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5 Step Tenant Attraction, 
Application, and Screening Process

ADVERTISE: Think about the type of tenant/tenants you want to live in your 

property.  Who do you want?  Write the ad to that person. Your title should be short, 

specific and appeal to your ideal tenant.

PRE-SCREEN: During initial call ask 5 short questions before committing to a 

showing. Screen tenants in advance and you won’t be wasting both your time and 

theirs. During the property showing, ask the same 5 questions you asked in the pre-screen.

APPLICATION : Make sure you have a form that includes personal information, 

landlord references, workplace references, emergency contacts, permission to run 

a credit check, and ask for government issued identification.

REFERENCE CHECKS: Run social media checks on everybody on the 

application (tenants, work and landlord references).

CREDIT CHECK : Run a credit check on all adults who will be responsible for 

the lease.
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1.
 A

dvertise
BEFORE you start listing o� the features and benefits of your
property, first think about the type of tenant/tenants you want to live in 
your property. Who do you want? A retired couple? A family of 5 with 2 
cats? A single professional woman with no pets? Be specific and write 
the ad to that person. Your title should be short, specific and appeal to 
your ideal tenant.

We’ve advertised in hundreds of online platforms, print media, we’ve 
put up posters and even done direct mailouts. The most e�ective 
places in our opinion in Calgary to advertise for quality tenants are still 
Rentfaster  and Rentboard. Depending on the city/country places to 
advertise will vary. Check with your local landlord/tenant organization 
for best places to advertise your property online.

Here are 2 examples of ads. The first was written to attract a retired 
couple (which is exactly who rented it), the second ad was written 
to attract a family with young children (the ad hit the mark, a young 
family with 2 kids rented it): 

A Beautiful Place An Empty 
Nester Can Call Home
Maybe you’re downsizing, kids are out of the house, 
and you no longer need a huge property. Would you 
like to leave the responsibility of maintenance and 
management to someone else? Do you still want to live 
in a stable, adult, owner-occupied community with long 
term residents, easy access to everything, and lots of 
green space? Wouldn’t you love to live in a quiet part 
of town where you can hear the birds singing all year 
long?

This recently renovated one bedroom (it’s a very large 
bedroom!!!) townhouse in an adults-only complex in 
northwest Calgary will be the perfect place for you.

Included in this well-appointed 950 square foot 2 floor 
townhouse is a large, relaxing deck that backs onto a 
lovely treed green space that is a splendor of colour in 
the spring when the blossoms are in bloom.

Inside, you’ll feel welcome and warm in the bright, 

open living room. Curl up in front of the cozy gas 
fireplace on those chilly February nights. The renovated 
kitchen has an apartment sized stove, fridge, and a 
dishwasher (because you’ve washed enough dishes!)

Downstairs, there is a laundry room with a front 
load washer and dryer, full 3-piece bathroom, and 
an extra-large bedroom. The location o�ers great 
access to Crowfoot Crossing, which is almost across 
the street. Crowfoot o�ers lots of services, including; 
grocery, restaurants, movie theatre, medical, dental, and 
optometric o�ces, beauty salons, spas, and lots
more. Being this close to Crowfoot Trail, all of
Calgary is easy to get to. If you don’t want to drive,
the C-Train is an easy 10 minute walk, and there is
also a bus stop right outside.
If you have a second vehicle, for just $20 a month a
surface parking stall is available besides the one
you already have at your front door.
At $1050 a month plus utilities, this townhouse will
not be on the market long. Please call 
403-xxx-xxxx to arrange a viewing.
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Available October 1, this 3 bedroom half duplex, in 
Southeast Calgary (Mackenzie Towne) near South 
Campus hospital, is nestled in a quiet neighborhood 
with good access to every amenity you need; close to 
schools, parks, Canyon Meadows, and South Centre 
shopping mall. This house was built in 2012, which 

means it’s rock solid and looks fabulous!

The 800 square feet per floor feels a lot larger than it 
sounds!  Furnished or unfurnished - your call.

The bright, cheerful kitchen is well appointed with 
4 appliances and an island for storage and casual 
dining. Just o� the kitchen there’s a large pantry, 
and a half bath. The hardwood kitchen floor provides 

great durability, very easy cleaning, and looks 
beautiful.

In the living room, you’ll find very comfortable 
furniture and a perfectly sized flat screen TV.

On the second story of the house, you’ll find 3 
bedrooms.

The master bedroom contains a luxurious king
sized bed, a huge walk in closet, and an en suite
with both a stand up shower and tub.

The second bedroom also contains a good sized 
walk-in closet.

The second and third bedrooms contain very 
comfortable queen sized beds.

There is a second, full bathroom on the second floor 
as well.

 The unfinished basement contains the laundry 
facilities and is a large space which could be used 
for any number of purposes - storage, exercise space, 
workshop, even as a (really) large bedroom.

A lovely,landscaped, fenced back yard means the 
kids will be able to take advantage of what remains 
of the good weather safely playing outdoors while 
you can enjoy the summer from the deck. A two-car 
garage means no snow on the car, once the summer 
is over.

Utilities usually average $300/month.

This is a family oriented community, perfect for a 
single, or professional family looking for a safe place 
to grow.

Furnished or Un-Furnished 3 bedroom 2.5 
bath in Beautiful MacKenzie Towne!
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2.
Pre-Screen

Pre-Screen Over The Phone
When people call to view your property, ask them 5 short questions be
fore committing to a showing. If you’ve advertised a 2 bedroom condo 
with no pets and maximum 2 people, there is no point in showing it to 
a family of 5 with 2 pets. Screen tenants in advance and you won’t be 
wasting both your time and theirs.

