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MANAGEMENT BULLETIN #
DATE:   
 May 20, 2010
TO:         
 LAA and LTOS development staff, and other related persons

 working with the Rental Housing Support Program
FROM:   
April Lasker


    
Manager, Rental Housing Support Program

RE:         
Rental Assistance Contract revision and instruction
This Management Bulletin is to inform appropriate parties of a newly revised version of the Rental Assistance Contract to be used by LAAs with their landlords.  This information is not relevant to developments under the LTOS Program.
The Rental Assistance Contract was revised in order to accommodate some needed grammatical changes, and to clarify some policies already addressed in the contract.  This Management Bulletin will also provide instruction in how to execute the Rental Assistance Contract.  The new contract should be used for all new landlords.
This bulletin will also be posted on IHDA’s website and available either through searching the website or listed in the RHS Program section.
Changes to related documents:  Multiple changes to wording and defining of terms, etc in Rental Assistance Contract and will be incorporated into Rental Assistance Compliance Manual.
Reason for change:  To further clarify the terms of the Rental Assistance Contract and to clarify how to execute the contract.
Detail of change:  Below are instructions in how to fill out the contract and what is needed.
When submitting a Rental Assistance Contract to IHDA for approval, a full and complete original Rental Assistance Contract must be submitted to the Manager of the Rental Housing Support Program.  The documents listed on the following pages must be submitted to have a complete submission.

Documents to be submitted to IHDA

1. Full and complete Rental Assistance Contract – versions prior to this document will not be accepted
a. Contracts must completed as follows:
i. Page One  - First Paragraph

1. Fill in the date for the start of the contract.  This date must not be prior to the contract submission to IHDA for approval, and should reflect a date close to when the unit will begin to participate.
2. Fill in the LAA’s legal name that is officially registered.
3. Identify the type of entity of the LAA.
4. Fill in the Landlord’s name.  If the Landlord is working through a management company, use the Rental Assistance Contract created for Management Companies.
5. Identify the type of entity of the Landlord
ii.   Page One – Second Paragraph
1. Identify if the landlord has one property or multiple properties that will be listed under the contract.
2. Identify if the landlord has one housing development or multiple housing developments that will be listed under the contract.
3. Identify the number of units within the identified developments that could be chosen from for participation.  This number must match the total units in the Rent Schedule (s).
4. Identify the number of units from the identified developments that will be participating in the Rental Housing Support Program.  This number must match the total units in the Rent Schedule (s).
5. Identify the addresses of the developments that will be included to potentially participate with the Rental Housing Support Program.
iii. Page 8 – Section 10

1. Fill in the starting date of the Rental Assistance Contract.  This date must not be prior to submission to IHDA for approval, and should reflect a date close to when the unit will begin to participate in the RHS Program.

2. Fill in the ending date for the Rental Assistance Contract.  This date should be the same end date as the end date for the LAA’s Funding Agreement.  If the date is different, request prior approval from IHDA.
iv. Page 9 – Section 11, part g

1. Fill in the contact information for the Landlord and the LAA.  This should be where each entity can be reached if needed for communications related to the contract.
Documents to be submitted to IHDA (cont)
v. Page 11 – Signature page

1. Fill in the legal name of the Landlord and the LAA. The name should correspond to the name and type of entity listed on the first page.

2. Have the appropriate person sign for the entity.

3. Print the name of the signor who signed the contract.
4. Identify the title of the signor.
b. Contracts if a Management Company is involved

i. Use the Rental Assistance Contract created for Management Companies

ii. Differences

1. The Management Company is identified in the first paragraph instead of the Landlord.
2. Include the properties and developments that would be associated with the landlord and would participate in the Rental Housing Support Program. Do not include developments managed by the Management company that are not being considered for participation.
3. List the name of the Management Agreement giving the Management Company authority to enter into contracts.
4. Fill in the date of the Management Agreement.
5. List the name of the Owner/Landlord that entered into the agreement.
6. A copy of the Management Agreement must be attached to the Rental Assistance Contract.
2. Legal Description

a. A legal description of all of the developments must be included with the Rental Assistance Contract.
b. The legal description must be the description given for the development on documents such as a tax bill, mortgage, or other legal document.
3. Rider to Lease

a. A blank copy of the Rental Housing Support Program’s Rider to Lease must be included.
4. Tenant Bill of Rights

a. If available, include a copy of the LAA’s Tenant Bill of Rights.
5. Rent Schedule

a. Include a Rent Schedule for each development that will be potentially participating with the Rental Housing Support Program.

b. Each Rent Schedule should include the full form and be complete.

c. Rents listed must be acceptable to IHDA.  Further explanation of the rents may be requested by IHDA if needed.
Documents to be submitted to IHDA (cont)
6. Tenant Income Certification form

a. Include a blank Tenant Income Certification form.
7. Monthly Activity Report

a. Include a blank Landlord Monthly Activity Report.
8. Lead Based Paint Certifications

a. Include Lead Based Paint Certifications for all units that have been identified to participate in the Rental Housing Support Program.

b. If at the time of the contract the exact units are not known, LAAs should collect the certifications for each unit as they are identified and keep with the unit’s inspection files.

9. Tenant Selection Plan

a. Include a signed copy of the negotiated Tenant Selection Plan.
If you have any questions, please contact the Rental Housing Support Program Manager

at 312-836-5200.

