency, that 
would require our maintenance team’s immediate attention at the same time as your 
appointment.  Emergencies automatically get priority, which means our team will have to 
address the emergency before addressing your work order. 
 
RESIDENT 
“I’d like that.” 
 
LEASING SPECIALIST 
“I will make a note to arrange that.” 
   
“Alright, Paragraph 31 on page 6 asks that you refrain from subletting your apartment, 
which means no short-term rentals like Airbnb or renting your apartment out to someone 
who has not been approved by management.” 
   
“Paragraph 32 lists our responsibilities as an owner to comply with all applicable building 
and housing codes and maintain all common areas and facilities.” 
 
RESIDENT 
“Good to know!” 
 
LEASING SPECIALIST 
“The rest is a lot of information on what happens if you are in default or fail to abide by any 
of the terms of your lease and when it comes time to move-out down the road.  So, I’ll 
skim through these sections.” 
 
RESIDENT 
“Actually, Jane, I read it when I signed electronically and don’t have any additional 
questions.  All of the questions I actually had you already covered!” 
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LEASING SPECIALIST 
“Wow, great!  I was going to ask if you had any questions from your list that you wanted to 
ask next before we finish up.  Since we covered everything, I’d just like to review a few of 
the additional addendums.” 
 
Narrator: Jane reviews the following addenda with John – Additional Special Provisions; 
Community Policies, Rules and Regulations Addendum; Lease Addendum for Rent 
Concession; Deposit Waiver Purchase Agreement; Lease Contract Buy-Out Agreement; 
Utility and Services Addendum; Trash and Valet Waste Resident Addendum; Animal 
Addendum; Liability Insurance Addendum; Insurance Placement Addendum; Pay With Rent 
Insurance Addendum; Photo, Video, and Statement Release Addendum; Communication 
Addendum; Bed Bug Addendum; Mold Information and Prevention Addendum; Resident 
Parking Addendum; Package Acceptance Addendum; Satellite Addendum; Washer and 
Dryer Addendum; Crime/Drug Free Housing Addendum; Addendum Regarding Medical 
Marijuana Use; Addendum Prohibiting Short-Term Subletting or Rental; and all other 
addendums required as identified by the Leasing Checklist. 
 
RESIDENT 
“Thank you, Jane.  This was actually a great experience.  I feel like I have a much clearer 
understanding of what to expect here at The Lafayette.  I truly appreciate your time!” 
 
LEASING SPECIALIST 
“That’s great to hear, John!  Thank you for your time and kind words.  The rest of The 
Lafayette team and I are always here for you.  We’re so happy to welcome you home and 
have you as our newest resident!” 
 
“One last thing.  I placed your Move-In Inventory & Condition form in your move-in packet, 
which you have 5 days to complete and return to the office.” 
 
“As you’re getting settled in and going over it, do you think you would be able to go online 
and leave us a five-star review?” 
 
RESIDENT 
“Of course!  I had already planned on it.” 
 
LEASING SPECIALIST 
“Thank you!  I appreciate that so much and happy moving!” 
 
RESIDENT 
“Anytime!  Thanks, Jane.” 
 
THE END 
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