
 

Firebird Housing Specialists
Stage 1:   Signing Agreement Thru Owner Statements

Sign Management Agreement
With Firebird Housing

Initiate Marketing
Signs, Internet Sites, Website, MLS, etc...

Licensed Agents Show your Home to
Prospective Residents

Home is Prepared for New Resident
Carpets Cleaned, Re-key, Cleaning, etc...

Application Is Received & Processed
Credit, Job, Landlord, Past Application is Reviewed by Office Manager

Then Presented to the Owner of Property

Application Denied
By Firebird Housing

Application Approved
By Firebird Housing

Applicant Brings in Security Deposit
Certified Funds Accepted Only

Lease is Signed & Resident Moves In
Firebird Housing Signs Lease on Owner's Behalf

Accounting Department Processes
Income & Expenses

Owner is Contacted
To Relay Successful Move-in

Owner's Disbursement
Direct Deposit

Owner Statement & Lease Are Uploaded
Appfolio Portal for 24/7 Access



 

Firebird Housing Specialists
Stage 2:   Rent Income, Owner Deposit, Eviction Process

Rent is Due on the First, No Exceptions
Paid to Firebird Housing

Maintenance is Completed at Property
Invoice Sent to Accounting Dept.

Resident Pays Rent - Begins Processing Cycle
Firebird Housing Accounting Department 

Processes all Receivables

Resident Fails To Pay Rent

5-Day Notice Expires.  Contract Owners to Verify 
Eviction.

Firebird Housing Processes a 5-Day Notice to 
Resident

Al 5-Day Notices are sent via Certified mail on the 
5th of the month

Accounting Department Processes Taxes
City Sales Tax on Rental Income is 

Processed

Contact Attorney's Office for Eviction
Court Date is Set for Resident to Appear

Accounting Department Processes All Expenses
Repair Bills, HOA Dues and Mortgages

Rent is Not Paid
Judgement is EnteredBeginning Direct Deposit to Owners Account

Typically Deposit Starts on 3rd of each Month

Rent is Paid in Full
Including All Expenses

File Writ of Restitution
To Physically Remove ResidentCourt is Dismissed

Constable of the Court Evicts
Typically Accomplished in Same Month

Monthly Owner Statements Are Securely 
Uploaded

to Owner Firebird Housing Appfolio Account



 

Firebird Housing Specialists
Stage 3:  Move-out Process

Move-Out Notice Received from Resident
Must Be Received by Firebird Housing No Less Than 30 

Days Prior to End of Lease

Firebird Housing Notifies Owner of Upcoming Move-Out
Owner Reserves are Increased to Pay for Upcoming 

Property Turn-Over Expenses

Resident Moves Out and Returns Keys to Firebird 
Housing

Firebird Housing Sends Resident Move-Out Instructions
Last Month's Rent is Required to be Paid in Certified 

Funds per Resident's Lease Agreement

Advertising the Property FOR RENT Begins 
Immediately

Sign Install, Advertising, Internet, MLS, etc....

Firebird Housing/Landmark Inspects Property for 
any Damages

Property Manager Sends Photos to Owner with 
Estimate of Repairs

Owner is Contacted and Security Deposit Disposition 
is Completed by Firebird Housing

Disposition is Required to be Completed within 14 
Business Days afger Move-out

Repairs to Property are Completed

Refund of Security Deposit LESS Damages is Mailed 
with Statement

Produced by Firebird Housing
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