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RHS Tenant Selection Plan – Model

Illinois Housing Development Authority
RENTAL HOUSING SUPPORT PROGRAM

TENANT SELECTION PLAN 
Attached is a model Tenant Selection Plan (“Plan”) to assist you in writing your tenant selection procedures.  This Plan should outline the application process that an applicant can anticipate when applying for occupancy at your development.  All entities named are responsible for carrying out all actions stated in this Plan.   IHDA will use this document during on-site audits to ensure that each entity is following the correct procedures.
This is only a model and much of it can be modified to fit your specific needs.  Sections I, II and III cannot be altered because they are background information.  Any section after III can be modified but needs to accurately depict the actual tenant application and selection process in place for the Rental Housing Support Program (“RHSP”) units at the development.
For the RHSP, the Illinois Housing Development Authority (“IHDA”) has adopted the preferences required under IHDA’s enabling legislation, which follows State law. This requires a development to provide a preference for occupancy to individuals or families that are displaced from an urban renewal area, as a result of a governmental action, or as a result of a major disaster. As part of the RHSP, additional preferences cannot be given to any specific sub-population unless another funding source requires it for the development, and therefore for the program units. If your property has a funding source that requires a preference be given to a specific type of tenant, these particular tenants need to be clearly denoted on your waiting list. If another funding source is not in place but you are targeting households with Special Needs, as defined by RHSP, they cannot, based on their Special Needs, have preference on your waiting list.  All  RHSP applicants are to be handled on a “first come, first serve”.
Other than the state mandated preferences, the other two exceptions to the “first come, first serve” policy is with accessible units.  Households, both on the waiting list as well as existing tenants, needing accessible units will be given preference for those units.  Households at 15% AMI and below may also be given a preference status to until 50% of the units have households at this income level.
At a minimum, your Plan should include language regarding the income breakdown at your development, any funding requirements in relation to sub-populations, the application process to be instituted at your development and the waiting list process. The attached Plan also provides language on the interview process, eligibility requirements, occupancy standards, as well as rejection criteria and procedures.  This language may be adopted as is or tailored to your development’s specific procedures. Also attached to the Plan are model exhibits for all correspondence and other documentation referenced in the Plan.  These exhibits may also be revised to reflect the needs of your development.
In screening applicants for housing, please be advised that tenant selection criteria must be applied to all RHSP applicants, regardless of an applicant's race, color, creed, religion, sex, national origin, age, familial status, marital status, ancestry, unfavorable military discharge, receipt of governmental assistance or disability.  

This plan should be negotiated and approved by both the property owner and the LAA.  Functions can be designated to either entity, but both need to approve of the plan.  A LAA must have a Tenant Selection Plan for each landlord they contract with for the program.

3/2008
TENANT SELECTION PLAN


RENTAL HOUSING SUPPORT PROGRAM
                                                           ______________________________               
"Development Name"

_________________, Illinois

___________________________________________

"Owner"

____________________________________________

"Management (if applicable)"

____________________________________________

Responsible Entity for Preference Processing
I.
INTRODUCTION
This Tenant Selection Plan (the "Plan") outlines the procedures that will be followed in selecting RHSP tenants for the Development.  Entities identified throughout the document are responsible for implementing these procedures as assigned. 
A. 
Unit Distribution

RHSP has a goal to use 50% of the Program Units for households at 15% and below AMI.  To accomplish this, developments are asked about the number of units that may be available for these households. 
These units are not set-asides, but are merely trying to reach households at different income levels.
Target Goal for this Development:
_________ units at 15 % median income 

_________ units at 30 % median income

Please Note: LAAs are required to try to use half of their units to house households at 15% of AMI and below.  If unable to reach the above requirement of serving households at/or below 15% of area median income, the LAAs must provide documentation of its inability to identify, reach or house households in this range. LAAs would then be allowed to serve more households above the 15% level, but below the maximum level of 30% of area median income.
If a household occupying a RHSP unit experiences a change of income so as to no longer qualify for the unit, the household may remain in the rental unit. Please refer to the RHS Program Guide for specific details on the procedures.  If the household stops participating in the program, another unit must be identified to start participating in the Program.
B.
Rent Structure
The initial rent structure for the development, by RHSP unit size, is attached to this Tenant Selection Plan (Exhibit A).

