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TENANT SELECTION PROCEDURE

AND PRIVACY STATEMENT
Dear Prospective Tenant:

KMF Property Group, Inc. and its principals have owned and managed industrial properties in Long Island City for more than sixty years.  In that time, we have earned a reputation for honesty, fairness and professionalism as a property owner.  Our goal is to ensure that your tenancy is both profitable and enjoyable.  Toward that end, listed below are answers to several common questions regarding KMF Property Group, Inc.’s tenant selection procedure and our privacy statement.  If you should have any questions or concerns, please feel free to contact our office for further assistance.  We look forward to starting a long-term, mutually profitable, relationship with you.

WHAT IS MEANT BY “TENANT SELECTION PROCEDURE”?

Every business owner must evaluate the potential risks associated with doing business with its customers.  Accordingly, KMF Property Group, Inc. has developed a standardized way of evaluating the risk involved in renting our buildings to prospective tenants.  This procedure involves collecting, reviewing and evaluating various types of information about our prospective tenants and their businesses.  This procedure examines and evaluates every tenant’s information in a methodical, objective and unbiased manner.

WHY IS THIS INFORMATION IMPORTANT IN SELECTING ME AS A TENANT?

No doubt, the success of your business depends upon your customers promptly paying for products and services that you provide to them.  Likewise, the success of our business depends upon your prompt payment of rent and other charges, and adherence to the terms of your lease.  Your payments are used to pay our business expenses such as mortgages, insurance, salaries and operating expenses.  In effect, we are “in business” with each of our tenants and the success of our respective businesses is directly related.  Six decades of property management experience have proven that the best tenants are those that have already demonstrated their ability to pay all bills on time and to adhere to all contractual obligations.  Our tenant selection procedure is designed to identify such high-quality tenants.

WHAT ARE THE SPECIFIC STEPS IN THE TENANT SELECTION PROCEDURE?

The major steps involved in selecting our tenants are listed below:

1. Submission of a Prospective Tenant Rental Offer Form

2. Agreement to the major terms of the lease

3. Submission of a Prospective Tenant Application

4. Collection and evaluation of your information

5. Execution of a Letter of Intent to Sign a Lease

6. Execution of a lease

WHAT INFORMATION WILL YOU OBTAIN ABOUT ME AND MY BUSINESS?

KMF Property Group, Inc. utilizes the services of various professional organizations that specialize in providing access to both public and non-public information about individuals and companies.  Well-known companies such as Dun & Bradstreet, Standard & Poors, Moody’s Investor Services and others provide us with comprehensive business profiles, industry reports and other information.  Major credit bureaus such as Equifax, Experian and TRW provide us with individual and business credit reports, while driver’s license records are obtained from each state’s Department of Motor Vehicles.

WHO WILL HAVE ACCESS TO THE INFORMATION THAT YOU OBTAIN?

Your privacy is important to us.  To ensure your privacy we have established appropriate physical, electronic and managerial procedures to safeguard and secure the information we collect about you.  We also conduct routine tests to ensure that our procedures are working effectively.  Our employees are carefully selected, trained and supervised.  Only certain members of my office staff are permitted to access the information in your file and they must adhere to strict operational procedures designed to make sure your information remains confidential.  Your information will only be released to third parties when required to adequately evaluate the risks associated with selecting you as our tenant, when seeking financing, if disclosure is required by law or is pertinent to judicial or governmental investigations or proceedings.  KMF Property Group, Inc. also follows all applicable laws related to the collection and evaluation of such information including the Fair Credit Reporting Act and the Driver Privacy Protection Act.

WHAT HAPPENS IF I REFUSE TO PROVIDE THE REQUESTED INFORMATION?

Simply stated, you will not be selected as our tenant.  Prospective Tenant Applications that are incomplete, contain inaccurate information or are written illegibly will not be processed.

HOW LONG DOES IT USUALLY TAKE TO BE SELECTED AS A TENANT?

We understand and appreciate that you would like to know as soon as possible whether you have been selected as our tenant.  Tenant applications that are properly completed and legible will be processed immediately upon receipt by my office.  The average time needed to complete the selection process is about three days.  However, since we have no control over the time it takes to receive certain types of information (which is vital to making this important decision), we must wait until all information has been fully evaluated.  We will be glad to provide you with a preliminary answer based upon the information available at the time your application is received.  

WHAT CAN I DO TO SPEED UP THE SELECTION PROCESS?

If you have any information that would assist us in evaluating your company’s potential success while renting our building (such as copies of business certificates, licenses, industry awards, letters of recognition from suppliers or customers, newspaper articles or company brochures), please fax or mail these to my office as soon as possible.  These items will be evaluated and added to your file, which may reduce the time needed to make our selection.  Since several applications may be received for a specific building, it is to your advantage to cooperate fully with my staff to facilitate the approval of your application.

Thank you for your interest in renting one of our buildings.  If you have any questions or concerns during the tenant selection process, please feel free to contact my office for assistance.  Your inquiry will be handled promptly and courteously.

(Rev. 11/21/02)
21

