
Index
• A •
A.M. Best Company, 315
abandonment, rental units, 266–267
abbreviations, advertisements, 108
accountants, recordkeeping, 29
accounting methods

budgets, 329
cash fl ow management, 329
computer software, 330–334
multiple property codes, 327
one-write system, 330
receipts, 328
security deposits, 83–84, 261–264, 328

Accredited Management Organization (AMO), 
IREM designation, 40, 369

Accredited Residential Manager (ARM), IREM 
designation, 40, 368–369

acoustic ceilings, asbestos concerns, 69
active activity, income taxes, 322
actively involved, rental property tax, 46
actual cash value, insurance loss, 316
ad valorem tax, property taxes, 324
Addendum to Lease/Rental Agreement, 89
address numbers, 73, 105, 108
Adobe Reader, 364
advertising

broker referrals, 115
community bulletin boards, 113
curb appeal, 97
direct mailings, 114
Equal Housing Opportunity logo, 98–99
fl yers, 109–112
Internet, 103–105
leasing agencies, 114–115
local employers, 113–114
newspapers, 105–109
property brochures, 114
property signs, 101–103
rental publications, 112
rifl e approach, 94–95
shotgun approach, 94–95
tactic pros/cons, 96
telephone number display, 120
WIFM (what’s in it for me) conceps, 93, 96
word-of-mouth referrals, 100–101

affi rmative defense, evictions, 245
age, Fair Housing discrimination, 182

aggregate deductible, rental units, 316
air conditioners

energy conservation measures, 68
Interior Unit Inspection Checklist item, 65

allocation systems. See Resident Utility 
Billing Systems (RUBS)

amenities
non-rent revenue items, 335–339
online advertising, 104
selling your property, 132
target market element, 92

American Lung Association, 156–157
Americans with Disabilities Act (ADA), 

187–188
Animal Agreement, move-in document, 

201–203
animals, Fair Housing laws, 186
Apartamentos Para Rentar, 112
apartment buildings, rental property, 12–13
Apartment Guide, 112
appliances

Interior Unit Inspection Checklist item, 64
life expectancies, 293
maintenance/repairs, 68
rental property purchase, 48
serial numbers, 48
tenant instructions, 205
upgrading, 61–62

appointments, 138–139, 144
appraisals, property ownership fi le, 326
arbitration services, eviction, 243
asbestos, mandatory disclosures, 155–158
assessed value, property taxes, 324
asset growth, property ownership, 357
assignments, lease agreements, 251
association material, CD contents, 366
attorneys, 30, 247
Automated Clearing House (ACH) form, 

electronic payments, 219
automatic stay, bankrupt tenants, 249

• B •
Baig, Edward C. (Macs For Dummies), 363
bank deposits, property records, 327
bank trust accounts, security deposits, 84
bankruptcy, problem tenant handling, 249
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baseboards, Interior Unit Inspection 
Checklist item, 65

basic insurance package, 315
bathrooms, Interior Unit Inspection 

Checklist item, 65
block grants, rehabilitation loans, 346
broad form coverage, insurance, 315
brochures, advertising, 114
broker referrals, 115
budgets, accounting methods, 329
building ordinance, insurance package, 317
building permits, renovations, 62
Burglary Prevention Council, 298
business necessity, Fair Housing Act 

exceptions, 81

• C •
cabinets, Interior Unit Inspection item, 65
California

move-out rules/procedures, 259
occupancy guidelines, 166
tenant income issues, 169

California Apartment Association (CAA), 
266–367, 351

call forwarding, 120
caller ID, 120–121
capital gains, income type, 321
carbon monoxide, 306–307
carbon monoxide detectors, 73, 307
card keys, security controls, 302–303
caretakers, Fair Housing laws, 241
carpet pads, rebond padding, 72
carpets, 71–72. See also fl oor coverings
cash fl ow

accounting methods, 329
furnished units, 338–339
government programs, 341–347
Internet access, 338
laundry machines, 336–337
lease option agreement, 339–341
niche markets, 347–351
non-rent revenue items, 335–339
parking, 337–338
personal property storage, 337
pet-friendly units, 347–348
property management element, 20
property ownership reason, 358
security deposit accounting, 83–84
senior citizens, 349–350
smoke-free units, 350–351
student rentals, 348–349

cash outlay, property ownership, 355–356

cash payment, rent, 218–219
cash savings, self-management versus 

property managers, 35
CD

educational opportunities, 368
forms, 365–367
governmental agencies, 369
installation, 364
Landlord-Tenant Laws (by state), 371–381
media database, 370
newsletters, 370
professional designations, 368–369
professional organizations, 369
rental housing industry vendors, 370
resources, 369–370
scenario-specifi c laws (by state), 382–392
software titles, 364–365
system requirements, 363–364
trade organizations, 369
troubleshooting, 370

CD-ROM drive, CD requirement, 363
ceilings, Interior Unit Inspection checklist 

item, 65
cellphones, 122
Census Bureau, rental property, 12
certifi cate of mailing, 262
Certifi ed Apartment Maintenance Technician 

(CAMT), NAA designation, 369
Certifi ed Apartment Maintenance Technician II 

(CAMT II), NAA designation, 369
Certifi ed Apartment Manager (CAM), NAA 

designation, 369
Certifi ed Apartment Property Supervisor 

(CAPS), NAA designation, 369
certifi ed mail, security deposits, 262
Certifi ed Property Manager (CPM), IREM 

designation, 40, 368–369
Chambers, Mark L. (iMac For Dummies), 364
checks, 218, 223–224
children, 183–184, 195, 243
chilling, discrimination, 182–183
circuit breakers, Interior Unit Inspection 

Checklist item, 65
classifi ed ads, newspapers, 106–107
cleaning, 66, 70–72
closets, Interior Unit Inspection Checklist 

item, 65
closing statements, 326
coinsurance clauses, 318
coinsurance penalties, 318
collection agencies, 248
communications, tenant satisfaction, 230
community bulletin boards, 113
community interest development (CID), 64
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companion animals, 186
comparable properties, market analysis, 78
Comparison Charts, 127–128
compensation, employee, 272–273
competitive rent, vacant units, 360
computer software, accounting, 330–334
concessions, rent payments, 79–80
condominiums, rental property type, 12
constructive eviction, 247
consumer reporting agencies (CRAs), 171
contact information, advertising, 105
contents

newspaper advertising, 106–108
property signs, 102–103
tenant fi les, 211–212

contested evictions, legal process, 247
contractors

biding pitfalls, 280
day labor use, 281
independent contractor versus 

employee, 278
IRS Form 1099 (Statement of Miscellaneous 

Income), 74, 279
maintenance professionals, 29
payment in advance, 282
preventive maintenance, 287–288
property management element, 20
quote concerns, 281
Request for Proposal, 281
selection guidelines, 279–280
service contractor concerns, 281
sexual harassment, 188
unclear billing/payment expectations, 282
unsupervised employees, 282
vacant unit preparation, 73–74

contracts. See also rental contracts
move-in document, 196–197
property managers, 40, 44–45
property ownership fi le, 326
rent payment policies, 18
rental property preparation element, 16
rental property purchase, 51

corporate relocation services, 362
corrective maintenance, timely repairs, 287
correspondence, ownership fi le, 326
CORT, furnished rental units, 339
cosigners, Guarantee of Lease or Rental 