II. DEVELOPMENT DESCRIPTION
Check all those that apply.
Units participating in the Rental Housing Support Program cannot be set aside or used for specific types of tenants unless there is another funding source associated with the units that specifically has a stated restricted eligibility.  Indicate in that information below if you have any of those restrictions.
__  
The Development is not designated as housing exclusively for any particular tenant type. 

This would typically include those developments knows as “Family”.

__
The Development is designated as housing exclusively for the Elderly.



If Elderly, please indicate the age restriction. _________________________

__
The Development is designated as partially or fully designated for a specific type of tenant.  

Total Number of Units in the Development. _______
Please indicate the number of units designated for the program, and identify those that are restricted to households with the following attribute.

Nbr of Units



Nbr of Units
_____
 No restriction on unit

_____   Domestic Violence



_____
 Developmentally Disabled
_____   Ex-Offenders


_____
 Foster Care Families

_____   HIV/AIDS

_____
 Homeless


_____   Mental Illness


_____
 Physically Disabled

_____   Transitional 



_____
Other 
______________________________________




(please describe)
Indicate the funding sources that require any restrictions identified above.

Funding Source




 
Restrictive Attribute
__________________________________________     ___________________________________________

__________________________________________    __________________________________________

__________________________________________   __________________________________________

__________________________________________  __________________________________________

III.
PREFERENCES

A. Establishing Preferences

The following preferences apply to the development:

1. Program Preferences – mandated by state law
The development will comply with the three IHDA mandatory preferences as established by the State of Illinois.  Please seek clarification from IHDA regarding the interpretation of these preferences. The preferences are described below. 

a) Displaced from an urban renewal area. 

b) Displaced as a result of a governmental action.

c) Displaced as a result of a major disaster.

IHDA will work with all entities to properly assign responsibilities should these preferences go into effect.

2. 
Households at or below 15% of AMI will be housed before households whose annual income is above 15% but also at or below 30% of AMI. This preference will only be used to achieve the requirement to have at least 50% of the Program units occupied by households with annual incomes at or below 15% of AMI. This preference will not be used once this requirement has been reached.
B.
Selection of Households for Participation
1.
An eligible applicant who qualifies for a preference will receive housing before any other applicant who is not so qualified.  These preferences take precedence over other applicant’s place on the Waiting List (as defined below), or date of submission of application.

2.
Applicants will be informed of the availability of preferences, and will be given an opportunity to certify that they qualify for a preference.  Applicants may claim a preference at any time during the application process.

C.
When a Preference Is Denied
1.
If it is determined that an applicant does not meet the criteria for receiving a preference, the applicant will promptly receive a written notice of this determination from Responsible Entity listed above (Exhibit C).  The notice will contain a brief statement of the reasons for the determination, and state that the applicant has the right to meet with the Responsible Entity's designee to review this decision.  If the applicant requests a meeting, it will be conducted by a person or persons designated by the above named entity.

2.
Denial of a preference does not prevent the applicant from exercising any legal rights the applicant may have against Responsible Entity and/or Owner.

The remaining sections may be altered to fit your needs, including deletions of actions you will not take, but each function must be addressed.

IV.
SELECTION AND APPROVAL OF EXISTING TENANTS DURING INTIAL LEASING


An option available  is to select and approve Existing Tenants in the development for participation in the Rental Housing Support Program during the Initial Leasing phase.


Will this development offer Existing Tenants this option?    FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No


If a Development is choosing this option, please complete Sections A and B.


A.
Selection of Existing Tenants


During the Initial Leasing for the Program Units, Existing Tenants may be selected and approved for participation in the Rental Housing Support Program.  Please provide a narrative explaining how Existing Tenants will be notified about the Rental Housing Support Program, how Existing Tenants will be chosen, how rejected applications will be handled, what entity will be responsible for the process, and how this process will be communicated to all Existing Tenants.


