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First Steps First!

Beginners Guide to Renting Off-Campus

Office of Residence Life

Northern Arizona University
This packets contains information for

both single students and families 

as they begin their search for off-campus housing.
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I. Preliminary Steps to Consider When Renting

When planning to rent a house or apartment off-campus your search will be easier if you start looking early. Housing in the Flagstaff area is limited. Becoming familiar with the types of rentals available and the current rental rates will help you locate the apartment or house that best suits your needs. 
Before renting, it’s a good idea to check the reputation of your prospective property managers as well as the neighborhood in which you are planning to live. Present tenants are a good source for this information. 

Don’t forget that many property managers require prepaid rent and a security deposit when you sign a lease.  A lease is a binding contract, and many times a deposit, or part of it, is not refundable. Be sure you’ve found the right rental before you sign a lease or give a deposit. 

You may want to consider purchasing renter’s insurance to cover theft or damage to your personal belongings. Before buying, check your permanent address’ insurance policy since you may be covered for your personal property while you are living away from home. If you’re not covered by this policy, shop around for the policy that best suits your needs. Annual premiums and the amount of coverage vary with each policy. 

II. Organizing Your Search
Setting Your Priorities

Begin by asking yourself some questions. What features are most important? If the location is just right, are you willing to wash the dishes by hand? List features in order of importance and areas you are willing to be more flexible on. Can you afford the apartment? Remember, there are move in costs associated with the rental such as deposits and application fees. Will you need a roommate to help with the monthly rent? What is the atmosphere like? Do you feel safe? Does the complex appear clean and up kept? 

You should list your priorities in order of importance. Identify certain “musts” in advance and, then identify those areas where you can be more flexible.
After setting your priorities, you are ready to organize your apartment/house search. It is helpful to establish a rating system. The rating system should include categories such as, location, price, condition, layout, amenities, and other items that you have determined important. Rate each category using a scale 0-5 scale, with 0 being nonexistent and 5 being excellent.

It Is Important to Ask Questions 

Before you sign a lease, submit a deposit or agree to rent, check the place over very carefully. Your property manager may not show you the things he or she does not want you to see. Take a list of questions with you when you visit a place. If there is anything you are unsure of, ask the property manager about it.

Be sure to look at the unit during the day and again at night if possible. This will allow you to see if you would be comfortable there when it is after dark.  

III. Choosing Roommates 

Selecting a roommate requires a commitment. Take time to discuss and compare each other’s personalities, living habits and expectations. If possible know your roommate’s likes, dislikes, habits, and allergies before you agree to live together. 

To protect themselves, roommates should sign a written contracts together which spells out the provisions should one decide to move. The person leaving should either find a substitute roommate or continue to pay his or her share of the rent. 
IV. Pro’s and Con’s of Oral Agreements, Written Rental Agreements and Written Leases 

Whether an agreement is oral or written, the Arizona Residential Landlord-Tenant Act applies (available online at: http://www.azsos.gov/public_services/Publications/Residential_Landlord_Tenant_Act/). 
Oral Agreements 

Pro
Flexibility – you can move out with proper notice (usually 30 days) 


Con 

Lack of clarity – if you end up in court, it’s your word against your roommate’s word 
Landlord can raise rent or evict you with a 30-day written notice 

Written Rental Agreements 

Pro
Clarifies the rules by which a tenant must abide 

Avoids disagreements or misunderstandings about landlord promises 

Flexibility – you can move out with proper notice (usually 30 days). 
Con 

Landlord can raise rent or evict you with a 30-day written notice 

Written Lease 

The terms of the agreement include a definite leasing period. 

Pro
Obligations of landlord and tenant are spelled out 

Protects you from an increase in rent 

Tenants may not be evicted unless they violate a term of the lease 
Con
Tenants may be liable for the entire leasing period, even if they move out earlier 

V. More on Deposits and Written Leases 
Deposits 

Prior to signing a rental agreement or lease, if a property manager requires a deposit to hold an apartment or house, it is important to get a receipt which should include: 

1. a move-in date

2. the specific apartment number or house address 

3. the purpose of the deposit (redecorating, cleaning, pet deposit, or security for purpose of damages) 

4. how much of the deposit, if any, is refundable  

If any other money is prepaid, save all receipts and indicate what they are for. 

