RESIDENT SELECTION PLAN
Fair Housing and Equal Opportunity
Dauphin House strives to promote equal opportunity and non-discrimination in compliance with, but not limited to, the following:  Civil Rights Legislation (1964, 1968, 1988), Section 504 of the Rehabilitation Act of 1973, the Age Discrimination Act of 1975, Executive Order 11063, MGL Chapter 151B, the Fair Housing Amendments Act of 1988, the American with Disabilities Act of 1990, and any other legislation protecting the individual rights of residents, applicant or staff which may subsequently be enacted.

1. The Affirmative Fair Housing Marketing Plan establishes the minimum minority occupancy goal for the development and must be adhered to.  Dauphin House prohibits discrimination in marketing, acceptance and processing of applications, tenant selection, unit assignments, the certification and recertification process and all other aspects of continued occupancy.

2.
In carrying out this Resident Selection Plan, Dauphin House will afford equal opportunities and will not discriminate on the basis of race, color, creed, religion, national or ethnic origin, citizenship, ancestry, class, sex, sexual orientation, familial status, disability, military/veteran status, source of income, age or other basis prohibited by city, state or federal law.

3. 504/ADA Requirements assure persons that in accordance with Section 504, Dauphin House will make reasonable accommodations for individuals with disabilities (applicants or residents).  Such accommodations may include changes in the method of administering policies, procedures, or services.  In addition the property may perform modifications to housing and non-housing facilities on sites where such modifications would be necessary to afford full access to the housing program for qualified individuals with disabilities.

504/ADA Requirements assure persons:


(Equal opportunity to participate in programs and services;


(No denial of right to dwelling;


(Equal opportunity to gain same benefits and services with no unnecessary


  differences or separateness;


(Provision of assistance in most integrated settings appropriate; and


(Equal opportunity to serve on Boards.


For further information please reference the Reasonable Accommodation Section.


Appointments for an application may be made by contacting the management office-



Site Name:

Dauphin House


Address:

Philadelphia, PA  19121


Phone Number:
215 - 
A copy of this document can be available upon request

 June, 2014
Privacy Policy
It is the policy of Dauphin House to guard the privacy of individuals conferred by the

Federal Privacy Act of 1974, and to ensure the protection of such individuals’ records maintained

by the property.

Therefore, neither the property or its agents shall disclose any personal information contained in

its records to any person or agency unless the individual about whom information is requested has

given written consent to such disclosure.

This privacy policy in no way limits the property’s ability to collect such information as it may

need to determine eligibility, compute rent, or determine an applicant’s suitability for tenancy.

Consistent with the intent of Section 504 of the Rehabilitation Act of 1973, any information

obtained a disability will be treated in a confidential manner.

Processing The Initial Application

1. Any person who is 62 or older may apply to the waiting list unless application taking is

closed for a particular unit size or type.  The waitlist may be closed if projected turnover

indicates that an applicant would be unable to obtain a unit within a 1-year period.  See Waiting List Policy.

2.
The application can be completed in the management office or can be picked up and mailed to 


the office.  Reasonable accommodations will be made if applicant is disabled and unable to come 


to the management office and or if the applicant needs assistance in completing the application.        


Penalties of fraud will be reviewed with the applicant.

NOTE:  For HUD assisted, Section 8 etc. LIHTC or other applicable programs all adult

household members (62 years of age and older) in addition to signing the application must also sign the following:


      ( All release forms required for third party verifications

· The following items will be verified to determine eligibility and suitability for admission to the property:

(All annual income including non-monetary items



(Assets and asset income



(Allowance information



(Social Security numbers for all family members 



(Birth Certificate information for all family members



(Citizenship for all family members under the age of 62



(Ages of all household members



(Information required for resident screening

· After the paperwork and interviewing is complete, and all verifications have been received, the office staff will make the final selection based on a thorough review of all verifications.  Medical verification of need for separate additional bedroom, live-in aid and/or accessible unit is required.
Eligibility Criteria for Affordable Sites
Management will consider housing applicants for residency who at the time of admission, meet all 

of the following conditions and any applicable federal/state guidelines, and who have submitted an 
application for occupancy.  The following criteria shall be utilized to determine an applicant’s eligibility:

The property will put forth a reasonable effort to ensure that the property is adequately 

marketed to families with incomes that do not exceed 50% of the area median income at 

the time of admission.  