Rejected Applications from Existing Tenants cannot be used during the Application phase to create the Waiting Lists for the Program Units.  

B.
Approval of Existing Tenants


Existing Tenants’ applications will need to be approved, and eligibility for the Program must be certified in the same manner as applications collected after the Initial Leasing Phase.  Please provide a narrative for how Existing Tenants’ applications will be processed, including what notifications will be sent, deadlines established, which entity will be responsible for this process, and other similar details.
V.
APPLICATION PROCESSING
A.
Distribution of Applications
Entity Responsible for Distributing Applications:

___________________________________
1.
A letter (Exhibit D) will be sent to persons who respond to the marketing efforts.  This letter will include an Application to be completed and mailed to the Development (Exhibit E).  This letter will also inform persons about the Development’s preferences and will indicate that all applicants will be given an opportunity to show that they qualify for a preference.   If the RHSP units have a requirement from another funding source that applicants must meet to be eligible, the above named entity will explain in the letter that some units are have the requirement and that a plan is in place to fill those units with applicants who meet the requirement.
2.
The letter will state that those persons qualifying for a preference will receive housing before any other applicant who is not so qualified.

3.
In addition, the letter will inform all applicants that for those not claiming a preference, screening will be conducted according to the order in which the Applications are received.

4.
All returned Applications will be logged in, indicating the time and date received (Exhibit F).  The Application log will indicate whether the applicant has claimed a preference or has requested a handicapped accessible unit.

5.
Existing tenants should also be notified about the Program, particularly if they are eligible for the Program.  Notification to this group should be included in the plan, as well as the criteria for accepting or rejecting existing tenants, and how some existing tenants are chosen over other similarly qualified existing tenants.  If offering units for Existing tenants before the start of outreach to other possible applicants, include this information with your notification, as well as the policy that Existing tenants will only have preference in the initial leasing up of the Program Units.
B.
Management of Applications

Entity Responsible for Management of the Applications:


__________________________________
1.
Applications will be filed in the order of receipt.  In addition, Applications will also be categorized according to preferences and unit size.
2.
All persons making inquires will be provided an Application with instructions to mail this Application to the above named entity.  Applications received after initial sorting will be categorized in accordance with the process stated above.

3.
No Applications will be accepted after the date on which 95% occupancy of the Development has been reached and the applicable Waiting List has been closed.

4.
All Applications will be retained on-site permanently.
VI.
WAITING LIST PROCEDURES
A. Definition of Waiting Lists

Entity Responsible for Administration of the Waiting Lists:


__________________________________
The Development will maintain two Waiting Lists: one for preference applicants and the other for non-preference applicants.  A third Waiting List must be established if some units in the development have restrictions for eligibility.

The names of all persons from whom Applications were received, but who were not contacted for an interview, will receive a letter stating that they have been placed on the applicable Waiting List and informed of their position on the Waiting List.  A person's position on the Waiting List will be based on the chronological order in which he/she applied for occupancy to the Development.  Names on each Waiting List will appear in order of receipt of the Application.  Placement on a Waiting List, however, does not guarantee that the person is eligible or acceptable for occupancy at the Development.  A model Waiting List form is provided.
B.   
Contacting Persons on the Waiting Lists

Entity Responsible for Contacting Applicants when a Unit is Available:

___________________________________
1.
The above named entity will contact Applicants as follows:  When a RHSP unit becomes available or is about to be prepared for vacancies, the Application with the top preference priority number for that unit size will be selected.  If there are no applicants claiming a preference, the Application with the top priority number from the Non-Preference Waiting List (s), depending on the type of unit, for that unit size will be selected.  The above named entity will telephone the selected applicant at least three times during the next 48-hour period.  If the applicant cannot be reached, a certified letter will be sent to the applicant requesting a date and time for an interview.  If the above named entity does not receive a response to the certified letter within ten business days from the date the letter was mailed, the applicant will forfeit the opportunity to apply for the available unit but will remain at the top of the applicable Waiting List.  When a second unit becomes available, the above named entity will send another certified letter to the applicant.  This letter will explain that if the applicant does not respond within the period specified, the applicant's Application will be placed in the inactive file.  If the applicant does not respond and his/her Application is placed in the inactive file, a final letter will be sent informing the applicant that his/her name has been removed from the Waiting List.