Agreement, 175–177
cosmetic maintenance, visual appeal, 288
counters, Interior Unit Inspection Checklist 

item, 65
Crawford, Sharon (Windows 2000 Professional 

For Dummies), 364

credit history, Rental Application verifi cation, 
169–173

Crime and Drug-Free Housing Addendum, 
298–299

Crime Free Multi-Housing Program, 
certifi cation process, 298

crime prevention programs, 298–299
crimes, response guidelines, 301
criminal history, Rental Application 

verifi cation, 173–175
curb appeal

advertising benefi ts, 97
CID (community interest 

development), 64
custodial maintenance, 287–288
HOA (homeowners’ association), 64
rental property preparation, 14–15
vacant units, 62–63, 359

Cure or Quit notices, evictions, 244
custodial maintenance, 287–288

• D •
daily late fee, rent payments, 223
damage, 260–262
deadbolts, security controls, 302–303
death, tenant removal, 252
deductibles, insurance coverage, 317–318
deed (photocopy), ownership fi le, 326
deeds, original storage, 326
deferred maintenance, 288
Department of Fair Employment and Housing, 

occupancy guidelines, 166
Department of Housing and Urban 

Development (HUD), 81, 166, 369
Deposit Assignment and Release Agreement, 

departing roommates, 251
depreciation, 25, 323, 356
desktop publishing, fl yers, 110
digital cameras

abandoned personal property, 267
damage documentation, 263
fl yers, 110
move-out walk-through, 258
online advertising, 105

digital pager, 122
direct mailings, 114
disabled tenants

ADA (Americans with Disabilities Act), 
187–188

caretakers, 241
companion/service animals, 186
reasonable accommodations, 185–186
reasonable modifi cations, 184–185
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dishwashers, 293
disparate impact, Fair Housing 

discrimination, 181
display ads, newspapers, 106–107
distributions, fl yers, 111–112
domestic violence, tenant problems, 252
doors, Interior Unit Inspection 

Checklist item, 65
drive-through and property lock-up services, 

security fi rms, 304–305
driving directions, tenants, 139–140
due dates, rent payments, 214–216
due diligence inspections, 326
due diligence period, rental property 

purchase, 47–48
duplexes, rental property type, 12

• E •
early-payment discounts, 224
economy, real estate investment factor, 14
educational opportunities, CD, 368–369
effective rent, 79–80
electrical components, 68
electrical outlets, Interior Unit Inspection 

Chcklist item, 65
electromagnetic fi elds (EMF), 307
electronic handbooks, Tenant Information 

Letter, 207–210
electronic transactions, 219, 223–224
e-mail, 119–120, 221, 254–255, 287
emergency maintenance, 285–286
Employee Polygraph Protection Act 

(EPPA), 275
employees

compensation, 272–273
employer of record, 276
employer responsibilities, 275–276
fi delity bonds, 41, 317
fi ring, 277–279
Forgery and Alterations policy, 41
hiring guidelines, 271–272
versu indepentdent contractors, 278
job duties, 272–273
legal rights postings, 275
on-site managers, 272, 276–277
property management element, 20
screening, 273–274
sexual harassment, 188, 277
Social Security, 276
tax withholdings, 276
time sheets, 273
versus independent contractor, 278

work schedules, 272–273
workers’ compensation insurance, 276

employer of record, 276
employers, advertising method, 113–114
employment, 23, 34, 168–169
employment-screening fi rms, 274
endorsement for money and securities, 317
energy conservation, vacant units, 68
entry doors, security guidelines, 303
environmental disclosure forms, 197
environmental hazards. See also hazardous 

materials
asbestos, 155–158
carbon monoxide, 306–307
EMF (electromagnetic fi elds), 307
fi res, 305–306
investment risk, 20
lead-based paint, 152–155
mold, 308–309
natural disasters, 307–308
radon gas, 157–159
snow/ice removal, 308

Environmental Protection Agency (EPA)
information resource, 369
lead-based paint, 152–155
mold prevention guidelines, 308–309
radon testing, 158

Equal Employment Opportunity Act, 275
Equal Housing Opportunity logo, 98–99
Errors and Omissions coverage, 41
escrow, rental property purchase, 47–48
evictions

affi rmative defense, 246
alternatives, 243–244
bankrupt tenants, 249
constructive eviction, 248
contested evictions, 247
Cure or Quit notices, 245
do’s/don’ts, 247–248
formal process, 246–247
holdover tenants, 249–250
judgement collection, 248
legal notices, 245
Notice to Quit, 245
Pay Rent or Quit notices, 245
proper legal service, 246
self-help eviction, 248
Unconditional Quit notice, 245
uncontested evictions, 246

exit surveys, move-out follow up, 238
expenses, 25, 321, 326
exterior lighting, crime deterrent, 303
exteriors, vacant unit enhancements, 62–63
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• F •
Fair Credit Reporting Act (FCRA), 171, 177
Fair Housing Act, 81
Fair Housing Amendments Act, 97–99, 174
Fair Housing laws

age-related issues, 182
Americans with Disabilities Act, 187–188
caretakers, 242
children, 183–184
chilling, 182–183
companion/service animals, 186
criminal history, 174
discrimination types, 181
disparate impact, 181
employment issues, 169
exemptions, 182
gender discrimination, 181
guest policy, 242
language, 182
minority status, 181
protected classes, 181
reasonable accommodations, 184–185
reasonable modifi cations, 185–186
referral fees, 100–101
rental property preparation element, 17
sexual harassment, 188
SSN (Social Security number), 172
steering, 182–183
target marketing, 92–93, 95, 97–99
tenant income issues, 169

Family and Medical Leave Act, 275
Federal Emergency Management Agency 

(FEMA), 308
Federal Labor Standards Act (FLSA), 275
Federal Reserve Board, 85
fees

credit reports, 172–173
dishonored rent payments, 224
late rent payments, 222–223
lockout calls, 209
nonrefundable security deposits, 84–85
property managers, 42–44
referral, 361
self-management advantages, 34
word-of-mouth referrals, 100–101

fi delity bonds, 40, 317
fi lters, maintenance/repairs, 68
fi nancing, positive versus negative 

leverage, 24
fi re extinguisher, 72, 305
fi replaces, 65, 306
fi res, safety issues, 305–306

fi rst impressions, tenants, 117–118
fi rst-time homebuyer, 355–356
fl at fees, late rent payments, 222–223
Flipping Houses For Dummies (Ralph R. 

