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How to use this kit
POSITIONING This kit uses an international process and always requires localisation. It never assumes that

deposits, screening, access, notices, increases, safety, tax or termination work the same way
across jurisdictions.

The L.E.T.S. method
Stage Meaning Outcome

L Localise rules and forms Verified profile

E Evidence money, condition and decisions Clean evidence

T Treat applicants and tenants consistently Defensible decisions

S Supervise deadlines, maintenance and closure Stable operations

Essential boundaries
● It does not replace a lawyer, tax adviser, property professional, insurer, contractor or authority.
● It does not guarantee yield, occupancy, payment, compliance, deposit recovery or dispute outcomes.
● It does not include a universal lease: use the mandatory or locally reviewed agreement.
● It does not permit discrimination, arbitrary entry, threats, utility interruption or eviction outside lawful

process.
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90-minute Quick Start
1 Open the workbook and choose language, currency, country and territory.

2 Complete the Jurisdiction Profile using current public sources.

3 Run the Compliance Gate and block launch when critical evidence is missing.

4 Enter conservative rent, costs, reserve and stress scenario.

5 Create folders for property, applicants, agreement, money, maintenance and exit.

6 Approve screening criteria and the listing version before publishing.

7 Prepare the condition report, inventory and photo index.

8 Schedule a 20-minute weekly review and 45-minute monthly review.

FIRST RULE If you do not know which local rule applies, do not improvise: log the question, locate the official
source and obtain qualified review.
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Operating contents
2How to use this kit

390-minute Quick Start

4Operating contents

7File architecture

8From decision to closure

91. Decide whether to rent at all

102. Build the jurisdiction profile

113. Prepare the compliance baseline

124. Prepare the property and inventory

135. Set rent and criteria before advertising

146. Handle enquiries and viewings

157. Screen applications consistently

168. Prepare the agreement and deposit

179. Run move-in

1810. Collect and reconcile rent

1911. Manage maintenance and emergencies

2012. Plan access and inspections

2113. Handle arrears, breaches and disputes

2214. Close the tenancy

23Eight realistic situations

24Scenario 01

25Scenario 02

26Scenario 03

27Scenario 04

28Scenario 05

29Scenario 06

30Scenario 07

31Scenario 08

32Ready-to-complete forms

3301 - Rental decision sheet

3402 - Financial stress scenario

3503 - Jurisdiction profile

3604 - Local obligations map

3705 - Compliance Gate

3806 - Certificate and expiry register

3907 - Property readiness checklist
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4008 - Condition Report

4109 - Furnishing and key inventory

4210 - Photo Index

4311 - Conservative rent rationale

4412 - Screening standard

4513 - Listing approval

4614 - Enquiry log

4715 - Viewing record

4816 - Application Scorecard

4917 - Consent and checks log

5018 - Data Retention Log

5119 - Agreement checklist

5220 - Deposit or bond log

5321 - Move-in Checklist

5422 - Key Register

5523 - Rent Roll

5624 - Receipt log

5725 - Monthly reconciliation

5826 - Maintenance Ticket

5927 - Vendor register

6028 - Access Notice

6129 - Inspection Log

6230 - Arrears Log

6331 - Dispute File Index

6432 - Move-out Statement

6533 - Expense register

6634 - Communication log

6735 - Annual maintenance plan

6836 - Monthly review dashboard

69Ready-to-adapt communications

70ENQUIRIES AND VIEWINGS

72APPLICATIONS

74AGREEMENT AND DEPOSIT

76MOVE-IN

78RENT AND PAYMENTS

80MAINTENANCE

82ACCESS AND INSPECTIONS

84ARREARS AND PLANS
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86COMMUNICATIONS AND DISPUTES

88RENEWAL AND CHANGES

90MOVE-OUT

92VENDORS AND INSURANCE

95Put the system into operation

96WEEK 1 - LOCALISE

97WEEK 2 - BASELINE

98WEEK 3 - OPERATE

99WEEK 4 - CONTROL

100International version control

101Multi-country official sources

102Local source register
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File architecture
Folder Contents Rule

00_CONTROL local profile, dashboard, reviews current version only

01_PROPERTY title, mortgage, insurance, certificates restricted access

02_LISTING market research, listing, enquiries dated versions

03_APPLICATIONS forms, permissions, scorecards codes, minimal data

04_TENANCY agreement, deposit, move-in final copies

05_MONEY rent, receipts, expenses, reconciliations one record per event

06_OPERATIONS tickets, access, inspections, vendors unique IDs

07_EXIT notice, exit, deposit, closure compare baseline

FILE NAMES YYYY-MM-DD_PROPERTY-TENANCY_CATEGORY_DESCRIPTION_v01.ext. Do not place sensitive data
in filenames.



PART I | PLAYBOOKS

From decision to closure
Fourteen international procedures to localise, evidence and review.
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