2. If the applicant refuses a unit, he/she will remain at the top of the applicable Waiting List.  However, a letter will be sent informing him/her that after the second refusal, his/her name will be removed from the applicable Waiting List and placed in the inactive file.

3. When an interview is scheduled but the applicant fails to attend, an attempt will be made to contact the applicant by telephone. If there is no contact after three attempts within 48 hours, the household's Application will be placed in the inactive file.  If the applicant is contacted, and the applicant had good cause, such as illness or accident, for failure to keep the original appointment, another appointment will be scheduled. If the applicant again fails to attend the interview, the applicant's Application will be placed in the inactive file. 

4. After the interview has been conducted, the applicant will then be certified and go through the full application process.

C.
Updating the Waiting Lists


Entity Responsible for Updating the Waiting Lists:

___________________________________
1.
Following the completion of initial interviews, the Waiting Lists will be updated at least once every twelve months in the following manner: the above named entity will send a letter to each applicant on each of the Waiting Lists (Exhibit G). The letter will include a Reply Card (Exhibit H) to be returned if the applicant is still interested in living at the Development.  The applicant will be given 15 days (excluding weekends and designated Federal holidays) from the date the letter was mailed in which to respond.  If no response is received, the household's Application will be placed in the inactive file, and a letter will be sent informing the applicant of this action.

2.
After each of the Waiting Lists are updated based on the Reply Cards returned, a current status letter (Exhibit I) will be sent to each applicant informing the applicant of the position of their Application within the particular unit category.  The current status letter will also inform the applicant that it is their responsibility to notify the above named entity office of any change in address, telephone number or telephone device for the deaf (TDD) number (if applicable).

D.
Closing/Reopening the Waiting Lists


Entity Responsible for Closing the Waiting Lists:

___________________________________
1.
Closing the Waiting Lists

Once the number of Applications for a unit size equals the projected unit turnover for that unit size for a two-year period (see chart below), and the Development has attained 95% occupancy, Application Cards will not be accepted and the Non-Preference Waiting List will be closed. 

Annual

Unit

Projected

Maximum Pre-Application Cards

Size

Turnover 

(Annual Projected Turnover x 2)
0 BR



1 BR



2 BR



3 BR



4 BR



2.
Reopening the Waiting Lists
If, based on Annual Projected Turnover, it is anticipated that all persons who have submitted Applications for a specific unit size will be housed within the next twelve months, the Waiting List for that unit size only will be reopened and Applications will again be accepted. A 90-day advance notice of the reopening the Waiting List will be presented to the general public through marketing efforts outlined in the Development's Marketing Plan.  The only exception to this notice will be in those cases where the Development is experiencing an unexpected vacancy loss due to unusual turnover.  All persons contacting the Development regarding the Waiting Lists will be informed of this policy.


3.
Exceptions with Regard to Closing the Waiting Lists
If a development has a closed Non-Preference Waiting List (s), the above named entity may place an applicant claiming a Development preference on the Preference Waiting List, unless the above named entity determines that the Preference Waiting List contains an adequate pool of applicants to fill the expected vacancies.   If this determination is made, the Preference Waiting List will be closed. The above named entity will inform all persons inquiring of this policy.

VII.
SCREENING  PROCESS
A.
Application Requirements

Entity Responsible for Collecting and Processing Applications:


__________________________________

This process is for potential applicant households who wish to participate in the RHS Program.

The above named entity will collect and process applications.

B.
Processing Applications
Processing applications will be handled by the above entity.  
A processed application includes the following information:

1.
A written application submitted by the applicant household.

2.
A credit report ordered by the above named entity.

3.
Verification of income, bank accounts and other assets, etc., as applicable for each applicant household. 

4. Verification of the previous two years of housing.  This includes housing for applicants who were previously homeowners or lived with parents/guardians.