Roberts/Joe Kraynak), 63
fl oor coverings. See also carpets

cleaning, 71–72
Interior Unit Inspection Checklist item, 65
tenant satisfaction, 236

fl yers, advertising method, 109–112
For Rent, rental publication, 112
Forgery and Alterations policy, 41
Form 1099, contractor services, 74, 279
forms, CD contents, 365–367
freezers, energy conservation measures, 68
full-perimeter fencing, access-control 

systems, 302
furnaces, 68, 306
furnished units, higher rent, 338–339

• G •
gas space heaters, carbon monoxide, 306
gas water heaters, carbon monoxide, 306
gender, Fair Housing discrimination, 181
good funds policy, rent payments, 201
Gookin, Dan (PCs For Dummies), 363
government programs, 342–347
governmental agencies, CD contents, 370
grace periods, rent payments, 216
Griswold, Robert (Real Estate Investing For 

Dummies), 14, 47
ground fault circuit interrupters (GFCI), 

65, 75
Guarantee of Lease or Rental Agreement, 

175–177
guarantors, Guarantee of Lease or Rental 

Agreement, 175–177
guest policy, tenant handling, 241–242

• H •
hand delivery, rent collection method, 217
handicapped persons, 184–188, 242 
hardware, Interior Unit Inspection Checklist 

item, 65
hazardous materials. See also environmental 

hazards
acoustic ceilings, 69
asbestos, 155–158
lead-based paint, 152–155
radon, 157–159
renovation concerns, 62
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heating units, Interior Unit Inspection 
Checklist item, 65

Holding Deposit Agreement and Receipt, 
149–151

holdover tenants, eviction, 249–250
home business, rental properties, 28
HOME program, rehabilitation loans, 346
homeowners’ association (HOA), 64
hooks, newspaper advertisements, 107–108
house numbers, safety item, 73
house rules, 193–196, 232
(Department of Housing and Urban 

Development)
lead-based paint, 152–155
rehabilitation loans, 346–347
Section 8 program, 342–346, 362

HUD-certifi ed seniors property, Fair Housing 
law exemptions, 182

• I •
illegal holdovers, eviction, 249–250
iMac For Dummies (Mark L. Chambers), 364
implied warranty of habitability, 283
inadvertent owners, 22–23
incentives, lease renewals, 236–237
Incident Report, insurance claim, 319–320
income, 168–170, 172
income items, fi ling system, 326
income journals, property records, 327
income shelter, ownership reason, 358
income taxes, 321–323. See also taxes
independent contractor, 278
Individual Taxpayer Identifi cation Number 

(ITIN), 172
infl ation, ownership reason, 357
inheritance, ownership reason, 23
installment agreements, 82–83
Institute of Real Estate Management (IREM)

CD contents, 366
contractor references, 74
credit history verifi cation, 171
education resource, 27
exterior inspection form, 284
professional designations, 368–369
property manager research, 40
repair cost statistics, 287

insurance
actual cash value, 316
aggregate deductible, 316
basic packages, 315
broad form coverage, 315
broker selection criteria, 315

building ordinance, 317
claim handling, 319–320
coinsurance clauses, 318
coinsurance penalties, 318
deductibles, 317–318
endorsement for money and securities, 317
Errors and Omissions coverage, 41
fi delity bonds, 317
fi ling system, 327
Forgery and Alterations policy, 41
Incident Report, 319–320
investment protection, 20
landlord’s policy, 316
liability coverage, 314
loss history, 51
nonowned auto liability coverage, 317
personal residence, 316
property managers, 40
rental property purchase, 51–52
Renter’s Insurance Addendum, 318–319
replacement cost, 316
special form coverage, 315
supplemental coverage, 316
umbrella coverage, 316–317
workers’ compensation, 276
written binders, 315

insurance policies, 326
Insurance Research Council, 318
interest payments, security deposits, 85
Interior Unit Inspection Checklist, 64–66
interiors, vacant unit enhancements, 63–66
Internet

advertising method, 103–105
parts/supply purchases, 296
tenant screening resource, 172
Web-based telecommunications, 123

Internet access, 338, 360–361
investments

diversifi cation benefi ts, 355
positive versus negative leverage, 24
property management guidelines, 20
real estate factors, 14
Real Estate Investment Trusts (REITs), 12
rental property ownership, 9–10, 23

invoices, payment reminders, 221
IRS

code 1031 (Starker Exchange), 356
contractor services, 74
depreciation recovery period, 323
Form 1099 (Statement of Miscellaneous 

Income), 74,279
independent contractor versus 

employee, 278
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ITIN (Individual Taxpayer Identifi cation 
Number), 172

passive loss rule, 46
passive versus active activity, 322
tax-deferred exchange, 323

• J •
job descriptions, 272–273
Job Safety and Health Protection, 275
job transfers, rental property 

ownership, 23
joint and severally responsible, 214, 220
judgement collections, 248

• K •
kerosene space heaters, 306
keys

master key system, 302
pre-move-in meeting, 208–209
security controls, 302–303

knaps, carpet fi bers, 71
Kraynak, Joe, (Flipping Houses For 

Dummies), 63

• L •
landlord’s policy, 316
landlord-tenant attorney, 30
Landlord-Tenant Statutes (by state), 371–381
language, Fair Housing discrimination, 182
last month’s rent, security deposit, 85
laundry machines, 336–337
law enforcement offi cers, 304–305
Lead-Based Paint Disclosure Form, 153–154
lead-based paint, mandatory disclosures, 

