
Thank you for applying to live within our community. ______________________________________________________________________ is an Equal Housing Opportunity 
provider and seeks to process all applicants in a fair and consistent manner. 

BE ADVISED: 
     = Incomplete, inaccurate or falsified information will be grounds for a decline response regarding your rental application or 

termination of your tenancy if discovered after the tenancy commences. 

     = Any applicant that is a current illegal drug user, addicted to a controlled substance or has been convicted by any court of 
competent jurisdiction of the illegal manufacture or distribution of a controlled substance shall be declined. 

     = Any individual whose tenancy may constitute a direct threat to the health or safety of an individual, or whose tenancy would 
result in physical damage to the property of others will be declined. 

     = Upon receipt of completed application, the contents of the application are compared to the criteria by owner/agent and the 
applicant is either approved or denied in compliance with local state and federal laws. Applicants are welcome to provide 
supplemental evidence to mitigate potentially negative screening results. 

OCCUPANCY POLICY 
Occupancy is based on the number of bedrooms in an apartment. 2 persons are allowed per bedroom, plus 1 additional occupant. Applicants 
wishing to appeal this policy may do so in writing to Fair Housing Officer, PO Box 5668, Portland, OR 97228. 

RENTER’S INSURANCE 
Renter’s Insurance will be required to be obtained prior to moving in and must be maintained at all times during your tenancy. 
Documentation of Renter’s Insurance coverage for each resident must be provided before tenancy commences and upon request after 
tenancy commences. The insurance policy must name _______________________________________________________________ as an Interested Party with coverage 
of at least $100,000 per occurrence. Renter’s Insurance will not be required to be obtained or maintained for households in Oregon if 
the household income of the resident(s) is equal to or less than 50% of the area median income. Renter’s Insurance will not be required 
to be obtained or maintained for households in Oregon if the dwelling unit of the resident has been subsidized with public funds; including 
federal or state tax credits (not including tenant-based federal rent subsidy payments under the Housing Choice Voucher Program). 

PET POLICY 
Management must pre-approve all pets before the pets are allowed in any apartment or on the property. There is a maximum of two (2) 
pre-approved pets per household. An aquarium of 15 gallons or more or a cage will be considered one pet. A deposit of $________________ per 
pet will be required before the pet is allowed in any apartment or on the property. Pet rent, where applicable, will be $________________ per pet 
per month. Renter’s insurance will be required, if you wish to bring a pet to the community, to maintain while pet agreement is in effect. 
The insurance policy must name _______________________________________________________________ as an Interested Party and a Certificate of Insurance is 
required annually with coverage of at least $100,000 per occurrence. _______________________________________________________________ reserves the right to 
restrict pets that demonstrate aggressive, threatening, or violent behavior. Breeds that are specifically prohibited are, but are not limited 
to: Doberman Pinchers, German Shepherds, Pit Bulls, Rottweilers or any similar breeds/mixes. 

APPLICATION PROCESS 
Select your apartment, complete the application entirely and pay your non-refundable screening fee of $___________________. Applications take 
approximately two days to process—longer if the application is incomplete or if information provided is difficult to verify. 

GENERAL REQUIREMENTS 
To initiate the application process, two forms of identification will be required. Any of the following items, or combination thereof will be 
accepted to verify the name, dated of birth and photo of the applicant; 
     i)    Evidence of social security number (SSN Card) 
     ii)   Valid Permanent Resident Card 
     iii)  Immigrant Visa 
     iv)  Individual Taxpayer Identification Number (ITIN) 
     v)   Non-Immigrant Visa 
     vi)  Any government-issued identification regardless of expiration dated 
     vii) Any non-governmental identification or combination of identifications that would permit a reasonable verification of identity. 

Applicants must be at least 18 years of age, or under the age of 18 and married, emancipated or under the age of 18 and; 
     a)   Pregnant and expecting the birth of a child who will live in the primary applicants physical custody; or 
     b)   The parent of a child or children living in the physical custody of the person. 

SCREENING CRITERIA 
CONSENT TO VERIFY CREDIT AND CRIMINAL BACKGROUND 

All applicants and co-signers must agree to the following by executing a rental application form: 

I hereby consent to allow _______________________________________________________________________, through its designated agent and its employees, to obtain and 
verify my credit information (including a criminal background search) for the purpose of determining whether or not to lease an apartment to 
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me. I understand that should I lease an apartment, _______________________________________________________________________ and its agent shall have a continuing 
right to review my credit information, rental application, and criminal background, payment history and occupancy history for account review 
purposes and for improving application methods.  

