
Identifying the Property
What is the current occupancy status of the Property?
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Identifying the PROPERTY

What is the current Occupancy status of the PROPERTY?

Have you been to the 
Property?

Escalate to 
Branch Manager 

for sign off

No

Yes

One Two Three

What proof of Tenants?
1. Vendor tells you
2. Tenant tells you
3. Tenancy Agreement

What proof of Owner Occupied?
1. Was the owner there
2. Recent Utility Bill
3. Family present/photos

What proof of vacancy?
1. No furniture
2. Pile up of post
3. Musty smells

Was the Property?
1. Owner Occupied?
2. Tenanted?
3. Vacant?

Enhanced AML Check 
returned to Agent. Add 

results to the Vendor file. 

Please ask all Vendor(s) 
to sign the Vendor 
Information Form

Tick questions and sign 
your part of Vendor 
Information Form

Pass Vendor Information 
Form to Branch 

Manager to sign and 
send to Head Office

Signed

See Brand Manager
Decision Matrix