152–155
Lease Agreement, rental contracts, 88
lease option agreement, 339–341
Lease or Rental Agreement Violation Letter, 

late/nonpayment of rent, 240
leases

assignments, 250
fi xed-term contract, 86–87
lease option agreement, 339–341
renewal benefi ts, 233–237
rental property purchase, 54–55
subleases, 250

lease-up costs, property managers, 43
leasing agencies, advertising, 114–115
legal experts, 30, 274

legal information, CD contents, 367–368
legal notices. See also notifi cations

abandoned personal property, 267
evictions, 244
rent collection, 225

legal rights postings, employees, 275
leverage

positive versus negative, 24
property ownership reason, 357

liability claims, statute of limitation, 328
Liability Consultants, Inc., 313–314
liability insurance, 314
licenses, 40, 50
liens, 267, 324
lighting, crime deterrent, 303
like-kind property, tax-deferred, 323
loan documents, ownership fi le, 326
local employers, advertising, 113–114
local/neighborhood newspapers, 105–109
locations

online advertising, 104
property directions, 139–140
property signs, 103
real estate investment factor, 14
rent rate factors, 79
target market element, 92

lock sets
changing between tenants, 208
security controls, 302–303
vacant unit safety item, 72

lockout call policy, tenants, 209
long-term capital gains, income types, 321
long-term investments, rental property, 23
loss history, rental property insurance, 51
loss leaders, property manager, 39–40
low down payment, ownership, 355–356

• M •
Macintosh, CD installation, 364
Macs For Dummies (Edward C. Baig), 363
maintenance requests

corrective, 287
cosmetic, 288
custodial, 287–288
deferred, 288
e-mail requests, 287
emergency situations, 285–286
eviction response, 247
exterior inspection form, 284
fi ling system, 326
implied warranty of habitability, 283
landscaping, 295
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maintenance requests (continued)

Maintenance Request Form, 289–292
Notice of Intent to Enter Rental Unit, 291
parts/supply purchases, 295–296
planning benefi ts, 284–285
pool/spa, 295
preventive, 286–287
property management element, 19–20
reimbursing tenant repairs, 289
repair material markup concerns, 40
request response, 231
self-management advantages, 34
tenant’s do-it-yourself repair, 292, 295
tenant’s responsibility, 285
vacant units, 67–68

maintenance professionals, 29
Maintenance Request Form, 289–292
mandatory disclosures, 152–160
manual accounting, one-write system, 330
market analysis, rent rate method, 77–81
Market Survey form, rent payment 

analysis tool, 79
market value

versus assessed value, 324
property ownership reason, 357
rental property preparation, 15–16
rental property purchase, 55–56

marketing plans, 91–93
marketing strategies

advertising, 93–97, 100–115
Fair Housing laws, 97–99
gross versus net rent, 80–81
marketing plans, 91–93
rental property preparation, 16–17
WIFM (what’s in it for me) concept, 

93, 96
marketing. See advertising
master key system, security concerns, 302
master meters, utility provider, 294
master trust bank account, 40
media, CD contents, 370
mediation services, eviction, 243
Megan’s Law, sexual offenders, 159–160
metal strips, Interior Unit Inspection 

Checklist item, 65
Microsoft Offi ce, CD requirement, 363
Microsoft Publisher, fl yers, 110
Microsoft Windows Me For Dummies (Andy 

Rathbone), 364
military newspapers, advertising, 109
minority status, Fair Housing discrimination, 

181
minors, liability claim records, 328
mold, environmental hazards, 308–309

Mold Notifi cation Addendum, 197–198
moldings, Interior Unit Inspection 

Checklist item, 65
money judgements, collection methods, 248
Month-to-Month Rental Agreement, 87–88
mortgage interest, leverage, 357
move-in date, 192–193, 215–216
move-in gifts, 361–362
Move-In/Move-Out Inspection Checklist, 

202–203, 258
move-out date

abandoned units, 266–267
damage discovery handling, 258
eviction alternatives, 244
eviction process, 245–248
Move-Out Information Letter, 256–257
ordinary wear and tear versus damage, 

260–261
pricing chart, 264
security deposit disputes, 259–260, 265–266
Security Deposit Itemization Form, 261–262
Tenant’s Notice of Intent to Vacate 

Rental Unit, 254–255
tenant’s verbal notice, 254
unpaid rent collection, 265
voluntary move-out, 243
walk-through inspection, 257–264

move-out day, tenant follow up, 238
Move-Out Information Letter, 256–257
multi-family apartment buildings, 12–13
multi-family houses, 12
multiple properties, accounting codes, 327
multiple tenants

domestic problems, 251
rent payments, 220
security deposit accounting, 262

municipal court, tenant problems, 244

• N •
National Affordable Housing Management 

Association (NAHMA), 369
National Apartment Association (NAA)

contact information, 99
contractor references, 74
credit history verifi cation, 171
education resource, 27
Fair Housing laws, 99
nonpayment legal notices, 225
on-site manager employee agreement, 272
professional designations, 369
property manager research resource, 40
security deposit interest, 85
tenant screening services, 173
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National Apartment Leasing Professional 
(NALP), NAA designation, 369

National Association of Home Builders 
(NAHB), 369

National Association of Realtors, 225
National Association of Residential Property 

Managers (NARPM), 369
National Council of State Housing Agencies 

(NCSHA), 369
National Lead Information Center (NLIC), 

lead-based paint, 153
National Leased Housing Association 

(NLHA), 369
National Multi-Housing Council (NMHC), 

12, 369
National Safety Council, radon testing, 158
natural disasters, 286, 307–308, 316
natural gas furnaces, carbon monoxide, 306
natural hazards, investment risk, 20
negative leverage, rental property 

ownership, 24
neighborhood/local newspapers, advertising, 

105–109
newsletters, CD contents, 370
no index, house rules, 195
noise, problem tenant handling, 242
nonowned auto liability coverage, 317
nonrefundable security deposits, 84–85
Notice of Denial to Rent form, 178–180
Notice of Intent to Enter Rental Unit, 291
Notice to Pay Rent or Quit, 216
Notice to Quit, evictions, 245
notifi cations. See also legal notices

criminal acts, 301
evictions, 244
prospective tenants, 178–180
rent payment increase, 227–228
request for entry, 231–232

• O •
occupancy, 166–167, 240–241
Occupational Safety and Health 

Administration (OSHA), asbestos, 158
occupied units, showing, 143–144
oil furnaces, 306
one-write system, accounting method, 330
online advertising, Internet, 103–105
online editions, newspapers, 105–109
on-site managers, 272, 276–277
open houses, prospective tenants, 137–138
OpenOffi ce.org, multi-platform offi ce 

productivity suite, 364–365

operating expenses, tax deductions, 321
operating systems, CD requirements, 363
oral agreements, rental contracts, 89–90
ordinary income, types, 321
ordinary wear and tear versus damage, 