Keep these 5 questions handy by your phone so that when they call you 
can easily pre-screen:

• Do you have any pets? If so what breed, weight, age.

• How many people will be living in the property?

• When do you want to move in?

• What length of lease will you sign? (6 months, 12 months etc.)

• Why are you moving?

• Can you verify your income level? If not, how will you pay your rent?
(some people have an inheritance, alimony or trust fund, do ask for
proof when they complete an application)

After you’ve assessed they are good candidates for your property, send
them a text confirming the time, date and location and let them know
that you are expecting them to text/call you 1 hour prior to the appoint-
ment to confirm they will be coming. If you don’t receive a call or text,
you will not be driving down to meet them. This will save you a lot of
time and mileage weeding out no shows.

Pre-Screen in Person
During the actual showing, you can ask the same 5 questions you asked 
in the pre-screen. Typically when people see you in person they will 
provide you with more information about where they work, etc. This is 
your chance to check the consistency of their answers and to form your 
impression. If you like them, and believe you would be comfortable 
working with them long-term ask them if they would like to complete 
an application. 
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3.
Application

3.
 A

pplication

The Tenant Application
There are many application templates you can use, which- 
ever one you choose, make sure you have a form that
includes all the below information:

PERSONAL INFORMATION
• Full legal name/s of applicant/s
• Birth date (month/date/year)
• Present address, postal code
• Telephone number
• Email address
• Drivers license
• Make and model of car/s
• Occupancy request date
• Names of all people who will occupy the unit

license, government id with a photo)

LANDLORD REFERENCES
• Previous addresses (3-5 years)
• Rental references (3-5 years)

 EMPLOYMENT HISTORY/REFERENCES
• Employment information of current employer

and previous employers 3-5 years; include supervisor, 
telephone number, address

• 2 work references with address, phone and email
address

• Monthly income from employment and other sources

EMERGENCY CONTACTS
• 2 Relatives or friends who can be contracted in case

of emergency

AUTHORIZATION TO RUN A CREDIT CHECK
A statement affirming all information provided on the 
application is true, and that the potential tenant authorizes 
you to complete a credit check. This must be signed by the 
applicant and returned to you.

WORK REFERENCES
Run social media checks on all work references (to verify 
identity and place of work) and when you call to speak to 
the references, rather than calling the number listed on the 
application, find the company phone number and ask to speak 
to the person listed.  This way you can verify that the work 
reference actually works with the said employer.

Ask references 4 simple questions– let the employer do the 
talking, your role is to listen. Remaining silent also makes 
people feel uncomfortable, which makes them talk more to fill 
in the space, the more they say, the more you will learn: 

• How long have you known him/her?
• What can you tell me about him/her? (look for themes, 

patterns of behaviour – i.e., reliability, dependability, 
ability to get work done when promised)

• If you were a landlord would you rent to her, why?

LANDLORD REFERENCES
Again, run a social media check on the landlord  - if possible. If 
it’s a property management company or apartment building, 
they will have records of tenants and the process is pretty 
simple. Although, admittedly, there are a number of individual 
landlords who may own1-2 properties and not deal with 
property management companies. With individual owners, call 
first and ask if they have a suite for rent, if they say, no I don’t 
rent suites –  busted! If they do, they’ll tell you, and then you 
can say, actually this is a landlord reference, could you please 
verify the address of where Jane Tenant rented from you? If 
they can easily rattle o� the address, great. If they’re stumbling 
take note, that’s not a good sign. 

After you’ve verified they are indeed a landlord, you can ask 
them the following 4 questions:

• How long did they rent from you?
• Did they pay their rent on time?
• Did you receive any complaints?
• Did they damage the property?
• Would you rent to them again?

If your tenant has rented from a private landlord (like you) 
run a title search on the property, and see if the identity 
on the title search matches the name of the landlord 
provided to you. We’ve busted a number of potential 
scammers using this technique.

•

•
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Run a Social Media Check on All 
People Listed on the Application
Social media checks have become the norm in both work and per
sonal reference checks. You can verify work information on platforms 
such as Linkedin, and you can verify personal information on Face-
Book including how they speak to people, what types of activities they 
participate in, whether or not they have pets, and who is in their so-
cial network - all of this can be cross referenced with their application.

Run a Credit Check
Credit checks are tremendously important and should always be 
included. 

Your local residential tenant association will have a listing of credit 
bureaus available for members at (often) reduced rates. There are 
also some online programs such as Naborly that can be utilized by 
landlords for free. Once a member, you can run a credit report online 
in several minutes which provides a wealth of information about 
your future tenants including; present and past addresses (cross- 
reference this with the application), past payment history, credit 
rating (a numeric and letter grade is assigned to each application). 
We frequently run the credit checks first, if the credit rating is good, 
we proceed with the employer and landlord references. If the credit 
rating is very poor, and or the addresses don’t match the ones listed 
on the application we often don’t proceed. Processing applications 
is a time-consuming process and you don’t want to waste your time 
on an applicant who does not place any value on paying bills or who 
pays bills consistently late. When you rent out your property, you are 
running a business, and the business exists to make money. If you 
want to help people in need, donate to charity, but in your business, 
set yourself up for success and only take the best people.

These 5 steps scratch the surface of the information you will need 
to become a successful property investor/landlord. If you are 
serious about learning the skills you need to become a successful 
property investor join the community at:
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