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MANAGEMENT BULLETIN #337
DATE:   
 January 16, 2009
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:         
New Form for Move-outs - “Vacancy Notification Form”
This Management Bulletin is being issued to inform you that the RHS Program has a new form to communicate move out and other similar information. Please use this form when a unit has a move out or other similar change that would temporarily or permanently stop the subsidy for the unit.
This bulletin will also be posted on IHDA’s website and available either through searching the website and listed in the RHS Program section.

Changes to related documents: New form “Vacancy Notification Form” has been created.  The Table of Contents in the Compliance Manual will be updated to include the new form as an exhibit, as well as information included in Section 8 of the manual entitled “Continued Household Participation”.
Reason for change:  To communicate information regarding move-outs and other circumstances that would necessitate the subsidy to stop for a particular unit.
Detail of change:  The new RHS Program form #O-012 was created to communicate move-out or other similar activity in order to capture the change in the subsidy for the unit.  Activities other than a move out could include having an over-income tenant discontinue participating in the Program, or a non-compliant tenant. The new form asks for information related to the tenant and unit, including the amount of subsidy for the month that the activity occurred.  Both the landlord and the LAA must sign the form to certify that the unit will either be vacant or not continue to participate in the program.  The form should be submitted to RHS Staff within three business days after the event that changes the subsidy.  For example, if a tenant has given notice to move out of the participating unit at the end of the month, the form should be submitted three business days after the end of the month regardless of when the tenant vacates the unit.
If you have any questions, please contact your contact with the Rental Housing Support Program.