260–261
outdoor lighting, crime deterrent, 303
owner-occupied rental property, Fair Housing 

law exemptions, 181

• P •
painting, 69–70, 288
Parents for Megan’s Law (PFML), 160
parking areas, non-rent revenue, 337–338
partial payments, rent payments, 225
passive activity, income taxes, 322
Pay Rent or Quit notices, evictions, 245
payback time frame, renovations, 60–61
payment reminders, 221
PCs For Dummies (Dan Gookin), 363
Peachtree Business Products, one-write 

system, 330
per head rent, Fair Housing Act, 81
percentage late fee, rent, 222–223
permits, rental property purchase, 50
personal digital assistant (PDA), 122–123
personal property, 48, 64, 267
pest control reports, 326
pest controls, maintenance/repair item, 68
pet-friendly units, 347–348, 361
photo IDs, identity verifi cation, 166
physical/mental disabilities, 183–184
plumbing fi xtures, 64, 68
Policies and Rules document, 193–196
pools, maintenance/repairs, 68
positive leverage, rental property 

ownership, 24
post-dated checks, avoiding, 218
pre-move-in meeting

Animal Agreement, 199–200
environmental disclosure forms, 197
key presentation, 210–211
Mold Notifi cation Addendum, 197–198
Policies and Rules document, 193–196
property inspection, 204–207
rent payment collection, 203–204
rental contract signing, 196–197
Smoke Detector Agreement, 199
tenant fi les, 209–210
Tenant Information Letter, 206–208
utility company contacts, 196
welcome packages, 211–212
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preventive maintenance, 286–287
pricing chart, vacating tenants, 264
PrintMaster Gold, fl yers, 110
priority waiting lists, tenants, 151–152
privacy, tenant satisfaction, 231–232
prizes, timely payment rewards, 226
professional designations, CD, 368–369
professional management, 36–38. 

See also property managers
professional organizations, 369
professional tenants, 162
proper legal service, evictions, 246
property brochures, advertising, 114
property directions, tenants, 139–140
property inspections, 204–207
Property Knowledge Sheet, 125–127
property management

accountants, 29
care/maintenance techniques, 19–20
home business opportunity, 28
investment guidelines, 20
investment-only attitude, 27
keys to success, 9
legal experts, 30
maintenance professional, 29
owner types, 22–23
people business, 22
property manager, 29
pros/cons, 10–11
rent payment policies, 18
rental locator service, 30
skills-development resources, 26–27
skills/experience assessment, 30–32
tenant moves, 18
tenant-retention programs, 19
time management, 28
troublesome tenant handling, 19

property managers. See also professional 
management

cash savings consideration, 35
contract guidelines, 40, 44–45
credentials, 40
duties/services, 38
fee considerations, 42–44
fi delity bonds, 40
insurance requirements, 40
lease-up costs, 43
licensing requirements, 40
loss leader, 39–40
master trust bank account, 40
questions for, 41–42
references, 39
repair material markup concerns, 40

research resources, 40
task delegation, 29
tenant’s loyalty, 146

property ownership
income shelter, 358
infl ation beater, 357
investment diversifi cation, 355
leverage, 357
low upfront cash, 355–356
market value increase, 357
positive cash fl ow, 358
retirement building strategy, 358
second income opportunity, 356
tax advantages, 356

property ownership fi le, contents, 326
property records, fi ling system, 327–328
property signs, advertising, 101–103
property taxes, 20, 324. See also taxes
property visits, rental property, 16–17
prorating, rent payments, 215–216
prospective tenants. See also tenants

application verifi cation, 165–177
cleanliness, 67
closing the deal, 146–147
Comparison Charts, 127–128
creating a “sense of urgency,” 138
credit history, 169–173
criminal history verifi cation, 173–175
fi nal decision process, 177
fi rst impressions, 67, 117–118
gross versus net rent marketing 

strategies, 80–81
holding deposits, 149–151
individual appointments, 138–139
information gathering, 130–131
initial contact communications, 128–130
mandatory disclosures, 152–160
notifi cation process, 178–180
objection handling, 134–135, 145–146
open houses, 137–138
phone call/showing conversion, 135–137
prequalifying, 132–134
prequalifying during showing, 145
property directions, 139–140
Property Knowledge Sheet, 125–127
reference verifi cation, 175
renovation/upgrade guidelines, 60–62
rental application, 147–149
rental concessions, 79–80
rental property preparation, 16–17
risk scoring, 177
screening, 162
selection criteria, 162–165
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selling your property, 132, 138
sexual offender notifi cation, 159–160
showing occupied units, 143–144
Statement of Rental Policy, 164
target market identifi cation, 92–93
target marketing, 95
telecommunications, 119–137
Telephone Prospect Card, 124–125
vacant unit showing, 142–143
waiting lists, 151–152
WIFM (what’s in it for me) concept, 93, 96
word-of-mouth referrals, 100–101

protected class
Fair Housing discrimination, 181
house rules, 195

public assistance, tenant income, 169
public housing authorities (PHAs)

rehabilitation loans, 346–347
Section 8 program, 342–346

purchase offers, property ownership fi le, 326

• Q •
questions

Property Knowledge Sheet, 125–127
property management fi rms, 41–42
prospective tenant information gathering, 

130–131
skills/experience assessment, 30–32
Telephone Prospective Card, 124–125

Quicken Rental Property Manager (RPM), 
accounting software, 332

• R •
radon detectors, vacant unit safety item, 73
radon gas, mandatory disclosures, 157–159
rate guarantees, vacant units, 360
Rathbone, Andy

Microsoft Windows Me For Dummies, 364
Windows 2000 Professional For Dummies, 

364
Windows 98 For Dummies, 364
Windows Vista For Dummies, 364
Windows XP For Dummies, 364

real estate agents, broker referrals, 115
real estate, investment factors, 14
Real Estate Investing For Dummies (Robert 

Griswold/Eric Tyson), 14, 47
Real Estate Investment Trusts (REITs), 12
real estate professional, IRS defi nition, 322

real estate sales offi ces, property manager 
concerns, 39–40

reasonable accommodations, Fair Housing 
laws, 184–185

reasonable modifi cations, Fair Housing laws, 
185–186

receipts
multiple property codes, 327
rent payment tracking, 328

records
fi ling systems, 325–327
minor liability claims, 328
multiple property accounting codes, 327
property management element, 20
property transactions, 327–328
receipt tracking, 328
rejection letters, 180
security deposits, 328
storage timelines, 329
tenant fi les, 211–212
tenant maintenance requests, 292
utility bills, 50–51

recovery period, depreciation, 323
references

property management fi rms, 39
Rental Application verifi cation, 175

referral fees, vacant units, 361
refrigerators

energy conservation measures, 68
life expectancy, 293

regional newspapers, advertising, 105–109
rehabilitation loans, government programs, 