(Household annual income does not exceed current program income limits.   See


   attached income limits.


(Who have disclosed and verified the social security numbers (SSN) for each family member.

(Who have not committed any fraud in connection with any federal or   state housing assistance 
               program, and who owes no rent or other amounts in connection with housing assistance.

Occupancy Limitations
Usually occupancy is based on two people per bedroom unless the family requests a specific size

unit.  Household size must then comply with unit size based on the current State Sanitary Code

Minimum Square Footage Requirements:



Unit Size

Minimum

Maximum


Efficiencies

1 Person

2 Persons



1 BR


1 Person

2 Persons

2 BR


2 Persons

4 Person




Absence From The Unit
If a teenager is absent from the unit due to military or educational purposes and will be absent for 6 months 

to a year, the member will remain a household member.   If an adult member of the household is absent due 

to criminal charges or being incarcerated, the member will be removed from the lease and will no longer be 
part of the household.   In the event a household member is away from the unit, due to medical, and the time 

period exceeds a six month period, the household member will be removed.

Resident Selection Criteria
Relevant information regarding habits or practices to be considered may include, but are not

limited to

· All Qualified Applicants, at the time of in-person interviews may be requested to

submit consecutive rent receipts for six (6) months prior to the interviews for

examination by management for the purpose of verifying residence, rental amount

and timely payment history.  The exception to this is qualified applicants who

have been residing with friends or relatives and who have no prior leasing

experience for the last year or more.  Those applicants whose receipts evidence a 

late payment record (more than ten (10) days past due on two or more occasions)

may be rejected on the basis of poor rental habits.

· Acceptable references from current and former landlords covering a period of

five (5) years or from the last two successive tenancies, whichever is greater.

Qualified applicants who have no prior leasing experience of their own and no credit or

stable employment history will be given all due consideration with regard to personal

references.

· All available credit references will be checked without charge to the applicant.

· All adult applicants will be subject to a past criminal activity check.
· Drug testing/screening will not be a requirement

· Applicants and residents will be subjected to a criminal history background check to determine 

if any applicant or member of an applicant or resident’s household is subject to a lifetime 

registration requirement under a State sex offender registration program.   The same back-

ground check will be done at every annual recertification for all existing residents.   Property 

maintains a zero tolerance approach to prevent lifetime sex offenders from receiving federal 

housing assistance.
· Individuals who are being added to an existing household will also be subjected to the same 

applicant screening procedures as indicted in this plan.   The same applicant screening procedures 
will also include live-in aides.
· Applicants who evidence a steady income from employment or other sources such

as AFDC, Social Security, and/or pension benefits, will be accorded like treatment.


All applicants are required to be income eligible.
When utilities are paid by the resident in addition to rent, the applicant must also

demonstrate the ability to pay this monthly expense in addition to the monthly rent.
· An applicant must be able to comply with the terms of the Lease Agreement.

Repeated (two or more) violations of prior lease agreements, as verified by prior

landlords, will be considered grounds for rejection.

· An applicant’s capacity to demonstrate that they are capable of caring for the unit.
An applicant or member of applicant’s family, who has been determined to require such

services or accommodations, shall be responsible for securing the services and supplying

the accommodations where it has been determined that management would incur a

financial hardship, administrative burden, or would experience a fundamental alteration

in the program.

Refusal to provide services or supply accommodations on the part of the applicant is

grounds for rejection of program participation.
· An applicant’s ability and willingness to cooperate with management.

All applicants shall be required to provide complete and accurate information and execute

all forms required by management to determine eligibility and other factors affecting

residency.  Information requested by management shall be provided within ten days of

request and only an additional ten-day period will be granted as an extension.  Failure or

refusal to comply with management is grounds for denial of program participation.
Prior to execution of  the Lease Agreement, all adult family members shall be required to

attend the resident orientation session and execute a form indicating they have attended

and understand the rights and requirements of residency at the property.

Low Income Housing Tax Credits Units

The site has a minimum set aside of 40/60 which will be maintained for all qualifying applicants.   Residents receiving subsidy from the Philadelphia Housing Authority will be required to be under 50% of the median income.

All applicants will be subject to the same processing and eligibility criteria.   LIHTC residents will be required to recertify their income in accordance with Pennsylvania Housing Finance Agency.   Residents receiving subsidy from the Philadelphia Housing Authority will also be required to recertify every year in accordance with the Housing Authority.

