Simple Guide: Your Lease & Renewal
(insert your association name)
	This guide will help you finish your paperwork. If the computer steps feel tricky, please ask a friend, family member, or your realtor for a hand!



Important Notice: Tenant renewal lease packets are due one month prior to the effective date of renewal to avoid additional fees and possible delays in obtaining your ID card. 
Part 1: DOCUMENTATION.
If you are renewing your existing lease, please provide the following items:
· A new one-year lease
· MOU/FAQs
· This instruction sheet
· Personal Data/Security Permissions Form (be sure to fill out the back completely, required by law + separate forms required by tenant and landlord)
· Uniform Lease Addendum (delete if not needed)
· Addendum - Government Vouchers Form (delete if not needed)
[bookmark: OLE_LINK2]Part 2: How to Submit Your Package
Once your packet is ready, submit via one of two ways:
· By Hand: Drop physical packet off to (your primary point of contact's name and address), or (your secondary primary contact information).
· By Email: Scan each form separately as a PDF file (do not scan all into one file). Keep pages in proper sequence.
· Email to: (primary point of contact's email address) or (your secondary point of contact's email address).
Note: The Board has 30 days to review your application. They will contact you for an interview once reviewed.
Final Checklist
	☐ MOU/FAQ’s
	

	☐ Uniform Lease Addendum (delete if not needed)
☐ Lease Amendment – Vouchers (delete if not needed)
	

	☐ This Signed Instruction Form
	

	☐ Updated Personal Data/Security Permissions Form
☐ 1 Year Lease
	



Part 3: How to Obtain Your ID Card and Transponder Barcode
1. Get Your ID: Take your Certificate of Approval and Lease to WPRF Pass & ID Office to get your ID card.
2. Get Your Gate Bar Code: Take your ID card, driver's license, and vehicle registration to UCO (United Civic Organization) to obtain your car bar code.

Tenant Printed Name      ____________________     Date: ____________
[bookmark: OLE_LINK1]Tenant Signature:            ____________________  
Landlord Printed Name  ____________________     Date:_____________
Landlord Signature:        ____________________  