346–347
rejection letters, storage timeline, 180
Relief from Automatic Stay, 249
remote management, 35–36
renovations. See also upgrades

building permits, 62
payback time frame, 60–61
prospective tenant expectations, 61–62
vacant units, 60–62
word-of-mouth referral incentives, 101

rent collection material, CD contents, 366
rent payments

business necessity exceptions, 81
checks, 218
collection methods, 217
comparable properties, 78
due dates, 214–216
early-payment discounts, 224
effective rent, 79–80
electronic transactions, 219
good funds policy, 201
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rent payments (continued)

grace periods, 216
gross versus net rent marketing 

strategies, 80–81
increasing, 226–228
joint and severally responsible, 214, 220
judgement collection, 248
late fees, 222–223
late rent collection, 221–222
legal notices, 225
location factors, 79
market analysis method, 77–81
move-out date problems, 265
multiple tenants, 220
online advertising, 105
partial payments, 225
per head rent, 81
policies, 18
pre-move-in meeting collection, 203–204
problem tenant handling, 240–241
prorating, 215–216
receipt tracking, 328
rent control issues, 81, 228
rental concessions, 79–80
rental property purchase evaluations, 55–56
retaliatory rent increase, avoiding, 227
return on investment method, 76–77
returned rent payment handling, 223–224
rewarding timely payments, 226

rent roll, rental property purchase, 49–50
rental applicants, rental locator service, 30
Rental Application

credit history verifi cation, 169–173
criminal history verifi cation, 173–175
guarantors, 175–177
guidelines, 147–149
identity verifi cation, 165–166
income verifi cation, 168–170
notifi cation letters, 178–180
occupancy verifi cation, 166–167
reference verifi cation, 175
rental history verifi cation, 167–168
Social Security number verifi cation, 171–172

rental concessions, rent payments, 79–70
rental contract material, CD contents, 366
rental contracts. See also contracts

Addendum to Lease or Rental 
Agreement, 89

broken agreements, 250–251
Lease Agreement, 88
lease agreements, 86–87
Month-to-Month Rental Agreement, 88
month-to-month rental agreements, 87–88
move-in document, 196–197

oral agreement, avoiding, 89–90
Rental Rate Guarantee Certifi cate, 90
rental property purchase, 54–55
Renter’s Insurance Addendum, 319
security disclaimers, 300
Smoke Detector Agreement, 306
Tobacco Smoke-Free Areas Addendum, 351

rental history, Rental Application verifi cation, 
167–168

rental locator fi rms, advertising, 114–115
rental locator service, prescreened rental 

applicants, 30
rental properties

actively involved tax advantages, 46
application verifi cation, 165–177
closing the deal, 146–147
condominiums, 12
contract types, 16
curb appeal, 14–15
depreciation, 25
duplexes, 12
holding deposits, 149–151
implied warranty of habitability, 283
inadvertent owners, 22–23
insurance claim handling, 319–320
lease-up costs, 43
lockout call policy, 209
mandatory disclosures, 152–160
market value, 15–16
multi-family apartment buildings, 12–13
multi-family houses, 12
objection handling, 145–146
ownership advantages, 24–25
preparation planning elements, 14–17
prequalifying prospects, 145
professional management, 36–38
property taxes, 324
remote management issues, 35–36
Rental Application, 147–149
security deposits, 15–16
self-management, 33–35
sexual offender notifi cation, 159–160
showing occupied units, 143–144
showing vacant units, 142–143
single-family houses, 12
statistics, 12
straight-line depreciation, 323
subdivided houses, 12
tax consequences, 45–46
townhouses, 12
waiting lists, 151–152

rental property purchase
contracts, 51
current rent evaluation, 55–56
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due diligence period, 47–48
escrow, 47–48
fi nal walk-through, 52
included personal property, 48
lease conversions, 54–55
licenses, 50
loss history, 51
permits, 50
rent roll, 49–50
rental contract conversions, 54–55
security deposits, 49–50
seller’s insurance policy, 51–52
service agreements, 51
tenant fi les, 49
tenant meetings, 52–53
unit inspections, 53–54
unoccupied properties, 56
utility bill records, 50–51
verbal agreement, avoiding, 49–50

rental publications, advertising, 112
Rental Rate Guarantee Certifi cate, rental 

contracts, 90
rental subsidy programs, 342
rental units, Tenant Maintenance Request 

forms, 292
Renter’s Insurance Addendum, 319
renter’s insurance, coverage types, 318–319
rent-ready condition, vacant units, 359–360
RentRight, accounting software, 333
repair, material markup concerns, 40
replacement cost coverage, insurance, 316
replacement cost, insurance loss payment, 

316
request for entry notifi cation, tenant 

satisfaction, 231–232
Request for Proposal, contractors/vendors, 

281
Resident Appreciation Day, tenant 

satisfaction, 236–237
Resident Utility Billing Systems (RUBS), 294
Residential Lead-Based Paint Hazard 

Reduction Act, 153, 155
retail stores, community bulletin boards, 113
retirement, property ownership, 358
return on investment, rent rate method, 

76–77
rifl e approach, advertising method, 94–95
risk scoring, rental applicants, 177
Roberts, Ralph R. (Flipping Houses For 

Dummies), 63
roof, rental unit safety concerns, 73
roommates

departure handling, 251
security deposit accounting, 262

rural housing programs, rehabilitation 
loans, 346

• S •
safety items

carbon monoxide detectors, 73, 306–307
fi re extinguisher, 72, 305
GFCI (ground fault circuit interrupters), 73
house number/address display, 73
lock sets, 72
radon detectors, 73
roof access, 73
smoke detectors, 72–73, 199, 306
vacant unit inspection, 72–73
window locks, 210

safety-related issues
fi res, 305–306
response guidelines, 299–300

safety-related rules, avoiding discrimination 
of children, 184

sale/disposal, abandoned personal 
property, 267

scams, early-payment discounts, 224
scenario-specifi c laws (by state), 382–392
Schedule E, rental property taxes, 45–46
seasonal weather, temperature 

guidelines, 287
second income, property ownership 

reason, 356
second-party checks, avoiding as rent 

payment, 218
Section 8 program

PHAs (public housing authorities), 342–346
vacant units, 362

security cameras, illusion of security, 303
Security Deposit Itemization Form

damage recovery, 261–262
fi ling system, 327

security deposits
accounting practices, 83–84
certifi cate of mailing, 262
certifi ed mail, 262
damage/unpaid rent collection issues, 265
deduction accounting, 262–264
dispute resolution, 265–266
income tax liability, 322
increasing existing, 86
installment agreements, 82–83
interest payments, 85
last month’s rent, 85
move-in special, 83
move-out disputes, 259–260
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security deposits (continued)

nonrefundable, 84–85
recording, 328
rental property preparation element, 15–16
rental property purchase, 49–50
Security Deposit Itemization Form, 261–262
single-family homes, 83
U.S. states issues, 81–83

security
access-control systems, 302–303
card keys, 302
crime prevention programs, 298–299
crime response guidelines, 301
deadbolts, 302–303
drive-through and property lock-up 

services, 304
entry doors, 303
full-perimeter fencing, 302
keys, 302–303
lighting, 303
rental contract disclaimers, 300
smart cards, 302
standing guard services, 303
tenant fi les, 301
window locks, 303

security devices, liability concerns, 300
security encryption, electronic transactions, 