SCORING OF YOUR CONSUMER CREDIT REPORT 

_______________________________________________________________________ uses an empirically derived, statistically sound, credit scoring system to evaluate your 
consumer credit report. Credit scoring is based on real data and statistics, so it treats all applicants objectively. Your consumer credit report 
contains information about you and your credit experiences, such as your bill-payment history, the number and type of accounts that you 
have, late payments, collection actions, outstanding debt, and the age of your accounts. Using a statistical program, we compare this 
information to the credit performance of other applicants with similar profiles which allows us to predict how likely it is that you will pay your 
rent in a timely manner and fulfill your other lease obligations. If you would like information regarding how to improve your credit score, please 
let us know, and we will provide you with more detailed information regarding this process. Based upon your credit score, your application 
will either be accepted, rejected or accepted with conditions—possibly resulting in an elevated security deposit. If your application is rejected 
or is accepted with conditions, you will be given the name, address and telephone number of the consumer reporting agencies which 
provided your consumer information to us. An applicant rejected for unsatisfactory credit is encouraged to obtain a copy of the credit report, 
correct any erroneous information that may be on the report and submit a new application to this community for further consideration.  

CRIMINAL CONVICTION CRITERIA 

Upon receipt of the Rental Application and screening fee, Owner/Agent will conduct a search of public records to determine whether 
applicant or any proposed resident or occupant has a “Conviction” (which means: charges pending as of the date of the application; a 
conviction; a guilty plea; or no contest plea), for any of the following crimes as provided in ORS 90.303(3): drug-related crime; person crime; 
sex offense; crime involving financial fraud, including identity theft and forgery; or any other crime if the conduct for which applicant was 
convicted or is charged is of a nature that would adversely affect property of the landlord or a tenant or the health, safety or right of peaceful 
enjoyment of the premises of residents, the landlord or the landlord’s agent. Owner/Agent will not consider a previous arrest that did not 
result in a Conviction or expunged records. 

If applicant, or any proposed occupant, has a Conviction in their past which would disqualify them under these criteria, and desires to 
submit additional information to Owner/Agent along with the application so Owner/Agent can engage in an individualized assessment 
(described below) upon receipt of the results of the public records search and prior to a denial, applicant should do so. Otherwise, applicant 
may request the review process after denial as set forth below, however, see item (c) under “Criminal Conviction Review Process” below 
regarding holding the unit. 

A single Conviction for any of the following, subject to the results of any review process, shall be grounds for denial of the Rental Application.  

     a)   Felonies involving: murder, manslaughter, arson, rape, kidnapping, child sex crimes, or manufacturing or distribution of a controlled 
substance. 

     b)   Felonies not listed above involving: drug-related crime; person crime; sex offense; crime involving financial fraud, including identity 
theft and forgery; or any other crime if the conduct for which applicant was convicted or is charged is of a nature that would adversely 
affect property of the landlord or a tenant or the health, safety or right of peaceful enjoyment of the premises of the residents, the 
landlord or the landlord’s agent, where the date of disposition has occurred in the last 7 years. 

     c)   Misdemeanors involving: drug related crimes, person crimes, sex offenses, domestic violence, violation of a restraining order, 
stalking, weapons, criminal impersonation, possession of burglary tools, financial fraud crimes, where the date of disposition has 
occurred in the last 5 years. 

     d)   Misdemeanors not listed above involving: theft, criminal trespass, criminal mischief, property crimes or any other crime if the 
conduct for which applicant was convicted or is charged is of a nature that would adversely affect property of the landlord or a tenant 
or the health, safety or right of peaceful enjoyment of the premises of the residents, the landlord or the landlord’s agent, where the 
date of disposition has occurred in the last 3 years. 

     e)   Conviction of any crime that requires lifetime registration as a sex offender will result in denial. 

Criminal Conviction Review Process.  

Owner/Agent will engage in an individualized assessment of the applicant’s, or other proposed occupant’s, Convictions if: (1) Applicant has 
submitted supporting documentation prior to the public records search; or (2) applicant is denied based on failure to satisfy these criminal 
criteria and has submitted a written request along with supporting documentation. 

Supporting documentation MUST include:  
     =   Proof of employment or other income; and  
     =   a statement from the applicant; as well as one of the following: 
               i)      Letter from parole or probation officer; or 
               ii)     Letter from caseworker, therapist, counselor; or 
               iii)    Certifications of various treatments/rehab programs; 

Owner/Agent will: 

     (a) Consider relevant individualized evidence of mitigating factors, which may include: the facts or circumstances surrounding the 
criminal conduct; the age of the convicted person at the time of the conduct; time since the criminal conduct; time since release 
from incarceration or completion of parole; evidence that the individual has maintained a good tenant history before and/or after 
the conviction or conduct; and evidence of rehabilitation efforts. Owner/Agent may request additional information and may consider 
whether there have been multiple Convictions as part of this process.  

