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DATE: _________________ 
NEW CLIENT INTAKE FORM
Rental Property Address, Unit #, City, Postal Code: _____________________________________ 

Tenant(s) Name(s): ______________________________________________________________ 

When did the tenancy commence? _________________________________________________ 

Is the tenant still in possession of the unit? ___________________________________________ 

Have you inspected the unit within the last month? ____________________________________ 

Monthly Rent: _______________ Utilities Included (?): ________________________________ 

Last Month’s Rent Paid? ________ Amount: _____________ Date Paid: ___________________ 

Interest paid on LMR? ___________________________________________________________ 

Are there any unresolved maintenance issues? Describe: _______________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Describe the Problem: ___________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Please attach the following, if it exists: 

· Tenant application to rent the unit 

· Lease or rental agreement, if any 

· Photos or Inspection Report, showing the unit as the tenants received it 

· Rent ledger clearly outlining any arrears of rent or late payment history 

· All correspondence, documents or receipts relating to this tenancy 

Any other information related to the problem 
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