219
security services, hiring guidelines, 304–305
self-help eviction, irrational decisions, 248
self-management, pros/cons, 33–35
senior housing

Fair Housing law exemptions, 182
pros/cons, 349–350

service agreements, rental property 
purchase, 51

service animals, Fair Housing laws, 186
sexual harassment, employees, 277

Fair Housing discrimination, 187
sheltering other income, property ownership 

reason, 358
short-term capital gains, income types, 321
shotgun approach, advertising method, 94–95
single-family houses

Fair Housing law exemptions, 182
professional tenants, avoiding, 162
rental property type, 12
security deposits, 83

sliding glass doors, security guidelines, 303
small claims court, tenant problems, 243
smart cards, access-control systems, 302
Smoke Detector Agreement, 199, 306

smoke detectors
installing/inspecting, 306
Interior Unit Inspection Checklist item, 65
safety importance, 199
vacant unit safety item, 72–73

smoke-free units, 350–351
snow/ice, environmental hazard, 308
Social Security numbers, Rental Application 

verifi cation, 171–172
Social Security withholding, employees, 276
soft rental markets, Comparison Charts, 

127–128
space heaters, 306
spas, maintenance/repairs, 68
special form coverage, insurance package, 

315
standing guard services, 304–305
Starker Exchange, IRS code 1031, 323, 356
state laws, security deposit restrictions, 

15–16
Statement of Rental Policy, tenant 

screening, 164
state laws

Fair Housing laws, 99
grace periods, 216
Landlord-Tenant Statutes, 371–381
lease agreements, 86–87
month-to-month rental agreements, 88
move-out notice timelines, 254
nonpayment legal notices, 225
nonrefundable security deposits, 84–85
Notice to Pay Rent or Quit, 216
occupancy guidelines, 166
referral fees, 100–101
rent control, 81, 228
repair-and-deduct remedy, 289
request for entry notifi cation, 232
scenario-specifi c laws, 382–392
security deposit interest payments, 85
security deposits, 82–83
sexual offenders, 159–160
showing occupied units, 144
tenant income verifi cation, 169
window locks, 210
workers’ compensation, 276

steering, Fair Housing discrimination, 
182–183

storage, abandoned personal property, 267
storage areas, Interior Unit Inspection 

Checklist item, 65
storage units, non-rent revenue, 337
stove/oven, life expectancy, 293
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straight-line depreciation, rental properties, 
323

student rentals, 348–349
subdivided houses, rental property type, 12
subleases, lease agreements, 251
supplemental coverage, insurance package, 

316
support animals, Fair Housing laws, 186
surveys

exit, 238
market analysis, 77–79

• T •
tape measures, vacant unit showing, 143
target marketing, Fair Housing laws, 97–99
target markets

fl yer distribution, 111–112
marketing plans, 92–93

tax laws, real estate investment factor, 14
taxable income, operating expense types, 321
tax-deferred exchange, real estate, 323
taxes. See also income taxes; property taxes

depreciation expenses, 25
versus electronic communications, 119–120
employees, 276
income, 321–323
investment consideration, 20
property, 324
property ownership advantages, 356
rental property consequences, 45–46
tax-deferred exchange, 323

tear sheets, newspaper advertisements, 109
telecommunications

call forwarding, 120
caller ID, 120–121
cellphones, 122
Comparison Charts, 127–128
creating a “sense of urgency,” 138
digital pager, 122
information gathering, 130–131
initial contact guidelines, 128–130
late rent collection, 221–222
objection handling, 134–135
personal digital assistant (PDA), 122–123
prequalifying prospective tenants, 132–134
Property Knowledge Sheet, 125–127
selling your property, 132, 138
showing conversion, 135–137
Telephone Prospect Card, 124–125
voice mail, 121–122

working vacations, 123
Telephone Prospect Card, 124–125
temperatures, seasonal weather 

guidelines, 287
tenant complaints, fi ling system, 326
tenant fi les

content guidelines, 326
information content, 211–212
organization methods, 325–327
physical security guidelines, 301
rental property purchase, 49
Tenant Maintenance Request forms, 292

Tenant Information Letter, pre-move-in 
meeting, 207–210

tenant meetings, rental property purchase, 
52–53

Tenant Pro, accounting software, 333
tenant problems

additional occupants, 241–242
arbitration services, 244
assignments, 251
bankruptcies, 249
broken rental contracts, 250–251
death, 252
departing roommates, 251
domestic troubles, 252
eviction alternatives, 243–244
eviction process, 245–248
illegal holdovers, 249–250
inappropriate noise level, 242
late rent payment, 240–241
mediation services, 244
money judgement collections, 248
municipal court, 244
nonpayment of rent, 240–241
small claims court, 244
subleases, 251
unsupervised children, 243

tenant satisfaction
communications, 230
fl oor coverings, 236
house rule enforcement, 232
lease renewals, 233–237
maintenance request response, 231
move-out follow up, 238
rent rates/increases, 232–233
request for entry notifi cation, 231–232
Resident Appreciation Day, 236–237

tenant screening services
membership consideration, 172–174
risk scoring, 177
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Tenant’s Notice of Intent to Vacate Rental 
Unit, 254–255

tenants. See also prospective tenants
abandoned personal property, 267
abandoned units, 266–267
Animal Agreement, 199–200
appliance serial numbers, 48
Census Bureau statistics, 12
changing lock sets between, 208
Crime and Drug-Free Housing Addendum, 

298–299
crime response guidelines, 301
custodial maintenance, 287–288
death, 252
discouraging do-it-yourself repairs, 292, 295
environmental disclosure forms, 197
Incident Report, 319–320
joint and severally responsible, 214, 220
key presentations, 210–211
lease advantages, 87
lockout call policy, 210
maintenance requests, 289–292
maintenance responsibility, 285
Mold Notifi cation Addendum, 197–198
money judgement collections, 248
month-to-month agreements, 87–88
move-in date, 192–193
move-in rent collection, 203–204
Move-In/Move Out Inspection Checklist, 