     (b) Notify applicant of the results of Owner/Agent’s review within a reasonable time after receipt of all required information.  

     (c) Hold the unit for which the application was received for a reasonable time under all the circumstances to complete the review unless 
prior to receipt of applicant’s written request (if made after denial) the unit was committed to another applicant. 

RENTAL SCORE 

All applications are submitted to Screeners, a third-party rental applicant screening company. All Applications are evaluated based on a 
rental scoring system. Rental scoring is based on real data and statistical data such as payment history, quantity and type of accounts, 
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outstanding debt, and age of accounts. Every applicant is treated objectively because each application is score statistically in exactly the 
same manner. 

The rental scoring system will compare you application to Screeners database, and by evaluating those statistics and real data in 
accordance with pre-established criteria set by Management, Screeners will recommend one of the following: 

     =   Accepted. The applicant with the standard deposits and fees. 

     =   Accepted with Conditions. Depending on the community’s policy, the applicant may be given the option to pay an additional security 
deposit or provide a co-signer as outlined below. 

     =   Denied. The application will not be accepted. This applicant will be provided with the contact information for the consumer reporting 
agencies that provided the consumer information if the denial was based on such information. 

CO-SIGNER OPTION 

If Screeners recommends “Accepted with Conditions” a co-signer (a person guarantees the applicant’s performance) may be considered. 
In this instance, the original applicant’s application will be re-submitted along with the co-signer’s application. Applications for co-signers 
processed through Screeners are also scored, but are typically held to a more stringent, pre-established financial screening standard 
because co-signers must be financially able to make the payments for this residence, as well as their own place of residence. 

EVICTIONS 

An applicant will be denied if they have an eviction (that was not dismissed or resulted in a general judgment for the applicant prior to the 
application) within the last four (4) years. 

DISABLED ACCESSIBILITY 
_______________________________________________________________________ allows existing premises to be modified at the full and complete expense of the disabled 
person, if the disabled person agrees to restore the premises at their own expense to the pre-modified condition.  

_______________________________________________________________________ requires: 

     =   The applicant to seek the landlord’s written approval before making modifications. 

     =   Reasonable assurance (in writing) that the work will be performed in a workmanlike manner. 

     =   Names of qualified contractors that will be used. 

     =   Appropriate building permits and the required licenses must be made available or inspection by the landlord. 

REJECTION POLICY 
You have the right to dispute the accuracy of any information provided to the landlord by a screening service or credit reporting agency. If 
your application is denied due to unfavorable information received during the screening process you will be notified in writing. 

     1)  Contact the community manager where you applied to obtain a copy of your screening and the reason for denial. Your credit report 
can be provided either by Onsite or the screening company. The screening company that processed your application is Screeners, 
Inc. Their name and the reference number for your file will be printed on the acceptance or denial letter. Screeners, Inc., 6663 SW 
Beaverton Hillsdale Hwy, Box 144, Portland, OR 97225-1403. 

     2)  Contact the credit reporting agency to identify who is reporting unfavorable information. 

     3)  Correct any incorrect information through the credit reporting agent as per their policy. 

     4)  Request the credit reporting agency submit a corrected credit check to the appropriate screening company. 

     5)  Upon receipt of the corrected and satisfactory information, your application will be evaluated again for the next available apartment.  

If you are a person with a disability and would like to request a waiver of the screening criteria, you may appeal the decision within 14 calendar 
days by sending a letter to: 

     Guardian Management, LLC 
     Equal Housing Opportunity Manager 
     P.O. Box 5668 
     Portland, OR 97228-5668 

In the letter explain the reasons you believe your application should be approved and request a review of your file. Please indicate in the 
letter which apartment community you have applied to. Within 5 working days of receipt, your application will be reviewed, and you will be 
notified of the outcome of the review. Persons with disabilities have the right to request reasonable accommodations to participate in the 
hearing process. 

Applicants have 30 days to appeal denied applications during which time they may correct, refute or explain negative information forming 
the basis for the denial. Applicants are also prequalified for any rental opportunities at owner/agent properties for three months following 
the approval date. All screening fees are waived for three months following the approved appeal, but applicants under these circumstances 
will be required to certify in writing that no conditions have materially changed from those described in owner/agent’s approved application.  
If conditions have materially changed, owner/agent may use those changes as the basis for denial. 

PRIVACY POLICY 
We are dedicated to protecting the privacy of your personal information used to determine your eligibility. We have adopted a Privacy Policy 
to ensure your personal information is kept secure. 

____________ Applicant’s Initials


