REQUEST FORM
(INFORMATION REVIEW)

TENANT(S) PRINTED NAME: Click or tap here to enter text.	DATE: Click or tap here to enter text.
ADDRESS: Click or tap here to enter text.                                
WHAT WOULD YOU LIKE US TO REVIEW? PLEASE CHECK ANY THAT APPLY:
☐ CURRENT BALANCE	

☐ COPIES OF Click or tap here to enter text.**ACTUAL COSTS MAY BE INCURRED** CHARGES MUST BE SETTLED AND PAID PROMPTLY UPON SUBMISSION OF THE REQUEST TO INITIATE THE PROCESS.

☐ LATE FEES. REQUESTS FOR THE WAIVER OF ACCURATE LATE FEES WILL NOT BE GRANTED. THIS FORM IS INTENDED FOR YOU TO SEEK A REVIEW IN CASES WHERE YOU BELIEVE THERE HAVE BEEN INACCURACIES IN THE ASSESSMENT OF LATE FEES ON YOUR ACCOUNT, SUCH AS DISCREPANCIES IN PAYMENT DATES.

☐ CONCERNS WITH TENANCY

☐  I LOST MY POOL/GYM ACCESS CARD AND WOULD LIKE A NEW ONE. I UNDERSTAND THERE IS A $60.00 REPLACEMENT CHARGE. **CHARGES MUST BE SETTLED AND PAID PROMPTLY UPON SUBMISSION OF THE REQUEST TO INITIATE THE PROCESS.

☐ I NEED A NEW PARKING PERMIT DUE TO NEW VEHICLE INFORMATION OR I HAVE LOST THE PARKING PERMIT PREVIOUSLY PROVIDED*. **I UNDERSTAND THERE IS A $25.00 PERMIT REISSUANCE CHARGE. CHARGES MUST BE SETTLED AND PAID PROMPTLY UPON SUBMISSION OF THE REQUEST TO INITIATE THE PROCESS. 

☐  OTHER

WHY ARE YOU PLACING THIS REQUEST? PLEASE FURNISH SUPPLEMENTARY DETAILS TO ACCOMPANY YOUR REQUEST. THIS WILL ASSIST US IN EVALUATING WHETHER YOUR REQUEST CAN BE APPROVED OR DENIED: Click or tap here to enter text.

*IF REQUESTING A NEW PARKING PERMIT PLEASE INCLUDE WITH THIS REQUEST FORM CURRENT, STATE ISSUED, VEHICLE REGISTRATION. IF APPLICABLE, THE PARKING PERMIT YOU’RE ALREADY IN POSSESSION OF MUST BE RETURNED TO THE RENT DROP BOX AT THE LEASING OFFICE. 

TENANT(S) SIGNATURE: Click or tap here to enter text.

THANK YOU FOR YOUR INQUIRY. ONCE WE HAVE FULLY REVIEWED YOUR FILE, WE WILL CONTACT YOU WITH FURTHER INFORMATION REGARDING YOUR INQUIRY AND ANY ADDITIONAL STEPS REQUIRED. AN INSPECTION MAY NEED TO TAKE PLACE TO CONSIDER SOME REQUESTS. PLEASE PROVIDE THE FOLLOWING CONTACT INFORMATION:

DAY TIME PHONE NUMBER: Click or tap here to enter text.
EMAIL: Click or tap here to enter text.

OFFICE USE ONLY
VERIFIED BY:	DATE:	TIME STARTED:	TIME COMPLETED:	