204–207
move-out follow up, 238
Move-Out Information, Letter, 256–257
move-out walk-through, 257–264
moving in/out, 18
Notice of Intent to Enter Rental Unit, 291
personal lock issues, 302
person-to-person late rent collection, 221
Policies and Rules document, 193–196
preventive maintenance notifi cation, 287
pricing chart, 264
property manager’s loyalty, 146
rate increase notifi cation, 227–228
reasonable accommodations, 184–185
reasonable modifi cations, 185–186
referral fees, 361
rent payment policies, 18
rental contracts, 196–197
Rental Rate Guarantee Certifi cate, 90
renter’s insurance, 318–319
Renter’s Insurance Addendum, 319
repair reimbursements, 289
retention programs, 19
Security Deposit Itemization Form, 261–262
sexual harassment, 188, 277

showing occupied units, 143–144
Smoke Detector Agreement, 199, 306
submetering utilities, 294
support animals, 186
Tenant Information Letter, 207–210
Tenant’s Notice of Intent to Vacate 

Rental Unit, 254–255
troublesome tenant handling, 19
utility bills, 196
verbal agreement, avoiding, 49–50
verbal move-out notice, 254–255
welcome packages, 212
word-of-mouth referral fees, 100–101

thresholds, Interior Unit Inspection 
Checklist item, 65

time constraints, self-management 
disadvantages, 35

time frames
newspaper advertisements, 108–109
open houses, 138
record storage, 329
rent payments, 214–216

time sheets, employees, 273
Tobacco Smoke-Free Areas Addendum, 351
townhouses, rental property type, 12
trade organizations, CD contents, 369
trash, Interior Unit Inspection 

Checklist item, 64
Tyson, Eric (Real Estate Investing For 

Dummies), 14, 47

• U •
U.S. mail

certifi cate of mailing, 262
payment reminders, 221
rent collection method, 217
tenant’s move-out notice, 254–255

umbrella coverage, 316–317
Unconditional Quit notice, evictions, 245
uncontested evictions, 245
Uniformed Services Employment and 

Reemployment Rights Act (USERRA), 275
unit inspections, 53–54
unit size, 92, 104
unoccupied properties, 56
upgrades. See also renovations

appliances, 61–62
Internet access, 360–361
payback time frame, 60–61
vacant unit enhancements, 60–62, 361–362
word-of-mouth referral incentives, 101

Urban Land Institute (ULI), 369
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utilities
master meter, 294
RUBS (Resident Utility Billing Systems), 294
shut-off location, 207, 286
submetering, 294

utility bills
move-in process element, 196
rental history verifi cation, 168
rental property purchase, 50–51
showing occupied units, 144

utility payments, online advertising, 105

• V •
vacancy levels, market analysis, 78
vacant units

cleanliness, 67
competitive rent, 360
contractors, 73–74
corporate relocation services, 362
curb appeal, 359
energy conservation measures, 68
exterior enhancements, 62–63
fi nal cleaning, 70–71
fi rst impressions, 67
fl oor covering cleaning, 71–72
general cleaning, 66
gross versus net rent marketing 

strategies, 80–81
interior enhancements, 63–66
Interior Unit Inspection Checklist, 64–66
Internet access, 360–361
maintenance/repairs, 67–68
move-in gifts, 361–362
painting, 69–70
pet-friendly policy, 361
property sign pros/cons, 102–103
rate guarantees, 360
referral fees, 361
renovations, 60–62
rent-ready condition, 359–360
safety items, 72–73
Section 8 program, 362
showing, 142–143
upgrade enhancements, 361–362
walk-through inspections, 59–60

vacations, 123
vehicles, expense tracking, 328
vendor material, CD contents, 366
vendors

bidding pitfall, 280
CD contents, 370

IRS Form 1099 (Statement of Miscellaneous 
Income), 279

parts/supply discounts, 295–296
payment in advance, 282
product/service standards, 281
property management element, 20
quote concerns, 281
Request for Proposal, 281
selection guidelines, 279–280
sexual harassment, 187
unclear billing/payment expectations, 282

verbal agreements, 49–50
vignettes, rental unit showing, 143
Violence Against Women Act, 251
visibility, property signs, 102
voice mail, telecommunications, 121–122
voluntary move-out, avoiding eviction, 244

• W •
waiting lists, prospective tenants, 151–152
walk-throughs

move-out date, 257–264
prospective tenant appointments, 138–139
rental property purchase, 52

walls, Interior Unit Inspection Checklist 
item, 65

water bills, rental history verifi cation, 168
water heaters

carbon monoxide concerns, 306
energy conservation measures, 68
life expectancy, 293

Web sites
A.M. Best Company, 315
ADA (Americans with Disabilities Act), 186
Apartamentos Para Rentar, 104
Apartment Guide, 104
Burglary Prevention Council, 298
CORT, 339
Craig’s List, 104
CRAs (consumer reporting agencies), 171
Crime Free Multi-Housing Program, 298
Department of Housing and Urban 

Development, 99
EPA (Environmental Protection Agency), 

153, 308
Equal Housing Opportunity logo, 99
Equifax, 171
Experian, 171
FEMA (Federal Emergency Management 

Agency), 308
For Rent, 104
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Web sites (continued)

Humane Society, 348
IREM (Institute of Real Estate Management), 

27
IRS, 323
legal rights postings, 275
mold information documents, 309
NAA (National Apartment Association), 

27, 99
Peachtree Business Products, 330
PFML (Parents for Megan’s Law), 160
Rent.com, 104
RentalHomesPlus, 104
RentRight, 333
Section 8 program, 343
Smokefree Apartment House Registry, 351
Tenant Pro, 333
TransUnion, 171

welcome packages, new tenants, 210–211
white space, advertisements, 107
WIFM (what’s in it for me) concept, 93, 96
window locks, 65, 210, 303

Windows 2000 Professional For Dummies 
(Andy Rathbone/Sharon Crawford), 364

Windows 98 For Dummies (Andy 
Rathbone), 364

Windows PC, CD installation, 364
Windows Vista For Dummies (Andy 

Rathbone), 364
Windows XP For Dummies (Andy Rathbone), 

364
witnesses, 258, 267
wood-burning stoves, 306
word-of-mouth referrals, 100–101
work schedules, employee, 272–273
working vacations, 123
written binders, temporary insurance 

coverage, 315

• Y •
Yardi Genesis, 334
Yardi Voyager, 333–334
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