


How to develop procedures & train your screening committee.

The Screening Process



Evaluate Authority in Governing Documents 
Recognize Special Circumstances
Follow a Time Line 
Communicate Process

Defining the Role



Military Service
 Section 83.683(2), Florida Statutes – the association must respond 

to a rental application submitted by a service member within 7 
days.

 Reasonable Accommodation
 Additional documentation or materials requested in connection 

with a request for accommodation (i.e. service or emotional 
support animal).

 Reasonable Modification
 Additional materials to evaluate request to modify common 

elements.

Special Circumstances



Verify Application Complete & Note Intake Date

Order Consumer Report

Schedule Interview

Time Line



Screening/Investigation  
Security Deposit 
Estoppel
Mortgage (HUD) 
Questionnaire
Move in/Move Out 
Elevator Preparation 
Deposit v. Fee

Fees



Number and Names of Persons to 
Occupy;
Intended Use of Unit; 
Vehicles (number & type);
References (income & personal); 
Residency History;
Consent to Obtain Consumer Report; 
Required Documents;
Animals/Pets &
Track Use Restrictions

Contents of Application



 Formal appointment to Interview Committee
 Parameters on who may be present for Interview
 Interview Notes/Comments
 Avoid Fair Housing Pitfalls

 Relationship or Marital Status
 Age (Unless HOPA)
 Residency Status
 Accommodation Issues

 References from Previous Association Leaders

Interview



Fair Housing Notice



Approve

Transaction Proceeds as Contemplated

Reject

Owner/Member Demand Substitute
Failure to Facially Qualify for Membership/Residency

Obligations
Right of First Refusal 
Right of Substitution
“Good cause” to Reject

 Is the transaction a
 Sale
 Lease
 Gift; or
 by Operation of Law?

 Lease/License/Share Economy
 Guest/Relative/Gratuitous Use
 Exceptions (Mortgagee)

Allowable Options



Notice to Applicant



Adverse Action Notice
 Must be in Writing (Electronic 

Permitted)
 Name, Address and Toll-Free 

Phone for Credit Reporting 
Agency (CRA)
 Notice CRA did not make 

Decision
 Notice of Consumer Rights

 Obtain Free Consumer Report
 Dispute Accuracy of 

Information

Additional Obligations



Document Management:
 FCRA: Retention & Disposal of 

Consumer Reports
 Section 718.111(12), FS
 Section 501.171, FS

 Internal/External Costs

Additional 
Obligations Cont.



Criminal History / Violent 
Crime

 HUD Guidance Memo

Financial History / Credit 
Score
Conflict with Covenants

 Intended Use Inconsistent
 Failure of Condition Precedent
 Evidence of Previous Conduct

Resolution/Policy

Rejecting Transfer 
for “Good Cause”



 Share Economy Presents 
Additional Considerations
 Lease v. License
 Rulings Not “Commercial” or 

“Business” Use
 Defining Transient Use
 Restrictions Against 

Advertising
 Local Codes/Registration 

Requirements
 ADA Considerations

Hot Topic / Transient Use



 Identify Approved Buyer
 Buyer assignment at closing to 

corporate entity

Delegate Signing Authority
Waive Right of First Refusal
 Follow Up:

 Request/Obtain Deed
 Protect Sensitive Documents 

from Disclosure
 Calendar Eligibility for Lease
 Verify Occupancy

Certificate of Approval



Andrew B. Black, Esq. 
ABlack@kbrlegal.com 

(954) 928-0680

Questions?

Robert P. Tauber Jr., LCAM
Vice-President, Southern Operations

561-245-4444
rtauberjr@vestapropertyservices.com

mailto:lmagill@kbrlegal.com
mailto:rtauberjr@vestapropertyservices.com
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