Leases
A written lease is a binding contract. Do not sign a lease unless you fully understand it. If you do not agree with the way it reads, discuss it with your property manager and, if appropriate, have the wording changed before you sign it. If you do not understand the lease, do not hesitate to take a copy to an appropriate agency. 

Before you sign anything, read the lease and house rules carefully. Inspect the premises, checking the furniture (if furnished), wiring, ventilation, sound proofing, and heating, cooling and possible fire hazards. Take into account the exterior as well, looking for broken windows, absence of screens, and the general construction of the unit.  

Take inventory upon moving in to protect yourself from unreasonable charges when you move out. If you want something fixed or changed, have the property manager do it before you move in, or have him or her sign a written promise that it will be fixed. Do not take possession of a unit that is in any way different than what had been agreed upon. 

Your written lease should include the following information: 

1. Specific apartment number or house address. 

2. Amount of rent per month and due date. 

3. Beginning and ending date of the lease. 

4. Amount and type of deposits and conditions for return. A security deposit is money given to the landlord in addition to the rent. As specified in the lease, it can be used for last month’s rent, pets, or damages. It cannot have a value greater than one and one-half times the monthly rent. 

5. Names of the owner, manager, or person authorized to receive notices from you.

6. Items in need of repair – make sure you get this in writing before you sign the lease

7. Rules of behavior: Which, if any, pets are OK? Are overnight guests allowed? Are parties allowed? What conduct is not permitted? After you sign the lease, you must abide by the rules as defined by the property manager or you can be evicted. 

8. Subleasing rules: Do you have the right to sublease if you move out before the lease term expires? If your lease does not have a clause specifying this, ask your property manager. 

9. Does your rent include utilities? Who is responsible for the payment of electricity, gas, water, sewer, trash? 
Renting with Roommates 

If just one person signs a lease, that person is solely responsible for the entire rent and all other obligations of the lease. However, if all members of the apartment/house sign the lease, roommates should be aware of Joint and Several Liability. Most leases are handled in such a way that all parties are responsible for the performance of their roommates. This means that if one of the roommates moves out, the remaining roommate (s) will need to come up with his or her share of the rent as well as their own. Consider adding additional stipulations and conditions to the lease if you are sharing an apartment. To protect themselves, roommates should make a written contract together which spells out the provisions should one decide to move. The person leaving should either find a substitute roommate or continue to pay his or her share of the rent. 

VI. Getting Your Security/Cleaning Deposit Back 

1. Keep a receipt of all deposits paid. 

2. Know now much of your deposit is applied to either the first or last month’s rent and how much will be held for the entire term of the rental agreement 

3. The tenant is expected to return the premises in the same condition it was in at the beginning of the lease or rental agreement, reasonable use and wear are expected. On the day you move in, record the condition of all items, preferably with your property manager present. Follow an inventory checklist that may be supplied by the property manger. Keep a copy of the checklist signed by both you and the landlord. Take pictures of anything major that is damaged and, if possible, have a witness present. In order to avoid potential problems over the condition of the premises, it is a good idea to agree with the property manager on what is expected in the way of cleaning.   

4. As you move out, give proper written notice, and be sure to give the property manger a valid forwarding address. It is important that you ask for the return of your deposit in writing at the time that you move out. Do not assume that because your lease ending that you do not need to provide a written notice. Always provide at least a thirty day written notice.
5. If your landlord fails to send you a letter returning your deposit or itemizing the expenses that were withheld fourteen days after termination of the tenancy, you can pursue the matter in small claims court. 

VIII. What if the Property Manager or Tenant Fail to Comply with the Rental Agreement? 

When the Property Manager breaks the agreement

If the property manger fails to meet his contractual obligations and breaks the agreement, the tenant may, if proper steps are taken, be released from any further responsibility under the rental agreement. 