ANY RESIDENT OR HOUSEHOLD MEMBER CAUSING A LOSS OF REVENUE TO THE OWNER DUE TO FRAUDULENT ACTIVITY, MAY BE HELD RESPONSIBLE FOR THE ENTIRE LOSS.

Accessible Units
Disabled applicants in need of architecturally adapted units are processed separately, to

assure maximum utilization of adapted units by persons who require accessible features.


(Accessible units shall be offered first to internal transfers who need the features


   and then to eligible applicants who need the features.

(If an accessible unit must be offered to someone who does not need the features,


   the lease shall include a clause requiring the resident to move to the first


   available comparable unit if an internal transfer or an eligible applicant requires

the features. If the resident refuses to move within a 30-day period, subsidy will be terminated.

In House Transfer Selection Process
When vacancies occur, the selection of the next resident will come from the site’s waiting list or 

the in-house transfer waiting list.  

Residents can be placed on the Unit Transfer list for the following reasons:
· Medical reasons or to accommodate a person with a disability.

Reasonable accommodation requests will be made on a priority 

basis over the site’s waiting list.

· Change in family composition due to being over or under housed.
· If owner determines the resident’s current dwelling unit is smaller or larger than 

appropriate, due to a change in the family composition,  the owner will make a decision 

pertaining to the occupancy standards established for the property.

Note:
If there is not a market for the  unit the resident will be  vacating, and the 



family is occupying a unit that is larger than needed, the owner will not 



transfer the family until there is a demand for that size of unit.

Transfer Requirements:


If an owner determines a transfer is required (over or under-housed), and the resident 


refuses to relocate within a 30 day period after a notice has been given, the resident may 


remain in the unit but pay the market rent.
Priorities for Filling Vacants:


Resident is disabled and has requested a reasonable accommodation


Eligible applicant from waiting list


Resident is under-or over-housed and an appropriate sized unit is available
When vacancies occur, names will be alternated between the Waiting List and the 

Transfer List.   Unit transfers will only be scheduled after all rent is current and 

completely paid.   Transfers will be at the expense of the resident except in the case of a 
tenant’s move based on a reasonable accommodation for medical reasons or disability.
Applicants with Disabilities 
It is illegal to reject an applicant because he or she has a disability, or for reasons that
 

could be overcome by a reasonable accommodation of the applicant’s disability

Applicants with disabilities are entitled to considerations to accommodate their special needs in addition to those afforded to all other applicants.  If, even with reasonable accommodations, applicants with disabilities cannot meet essential program requirements they will be rejected.

Reasonable Accommodation
Screening personnel will keep in mind that an applicant with a disability who may, for example, be unable to care for a current apartment alone, may still qualify for the unit.  Assistance could be in the form of a live-in-aide, or it could be a friend, family member or a social service agency.  It is not in the province of the property to make judgments about the best way for assistance to be provided.

If some form of assistance is needed to enable an applicant to comply fully with the lease terms,

screening staff will obtain verifications that such assistance is available to the applicant.  The

certification of an individual or agency providing assistance form will be used for this

verification. 

An example of a reasonable accommodation might be approving an applicant for a dwelling unit

larger than that determined by the occupancy standards, to permit occupancy by a live-in-aide

who would assist the applicant with some aspect of lease compliance, which the applicant would

not otherwise achieve.

Accommodations, to be considered reasonable, must not cause undue financial and administrative

burdens or an alteration in the fundamental nature of the assisted housing program.  

If a service is necessary for compliance with the lease, the property cannot be required to provide it 

to an applicant with a disability if it is not provided to other residents, but the property must consider 

admitting that applicant if he or she can document that the service will be provided by others at 

no cost to the property.

A reasonable modification is a lateration to the physical characteristics of a dwelling unit or to the common

areas of a building, requested by an applicant or resident, to allow accessibility by a member of the household.

Depending upon cost and available alternatives, a reasonable modification may include such things as 

installation of a ramp into a building, the lowering of the unit entry threshold, or the installation of grab 

bars in a bathroom.
Standards for Rejection
· Management will reject applicants who are unable to meet the mandated eligibility

      requirements.
(The current income exceeds program income limits



(Family size exceeds the maximum occupancy level for the units available at this site.



(Applicant has failed to provide social security numbers for all family members



(The applicant has failed to complete the Applicant Declaration Format for



   citizenship or otherwise alien-eligibility status.



