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HATT Procedure on Showing Units Prior to Leasing
1.00	General
Managers show units to potential residents.  Managers are responsible for the condition of the unit, the route to the unit and the overall impression the property makes on potential residents.
1.01	How Units are shown to Potential Residents 
1. Occupancy gives an applicant the following information when making a unit offer:
a. Brief property description;
b. Location of the unit offered in the development;
2. If applicant preliminarily accepts the unit, Occupancy informs the Property Manager[footnoteRef:1], with information about how to contact the applicant to schedule the unit showing; [1:  If the applicant refuses the unit, see Procedure on Unit Offers and Applicant Placement] 

3. Manager contacts the applicant to set up an appointment to show the apartment;
4. Manager informs Occupancy of the date of the appointment to show the apartment;
5. The applicant has five days to accept or refuse the unit after it is shown;
6. Manager or designee does final unit and route inspection shortly before the appointment to show the unit to ensure that both the unit and the route from the office to the unit have no HQS violations, are clean and are a credit to the property;
7. Applicant reports to the property office and Manager or designee accompanies applicant to the unit;
8. If there are any problems with the unit or the route to the unit (since the Manager checked them), make another appointment to show the unit again and informs Occupancy;
a. Occupancy does not count the time it takes to show the unit again against the applicant’s five days to accept the unit offer;
9. If the applicant accepts the unit, Manager accepts a check or money order for the security deposit and first month’s pro-rated rent, executes the lease and gives the resident the keys to the apartment;
10. If the applicant refuses the apartment, the Manager obtains a signed reason for refusal from the applicant. 
11. The Manager sends the form to the Occupancy Department for a “good cause” determination. 
12. No lease will have an effective date before the apartment is ready for occupancy.
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