If there is a serious noncompliance by the property manager, the property manager must be notified in writing and is allowed 10 days, following your written notice, to remedy the situation. If the property manager does not comply, the tenant may terminate the rental agreement 14 days from the date the landlord receives the notice. 

If the tenant’s health or safety has been materially affected by the property manager’s conduct, the property manager is allowed 5 days to remedy the defect after receiving written notice. If the property manger still does not comply, the rental agreement is terminated 10 days from the date the property manger receives the notice.  The tenant then vacates the premises, and the property manager must return all recoverable security deposits.  
When the Tenant breaks the agreement 

If there is a material noncompliance with the rental agreement by the tenant, the property manager may deliver a written notice to the tenant specifying the acts and omissions and stating that the rental agreements will terminate 14 days after receipt of the notice if the problem is not remedied in 10 days. 

If the tenant fails to pay rent when due, the property manager must give written notice of the non-payment and the intention to terminate the rental agreement if rent is not paid within 7 days of the notice. If rent remains unpaid, the landlord may terminate the rental agreement. 

IX. Childcare Voucher Program 

The NAU Child Care Voucher Program is a subsidy program designed to assist NAU students with child care expenses while they attend the University. The Voucher Program is funded through registration revenues, and vouchers are awarded to students with demonstrated financial need. The voucher program is a reimbursement program, in which awardees submit weekly child care receipts after paying for child care, and are then reimbursed at their award level. Award levels are 20%, 30%, 40% and 50%, depending on demonstrated need. Stop by or call the Office of Student Life, located in the University Union, to ask about the Childcare Voucher Program. The Office of Student Life can be reached at:  (928)-523-5181.

X. Important Telephone numbers 
Arizona Public Service (electric) 

 (928) 779-6911
aps.com
UniSource (gas)

 

(928) 774-4592
uesaz.com
Qwest Communications


(928) 600-2145
qwest.com
NPG Cable




(928) 774-5336
npgcable.net
Dish Network



1-888-825-2557
dishnetwork.com

DirecTV




1-888-777-2454
directv.com

Trash Pick-up 



(928) 774-0668
http://flagstaff.az.gov/index.aspx?NID=923
Water and Sewer Dept. 


(928) 779-7646
http://flagstaff.az.gov/index.aspx?nid=1275
XI. Giving Notice That you Plan to Leave 
In order to protect your deposit and insure that you are not responsible for another month’s rent; give the landlord warning that you will be leaving. If you do not have a lease, you must give your property manager written notice at least 30 days before the day on which your rent is due. However, do not assume that just because your lease is ending that you do not need to give a written notice. Many properties still require a 30 day written notice, even though your lease is ending. 
If you have a lease, your potential liability is the full amount of rent due under the lease. You may be responsible for the rent until the end of the lease even if you move out before. However, if you do abandon the premises before your lease is up, the property manager must make a reasonable effort to rent it at a fair value, and if the property manager does rent it before the expiration of your rental agreement, the agreement ends as of the date the new tenancy begins.  

Questions to ask Property Managers. Items to Look for when Visiting
1. Who pays utilities? 