(The applicant has failed to provide information reasonably necessary for the



   housing provider to process the applicant’s application.


(The applicant is unable to obtain electric service in their name due to unpaid balances.

· Management will reject applicants who do not meet our Tenant Selection Criteria – To

include but not limited to the following:

( The applicant or household member has disturbed a neighbor or neighbors in a prior

    residence by behavior, which if repeated by a tenant in the housing would substantially

    interfere with the rights of  other tenants to peaceful enjoyment of their units.
(The applicant or a household member has caused damage or destruction of property

   at a prior  resident, and such damage or destruction of property, if repeated by a 

   tenant in the housing, would  have a material adverse effect on the housing development

   or any unit in such development.

(The applicant or a household member has displayed living habits or poor 

   housekeeping at a prior  residence, and such living habits or poor housekeeping, if 

   repeated by a tenant in the housing, would pose a substantial threat to the health or 

   safety of the tenant or other tenants or would adversely affect the decent, safe

   and sanitary condition of all part of the housing.


Note:  Poor quality or shabby personal furnishings are not reason for rejection.

(
The applicant or any household member who will be assuming part of the rent

   
obligation has a history of non-payment of rent and such non-payment, if repeated

  
by a tenant in the housing, would cause monetary loss. 

· Applicant will be required to demonstrate the ability not only of paying the monthly rent

 but also the monthly electric and or heat bill if applicable.
(
The applicant or a household member has a history of failure to meet material lease

   
 terms or the equivalent at one or more prior residences, would be detrimental to the

   
 housing development or to the health, safety, security or peaceful enjoyment of the 

   
 tenants.

(
The applicant has failed to provide information reasonably necessary for the housing

  
provider to process the applicant’s application.

(
The applicant has misrepresented or falsified any information required to be submitted

  
as part of the applicant’s application or a prior application submitted within the last 

 
7 years, and the applicant fails to establish that the misrepresentation 

 
falsification was unintentional.

(
The applicant or a household member has directed abusive or threatening behavior

  
which was unreasonable and unwarranted towards a management agent’s employee

  
during the application  process or any prior application process within 7 years.

(   Applicant or other adult in household is discovered listed on the Sex Offender Registration

· The applicant does not intend to occupy housing, if offered, as his/her sole residence.
(Credit and criminal reports will be conducted by National Tenant Network (NTN).   

   NTN will use a scoring system, NTN Decision Point, which is a scored report that 

   generates a score based on the applicant’s retail credit report and any applicable eviction 

   history that may exist for the applicant.

   Specifically, management will reject any applicant whose credit report scores below 

   the acceptable score of 70 – 100.   Conditional score will include 60 – 69.  
Female heads of house hold and male heads of households will be similarly accorded like

treatment.  All credit shown in the report issued by the local credit bureau will reflect positively or

negatively on both spouses in the absence of divorce and/or other legal documentation, unless

brought to the attention of the management by the initiation of the applicants, which clearly

separates the party’s credit responsibilities.  In the case of unfavorable credit references, the 

responsibility  of the management is limited to informing applicant families that their application

has been rejected based on confidential information received from the credit bureau.

The management is, of course, agreeable to re-appraising a credit report forwarded to the

management by the credit bureau on behalf of the applicant which encompassed certain

corrections or additions made in that report as a result of action taken by the applicant directly

with the credit bureau.






The applicant is, however, considered rejected until updated information is received from the

credit reporting agency or creditor.

· Specifically, management will reject any applicant whose landlord reference(s)
shows one or more of the following:

· Rent is/was late more than six (6) times during any 12-month period;

· The resident has an outstanding rental or damage payment balance;

· The resident terminated their tenancy without proper notice;

· During the tenancy, the landlord/agent received complaint(s) regarding any 

      one or more of the following:

· Loud noises/partying, disturbing others, threatening behavior, criminal

activity, or other behavior that was a breach of the occupancy agreement/

lease by the applicant was responsible;

· During the tenancy, the landlord/agent was required to take legal action

      for either nonpayment of rent or occupancy agreement/lease noncompliance.

· Specifically, management shall, based on the past criminal activity, deny program 

participation to applicants with one or more of the following violations:

· The applicant or household family members in the past 7 years have engaged in 

criminal activity, abuse or pattern of abuse of alcohol or other legal activity in 

violation of state law, which if repeated by a tenant in the housing would interfere 

with health, safety or peaceful enjoyment of the premises by other residents.
· Applicant or any member of the household having a history of one or more drug-related

arrests, assault and battery or any felony arrests or convictions.

