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Wait List Management

e To add an applicant to the Voyager Wait List, Select (Waiting List) from the prospect card.
e Blue fields are required; First Choice (bedroom size) and household size. Applicants can select up
to 3 choices. Only 2 choices are recommended.

e For the bottom fields of the below screenshot, enter Contact date, Contact Time and Type of

Contact

o Select “New Application” from the Type of Contact dropdown when adding an applicant

to the Waiting List manually

o Add a Comment if needed. Example- “New Applicant- would like to move-in August
2023.” A comment is not always needed for a new Wait List applicant
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For Applicants that are moved over from Rent Café Site Manager Waiting List workflow, the Contact log

note will show as below (this cannot be edited)

Contact Log

04/07/2023 9:14 PM, Mew Application, Applied as Erica Mcintosh. Mew Application : via RENTCafé, On List




Contacts: Once you are notified of an upcoming vacancy, contact applicants based on their Waiting
List Rank as well as bedroom size/preferences. It is very important that applicants are contacted for an
available unit in the order in which they applied (and based on preferences).

Contact the applicant 3 times, 48 hours apart. If no contact is made or a call is not returned from the
applicant showing interest, remove the applicant from the Waiting List. Do not leave applicants on the
waiting list indefinitely. Purging your Wait List is a very important process.

When you contact an applicant, below is some information on what to inquire about when you call:

e How many people are in your household?

e When are you looking to move -in? Note- if applicant is not ready to move, you can leave them
on the waiting list. Make sure you make a note indicating applicant is not ready to move but will
remain on the Waiting list and they will be contacted when the next unit is available.

e Are you interested in a 2 or 3BR?

e What is your annual income? Is it verifiable?

e Advise them of the $35/50pp App fee. (They can pay it online if they apply via the Site Manager
workflow)

e Income must fall at or below the below—this depends on the # of people in the household. See
Qualifying Criteria for specific income limits. Here is an example:

MANTMUM ANNUAL INCOME FOR RENT RESTRICTED APARTMENT HOMES (5/2023 )
| person 2 people 3 people 4 people 5 people 6 people 7 people 8 people

50% AMI $30.750 $35.150 $39.550 $43.000 $47.450 $50.950 $54.450 $57.950
60% AMI $36.900 $42.180 $47.460 $32.680 $36.040 $61.140 $65.340 $69.540

If applicant is interested in a unit and they can do the Applicant process online, move them to the Move-
in Workflow in Site Manager. See Powerpoint provided by Compliance for this process.

When contacting applicants, always enter a Contact Date and Contact Time when you are making
contact. This is very important, as it shows we are contacting applicants based on when they applied. A
note is required to be added. See below examples of acceptable notes.
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06/30/2023  1:43 PM Update still interested - can't move-in this month but would like monthly check-ins - BS On List
06/22/2023 | 3:10 PM Update Jose called back - concerned about credit check - follow up tomorrow to see if moving forward - BS On List
‘_ 06/22/2023 | 2:38 PM Update Ivm about current waitlist availability - BS On List
04/10/2023 | 5:13 PM Update Skipped by Destiny A, Vasguez. Reason: No response On List
Ll 02/01/2023 | 2:17 PM New Application Applied as Jose Gloria. New Application : via RENTCafé On List
4
Examples of notes for multiple applicants:
Calendar Waiting List Details - 07/12/2023 Person Search
wrsieprop | Elfective | Effecive | Household | coppneny | preferences TCSpecial TC percent Carrent Contactiog
06/30/2023 1:43 PM, Updat nth but would like monthly check-ins - BS, On List
06/22/2023 3:10 PM, MorToy see if moving
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02/06/2023 8:29 PM, New Application, Ap: Maria Dominguez. New Appication : via RENTCafé, On List
07/03/2023 5:00 PM, Active, called |/m ar d to schdule a tour, On List
06/30/2023 2:09 PM, Update, still interested - currently in Houston - relocating from LA (state) - emailed info, On List
3 3BR-First Choice 02/16/2023 | 4:08 PM 2 0.00 On List 06/22/2023 2:57 PM, Update, scheduled tour for - BS, On List
04/10/2023 5:13 PM, Update, Skipped by Destiny A. Vasquez. Reason: Mo response, On List
02/16/2023 4:08 PM, New Application, Applied as Marquinashae Brown. New Application : via RENTCafé, On List

Note- There are certain Types of contacts that remove an applicant automatically. For example,
Applicant Rejected, Application Removed, removes an applicant automatically.

Moved to Bottom of Wait List moves an applicant to the bottom of the Wait List. Be sure to add a
comment (note) and click Save.

If an applicant is on the Waiting List, make sure you work off of this prospect card for the duration of
Application processing. As you go through the workflow and move an applicant in (execute Lease), you
will be prompted to remove the applicant from the waiting list. See below example. This process will
automatically remove the applicant from the waiting list. Make a note- “Applicant provided all
compliance documents timely and is moving into Unit XX.” Make sure the note makes sense, especially if
you are moving in someone ahead of another applicant.
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