2. What do utilities usually run, in summer and winter? Is it gas or electric heat? 

3. Who controls the heat? 

4. Who pays for cable and internet? 

5. Is parking space available? 

6. What are the rules on guests and visitors? What are the restrictions, if any? 

7. Are pets allowed? What are the restrictions? Is there an extra deposit and/or rental fee? 

8. Is there storage space? 

9. How safe is the area? Is security provided? 

10. Are all the locks working? 

11. Do the windows open, close tightly and lock? 

12. Is there weather-stripping? Can you feel drafts around the windows and doors? 

13. Are there enough electrical outlets? Can more be added if requested? 

14. Who pays for hot water, is there enough? How many heaters are there? 
15. How’s the water pressure? 

16. Are fire extinguishers and/or smoke detectors provided? 

17. Is there 24 hour emergency service if needed? 

18. Is redecorating the apartment allowed? How much?
19. Is painting needed or permitted? Who is responsible for this? 

20. If repairs are needed, is the property manager willing to make them before you move in? 

21. Are there laundry facilities in or near the building? 

22. When is the rent due? Is there a charge for late payments? 

23. What deposit and fees are required? How much of that is refundable? 

24. What length leases are available? 

25. Is subletting permitted? Is there a fee for subletting? 

26. Can the rent be increased if the number if tenants increases? 

27. Do your roommates have to be approved by the landlord? 

28. If you’re interested in renting an apartment or house, can you leave your name and a deposit now to reserve the place? Does this guarantee you the apartment or house for when you want to move in? 
Rental Agreement Between Roommates
This contract explains the duties and responsibilities roommates agree to owe each other. It does not affect the responsibilities that the roommates owe the property manager either by a separate agreement or by law. 
It is mutually agreed on the ______ (day) of ___________ (month), ________(year), that the roommates to the contract, _____________, ________________, _______________, agree to abide by the terms of the lease with ____________________( property manager), dated ______________, and share rent and other responsibilities for the premises commonly known as _______________________(complex and address of complex).

Security deposit

Each roommate aggress to pay _____ percent of the total security deposit of $______. If different portions of the deposit are paid by each roommate, there specific amounts are noted below:  
1. _____________________
shall pay $__________ of the total deposit. 

2. _____________________
shall pay $__________ of the total deposit.

3. _____________________
shall pay $__________ of the total deposit.

Rent 

Each roommate aggress to pay _____ percent of the total rent per month of $______/month. This rent will bee paid for the term of the lease which runs from _________ to __________.  If different portions of the rent are paid by each roommate, there specific amounts are noted below:  

1. _____________________
shall pay $__________ of the total rent. 

2. _____________________
shall pay $__________ of the total rent.

3. _____________________
shall pay $__________ of the total rent.

Utilities 

The owner shall furnish only the following utility services:

___________________________________________________________________________

All other charges shall be divided equally between roommates, with each roommate being responsible for _____ percent of total utilities. Utility expenses to be paid by roommates include: (check all that apply)
_____ gas 
_____ electricity _____ telephone service _____water 
_____ trash
_____cable/internet
Repairs 

Roommates are liable for damages which result from his/her intentional or negligent conduct or that of his/her guests, done to the premises or personal possessions of another roommate. Any repairs or improvements to the premises which will be paid for by all the tenants shall be approved by all of the tenants when the cost exceeds $________. If pets are permitted under the lease, each pet owner shall be solely responsible for all damaged caused by his/her pet. This includes, but is not limited to, damage to furniture, carpeting, doors, lawn and garden. 

Special Conditions

Each roommate agrees to the special conditions as set forth below: 

Food: ___________________________________________________________________________

Cleaning: ________________________________________________________________________

Sharing of personal items: ___________________________________________________________

Smoking/drinking: _________________________________________________________________

Overnight guests and visitors: _________________________________________________________

Privacy: ____________________________________________________________________________

Noise/study time: ___________________________________________________________________

Security: ___________________________________________________________________________

Telephone messages: _________________________________________________________________

Additional remarks: _________________________________________________________________

Termination of Agreement 

If for any reason a roommate will be moving out before the end of the lease, he/she must give the other roommates a thirty day written notice on or before the periodic rental date, or come to a mutual agreement with all roommates. Such notice shall not relieve the moving roommate from any financial liability contained in this agreement unless a substitute roommate is found and accepted by all remaining parties. It is understood that the leaving roommate may still be obligated to the property manager under the property manager’s rental agreement. 

The moving roommate shall be entitled to his/her share of the security deposit when the property manager refunds it or when a substitute roommate moves in and replaces the moving roommate’s security deposit portion. 

All Roommates Sign/Date Below: 

_____________________________________________________________
____________________

_____________________________________________________________
____________________

_____________________________________________________________
____________________

_____________________________________________________________
____________________

PAGE  
1