· Conviction of an applicant, or member of applicant family for possession 

of an unregistered firearm or possession of an illegal weapon.
· The applicant or household member is a current illegal user of one or more

controlled substances as defined by state law.  A person’s illegal use or 

possession of a controlled substance within the preceding twelve months 

shall create a presumption that such person is a current illegal user of 

a controlled substance. 

· Prohibit the admission of applicants for housing for 7 years from the date of eviction 

if any household member has been evicted from federally assisted housing.


Exceptions:  1)  The evicted household member has successfully completed an 

         approved, supervised drug rehabilitation program; or

         2)   The circumstances leading to the eviction no longer exist 

         (e.g., the household member no longer resides with the applicant

         household). 
· Housing provider may prohibit admission of a household with a member who 

engaged in drug-related criminal activity or violent criminal activity during a 

reasonable time prior to admission decision.

· Prohibit the admission of a household with a member who must follow a lifetime 

registration requirement as a sex offender under state law.

· Prohibit the admission of a household with a member who was ever convicted 

of drug-related criminal activity for manufacture or production of 

methamphetamine on the premises of federally assisted housing. 

· If a household member has committed acts that would require termination of 

tenancy, the owner may require the household to exclude the offending 

family member to continue receiving assistance.

Violent criminal activity includes the felonious criminal activity that has as one of its elements

the use, attempted use, or threatened use of physical force against the person or property of another.

Drug related criminal activity does include a person’s illegal use of a controlled substance

within the preceding twelve months shall create a presumption that such person is a current illegal

user of a controlled substance.

If any applicant does not submit a complete application, sign release forms for certification, or 

come to a personal interview, the application will be canceled.  

If you do not place an applicant on the waiting list or immediately process the application for

admission, you must promptly notify the applicant in writing of the rejection.

Non-Discrimination

The Owner will comply with all Federal, State and Local Fair Housing and Civil Rights Laws and with the Equal Opportunity requirements
Owners are prohibited from inquiring about an applicant’s sexual orientation or gender identity or denying housing on that basis.  All eligible families, regardless of marital status, sexual orientation, or gender identity, will have the same opportunity to participate in affordable housing programs.
Violence Against Women Act
In June, 2006, HUD created the Violence Against Women Act (VAWA).   The act protects certain victims of criminal domestic violence, dating violence, sexual assault or stalking as well as members of the victims’ immediate families from losing their HUD assisted housing as a consequence of the abuse of which they were the victim.   The Act pertains to various HUD programs and the Low Income Housing Tax Credit program.
Marketing
· The Owners will commence diligent marketing activities within the current Affirmative Fair Housing Marketing Plan (AFHMP), Equal Housing Opportunity and Federal Fair Housing not later than 90 days prior to the anticipated date of availability for occupancy of the first unit in the property.

· Any further marketing necessary to maintain a sufficient waiting list, eligible applicants will be processed in accordance with the Affirmative Fair Housing Marketing Plan.

· The owners will comply with all regulations in marketing of the units before any applications are accepted and processed.

Remaining Member of a Tenant Family
Periodically, family composition changes after initial occupancy.   If the qualifying person leaves the unit, a determination will be made as to whether the remaining member or members of the household will be eligible to remain in the apartment.   Individuals must be a party to the lease when the family member leaves the unit and the individuals must be of legal contract age under state law.
The following attachments are included in the Resident Selection Plan:
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(Attachment 1)

ELIGIBIITY CRITERIA

The stated eligibility criteria shall apply to the following federal programs.

· Low Income Housing Tax Credits

Management will consider housing applicants for residency who at the time of admission, meet all of the following conditions and any applicable federal/state guidelines, and who have submitted an application for occupancy.   The following criteria shall be utilized to determine an applicant’s eligibility:

· A household is a family or single person who is eligible under applicable federal/state requirements.

· Management’s method for assigning units will be available on-site

· Occupancy is based on two people per bedroom unless the square footage allows or requires otherwise.   Household size must comply with unit size based on the current State Housing requirements or any applicable federal regulations or requirements.

· Household annual income does not exceed current program income limits.

