
 
New Tenancy Checklist 

FINDING NEW TENANTS 

❏ Meet Face-to-Face - It’s always best to meet people face-to-face. Not only will this 
give you  a chance to have a better introduction, you can also pick up on any potential 
give-aways that this person may not be a good fit.   

❏ Personal References - Don’t take someone’s references at face-value. Call their 
references and ask pointed questions until you are satisfied. Beware friends and family 
posing as previous landlords. 
❏ Question to consider asking:  

❏ When did they rent with you? 
❏ For how long did they rent? 
❏ Were there any payment issues? 
❏ Do they have pets? What issues, if any, occurred? 
❏ Did other tenants have issues? 
❏ Did they damage your unit besides normal wear and tear?  
❏ Did the Tenant give you proper notice to end the tenancy? 
❏ Would you rent to this Tenant again? 

❏ Employment References - Understanding where a potential tenant’s income is 
coming from is integral to your relationship with them. Call their employer and ensure 
their employment is accurate to what they’ve included on their application. 
❏ Questions to consider asking:  

❏ Does this person work for you? 
❏ How long have they been there? 
❏ What is their job title? 
❏ What is their current wage? 
❏ What is their work status - full time, part-time, casual? 

❏ Pets - If your potential tenant has pets, ask to meet them before accepting any 
agreement. Find out how your unit will work for their animals. If they have high-energy 
dogs, find out how they will be exercised throughout the day.  
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TENANCY PAPERWORK 
❏ Rental Application - Ensure you and your new tenants both have copies of the Rental 

Application. 
❏ Tenancy Agreement - Outline and provide the Tenant with the Tenancy Agreement 

you have agreed upon. Ensure you are aware of everything within. Both parties should 
receive a copy. 

❏ Security Deposit - A landlord is allowed to ask for a Security Deposit equal to no more 
than ½ a month’s rent. This can only be requested once. Be aware that upon collecting 
Security Deposit, the tenancy agreement is considered to have begun.  

❏ Security Deposit Receipt - Provide a receipt to the tenant of the received Security 
Deposit. 

Move In 
 
❏  Keys / Locks - Your new tenants are entitled to a new set of keys for the unit (and building) 

at no cost to them. Provide them at the agreed upon time and place.  
❏ Condition Inspection Report - Walkthrough the entirety of your unit with the tenant and 

document the condition of all appliances, rooms, carpets, windows, doors and any other 
feature of the home. Fill out the report and keep a copy with each party. 

❏ Photographs - Take photographs of the condition of the unit for comparison upon the 
tenant’s moving out. 

❏ Contact Information - Provide your tenants with your preferred method of contact and 
collect theirs as well.  

❏ Rent Collection - Agree to the means with which they will be paying their rent.  
❏ Unpublish - Take the listing down from your Dommma account to avoid unnecessary phone 

calls or emails. 
❏ Upload Documents & Receipts - Keep all your rental documents in your Dommma profile for 

easy access and organization.  