· Households who have provided verifiable social security numbers (SSN) for all family members

· Households who have not committed any fraud in connection with any federal or State Housing Assistance program, and owe no rent or other amounts in connection with housing assistance.

· Management will not accept any outside subsidies, such as certificates or vouchers, when the property is 100% subsidized.

· Acceptance of a unit at maximum occupancy does not give the resident the right to claim overcrowded conditions and request transfer to a larger unit, unless the family size changes. Households consisting of all full time students are not eligible for the tax credit program with the following exceptions:

1. Are any full-time student(s) married and filing a joint tax return?

2. Are any student(s) enrolled in a job training program receiving assistance under the Job Training Partnership Act?

3. Are any full-time student(s) a single parent living with his/her minor child who is not a dependent on another’s tax return?

4. Are any full-time student(s) an AFDC or TANF recipient?

5. Are any adults former foster children?

(Attachment 2)

REJECTION STANDARDS

1. An applicant and the applicant household shall be disqualified for any of the following reasons:

a) The applicant, or household member, has disturbed a neighbor or neighbors in a prior 

residence by behavior.

b) The applicant, or a household member, has caused damage or destruction of property 

at a prior residence.

c) The applicant or a household member has displayed living habits or poor housekeeping 

at a prior residence.

d) The applicant or household member in the past has engaged in criminal activity.

e) The applicant or any household member who will be assuming part of the rent 

obligation has a history of non-payment of rent.

f) The applicant or a household member has a history of failure to meet material lease 

terms or the equivalent at one or more prior residences.

g) The applicant has failed to provide information reasonably necessary for the housing 

provider to process the applicant’s application.

h) The applicant has misrepresented or falsified any information required to be submitted 

as part of the applicant’s application, or a prior application submitted within the last 7 

years, and the applicant fails to establish that the misrepresentation or falsification was 

unintentional.

i) The applicant, or a household member, has directed abusive or threatening behavior 

which was unreasonable and unwarranted towards a management agent’s employee 

during the application process or any prior application process within 7 years.

j) The applicant does not intend to occupy housing, if offered, as his/her primary residence.

k) The applicant or any household member is a current illegal user of one or more controlled 

substances.   A person’s illegal use or possession of a controlled substance within the 

preceding twelve months shall create a presumption that such person is a current illegal 

user of a controlled substance. 

l) The applicant or any household member has been convicted for the manufacturing or the

 production of a methamphetamine.

m) Owner has reasonable cause to believe that a household member’s abuse or pattern 

of abuse of alcohol may threaten the health, safety, or right to peaceful enjoyment of 

the premises by other residents.

n) Owner has reasonable cause to believe that a household member caused a fire at a 

prior address.

(Attachment 3)

Rejection Notice

Date:  _______________

Dear_____________________:

Thank you for your interest in _____________________________________.

Your application and other applicant screening data have been reviewed and verified.   Our uniform applicant screening criteria has been applied to the results of our investigation, including an evaluation as to whether or not your income is sufficient to meet the rental obligations, and unfortunately, your application has been rejected for the following reason(s):


(  )   History of unacceptable rental history

(  )   History of disruptive behavior as a tenant which if repeated would 

substantially interfere with the rights of other tenants


(  )   Falsifying information on the application


(  )   Failure to provide requested information for the application process

(  )   Insufficient income to pay the cost of rent and utilities 


(  )   Unacceptable credit report received from:




Equifax



1- 800 – 685 – 1111




P.O. Box 105873




Atlanta, GA  30348




Experian



1 - 800 – 682 – 7654




P.O. Box 2104




Allen, TX  75013-2104




Trans Union Consumer Relations
1 – 800 – 916 – 8800




P.O. Box 1000




Chester, PA  19022


NTN Customer Relations

1 – 800 – 422 – 8299


P.O. Box 1023


Turnersville, NJ  08012

( )  Drug related criminal activity, violent criminal activity, or any other criminal activity, which may threaten the health, safety, or right of peaceful enjoyment of the other residents residing in the immediate vicinity, or owner, property management staff or  persons performing a contract 


administration function.

However, the Agency did not make the decision and is unable to explain to you why the decision was made.   According to the Fair Credit Reporting Act, you have the right to know what information was reported to us.   You have the right to obtain a free copy of your credit report from the Agency above within sixty days.   You also have the right to dispute, directly with the Agency identified, the accuracy or completeness of the information contained in your file.   The Agency must, within a reasonable period, reinvestigate.   It must then remove or modify inaccurate information.   The Agency may not charge a fee for the reinvestigation.   If the reinvestigation does not resolve the dispute for your satisfaction, you may send a statement to the Agency to be kept in your file explaining why you think the record is inaccurate.   The Agency must include the statement, or a clear summary of your statement, in future reports.

If we have based our decision on reasons provided to us by a person other than the Agency listed above, you have the right to obtain a disclosure of the nature of the information provided to us by making a written request within sixty days.

If the unfavorable circumstance listed above is the result of your having a disability, you may request a reasonable accommodation to participate in the informal hearing process.    A reasonable accommodation is an adjustment to an apartment or a procedure by the agent, which will prevent the problem from reoccurring.

If you believe that the circumstances indicated above did not occur nor can be satisfactory explained, you may request a meeting/appeal with management. 

You must request either or both a reasonable accommodation and or a meeting/appeal with management in writing within fourteen (14) business days of the postmark of this letter.  It is possible the original decision of rejection could be reversed and you could be approved for occupancy.  If no change is made following the meeting with a supervisor, and not the individual signing this letter, written documentation will be forwarded within five (5) business days of the meeting/appeal regarding the final decision on eligibility.

Yours truly,



(Attachment 4)

Annual Waiting List Update

Date: ______________________________  

Dear Applicant:

You are currently on the waiting list for an apartment at ____________________________________________.  We are now in the process of updating the wait list.  Enclosed you will find information regarding our current rents and income limits to help determine if you are still eligible for an apartment.

It is requested that you complete all relevant information requested on this form.  Please return it to the address shown above.

If we do not receive your updated application within fifteen (15) days from the date of this letter, your application will be placed in our inactive file and your name will be removed from the waiting list.

Change of address (complete only if your address is different from the one above):

________________________________________________  

________________________________________________ 

________________________________________________  

________________________________________________  

What is your approximate total yearly income (include gross income and any income from assets)? _______________________________  

Number of people in family: _______________________ 

Family composition: Please complete this section only if there has been a change in family members:

_______________________________________       _______________________________________  

_______________________________________       _______________________________________  

_______________________________________       _______________________________________ 

Annual Waiting List Update

Page 2

Notice of your position on our waiting list will be sent to you within 60 days of this letter.  Please note, this is only an update of your current status.  Additional information may be requested at a later date.  Your signature below gives consent to management to verify the information in this application.

I hereby certify that the information contained herein is true and correct:

Signed under the pains and penalties of perjury.

_____________________________________       _________________________   

Signature of Applicant



Date

If you have a disability you have the right to request a reasonable accommodation in connection with you application for housing.  All information is voluntary and will be treated as confidential.
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WAITING LIST POLICY

The waiting list is a list of individuals and families who are interested in living at a specific property and the list is maintained in chronological order as to when an application was completed and submitted to the office.

The list is kept in a binder titled Waiting List.   The list must never be re-written and       

       needs to be maintained in a manner that cannot easily be altered.

1. Waiting List in Binder

A. Each page is designed appropriately for the required information such as:

1) Number, date and time of application

2) Name, address and phone number

3) Unit size requested

4) Income level ( ELI or VL)
5) Comments

6) Removed/rejected date

7) Move-in date

8) Preference type

Each property is required to keep the list manually in a binder.   

The page numbers are preprinted and are required to be used in sequence.   White out is not permitted to be used on the waiting list.    When entering the names into the book, the number in the waiting list book must also be written on the top right hand corner of the application.

In order for an individual or family to quality for the waiting list, their income must be within the income limits of the subject property at the time of submitting the application.   Once all requirements are met, including the submission of a completed pre-application or full application, the family is added to the waiting list.   

When a completed pre-application or full application is submitted to the office, the staff person needs to date and time stamp the application in the top right hand corner of the front page.   This procedure will support the placing of the family on the waiting list in the proper chronological order.   Applicants should be told if they change their address or their family composition, to notify the office and have their name on the waiting list updated.

Applications are filed in the proper bedroom size folder in an alphabetical order for easy access.

Required Files:


1.  Pending Applications




These applications are in current status and applicants are waiting to be 

notified that their name has come to the top of the list.  Applicants have 

not been completely screened.


2.  Approved Applications



These applications have gone through the screening process and the family 

has been notified of approval pending income eligibility at the time of 

move-in.


3.   Inactive Applications



These applications are no longer active due to one of the following:

A. Applicant is no longer interested in an apartment or applicant can no longer be reached by mail.  Application has been cancelled.

B. Applicants have been rejected due to various reasons (credit, criminal etc.)

C. Records need to be maintained for 3 years following the rejection date.

Updating the Waiting List

Every six months the waiting list needs to be updated by sending out letters to everyone on the list.   The letters will ask the applicants if they are still interested in remaining on the list and to submit their intentions in writing by signing and returning a portion of the letter.  Return to sender letters are required to be left unopened, attached to the application and filed in the inactive file.

If the applicant indicates their household status has changed and they now need a different size unit, their name will be transferred to the correct size unit and the family will maintain the same application date.   

In the event an applicant refuses an apartment two different times, the applicant will be rejected.   The applicant may re-apply but the name will be added to the bottom of the waiting list.

Rejections and Cancellations from the Waiting List

Whenever a name is rejected or cancelled on the waiting list, the entire line needs to be crossed out with a single line or a yellow highlighter.   The information needs to be legible but understood that the individual or family has been rejected or cancelled from the list.   Dates and time of the activity need to be documented in the appropriate column of the list.

Reasons for rejection or cancellation:

· Applicant no longer meets the eligibility requirements of the property

· Credit check

· Criminal background check

· Landlord references

· State Sex Offender Registration background check

· Income

· Applicant failed to respond to a written notice for updating the waiting list or  the request of an interview

· Mail sent to the applicant’s address is returned as undeliverable

· Family household changes and an appropriate size unit does not exist

Applicant’s information, including all correspondences and documentations need to be maintained for at least 3 years following the rejection or cancellation.

Selecting Applicants from the Waiting List

When a unit becomes vacant, the next applicant from the waiting list based on the following is selected:

· Unit size

· Preferences (income targeting)

· Need of an accessible unit, if applicable

· Applicant screening

Closing Waiting List

Waiting lists may be closed for one or more unit sizes when the average wait is excessive to one year or more.  Once approval is granted from the Executive Property Manager, the following steps are required:
· A public notice needs to be made in the local newspaper, where potential applicants will see it, indicating the list has been closed and applications will no longer be accepted until the list is re-opened.

· An attractive professional notice needs to be posted on the site’s bulletin board indicating the list has been closed and the reason.

Opening the Waiting List

Once the waiting list is opened again, with Executive Property Manager approval, sites are required to announce the change publicly in the same manner that it was announced when the list was closed.   If advertising is needed, the site needs to follow their Affirmative Fair Housing Marketing Plan.   .

Processing Applications to Reduce Vacancy Loss

When an existing resident submits a 30-day move out notice or when eviction proceedings have been filed, the office staff needs to begin processing the next eligible family listed on the waiting list as soon as possible.   The family needs as much notice as possible to begin the preparations for moving and to make arrangements to have the required monies for move-in day.   Income will need to be verified again to qualify the family for occupancy.   Income verifications always need to be within a 120-day period prior to move-in.

All applicants must be income-eligible at the time their name is placed on the waiting list AND ALSO EACH FAMILY MUST BE INCOME ELIGIBLE AT THE TIME OF MOVE IN.   EVEN IF AN OUTSIDE SUBSIDY FROM ANOTHER AGENCY IS BEING USED, FAMILY MUST QUALIFY UNDER THE PROPERTY’S INCOME LIMITS.   

PROPERTY LETTERHEAD

NOTIFICATION OF WAITING LIST STATUS

Date: 
______________________

TO:
_____________________


_____________________


_____________________

Dear _____________:

This letter will notify you that as of _________________________,







(Date)

__________
You have been placed on our waiting list.   Your wait on the waiting list 



at this time will be approximately _______________ until your name 



comes closer to the top of the list.

If there are any changes in your family household, or income changes or any special requirement for an apartment please contact the management office in writing so that we can keep your records up to date.

If you have any questions, please feel free to contact our office.

Sincerely,

Property Manager

(Attachment #7)
Income Limits

Acceptable income limits for the subject property are the following:


Very Low Income Category (50%)


Extremely Low Income Category (30%)

The income category titled, Low Income which is 80% of the local median income, is not acceptable at the subject property.

To follow, next page, are the current income limits which are established annually by the Department of Housing and Urban Development.  Each income category is based on the number of persons per household.
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