Potential applicant households may have an interview with the above named entity to submit needed information and obtain a copy of the documentation.
All applications will be processed within thirty days after the date of the applicant's initial interview or within five business days of receipt of all required documentation, whichever is later (excluding weekends and designated Federal holidays).
VIII.
ELIGIBILITY REQUIREMENTS

Entity Responsible for Certifying Income:

_________________________________________

A.
Income
The annual gross income of the applicant must be less than or equal to the income limits established by the applicable program administrative rules for the appropriate household size. Income must be certified before an applicant can become a tenant. If an applicant is not at that time income eligible, that household will receive a rejection letter.
IX.
OCCUPANCY STANDARDS


Entity Responsible for administering/enforcing Occupancy Standards:

________________________________________

The RHSP unit applied for must have enough space to accommodate the applicant's household.  In selecting a unit size for the applicant, the above named entity's occupancy standards must comply with federal, state and local occupancy standards, and/or laws in connection with occupancy requirements, fair housing and civil rights laws, as well as landlord-tenant laws and zoning restrictions.  In establishing occupancy standards, it is recommended that the Local Administering Agency seek advice of legal counsel.  (These standards must be available for review by Authority staff and applicant households.)
X.
SELECTION AND REJECTION CRITERIA
Meeting the eligibility requirements does not mean that an applicant will be a suitable tenant.  The ability of the applicant to fulfill lease obligations, along with any related explanations offered by the applicant concerning the facts involved, including any changes in circumstances, will be considered.  Remember that all applicants must be treated the same and once the guidelines are established they must be followed.

Applications that meet both eligibility and acceptability requirements must be then be approved by both the Local Administering Agency and the Owner/Landlord before a household can move into a Program Unit.  (this is not modifiable in the Tenant Selection Plan)

An applicant may be rejected for one or more of the following reasons:
Owners of Program units are Responsible for Accepting or Rejecting Applicants:  (owners must be able to accept or reject applicants, this is not modifiable in the Tenant Selection Plan)

A.
Insufficient/Inaccurate Information on Application
Refusing to cooperate fully in all aspects of the application process or supplying false information will be grounds for rejection.

B.
Credit and Financial Standing
1.
Unsatisfactory history of meeting financial obligations (including, but not limited to timely payment of rent, outstanding judgments or a history of late payment of bills) will be considered.  If an applicant is rejected based on the credit report, the above named entity will provide the applicant with the reason for rejection and give the name of the credit bureau that performed the credit check.  Applicants will also be given two weeks to dispute any information on the credit report.

2.
The inability to verify credit references may result in rejection of an applicant.  Special circumstances will be considered in which credit has not been established (income, age, marital status, etc.) and lack of credit history will not cause an applicant to be rejected.  In such circumstances, the above named entity may require that a person with a history of creditworthiness guarantee the lease.

3.
The applicant's financial inability to pay his/her monthly contribution toward the rent of the unit will be assessed.  Ordinarily, the total of the applicant's monthly contribution plus other long-term obligations (payments extending more than twelve months) should be less than 45% of his/her monthly gross income.  Income ratios will be considered in the context of the applicant's credit and employment history and potential for increases in income.
 
C.
Criminal Convictions/Current Drug Use
1.
Applicants who fall into the following categories may be rejected.  In addition, if other persons that will be living in the unit fall into these categories, the applicant may be rejected.


a)
criminal convictions that involved physical violence to persons or property, or endangered the health and safety of other persons;

b) criminal convictions in connection with the manufacture or distribution of a controlled substance; or


c) current addiction to or engagement in the illegal use of a controlled substance.

2.
If an applicant is currently receiving treatment for addiction to a controlled substance, the applicant will not be rejected so long as he/she is acceptable as a tenant in all other respects.  All circumstances regarding criminal convictions, including the period during which the convictions occurred, will be considered.
XI.
REJECTION PROCEDURES


Entity Responsible for Notifying Rejected Applicants:


__________________________________
A.
Written Notification
Each rejected applicant will be promptly notified in writing of the reason(s) for rejection (Exhibit K). This notice will advise the applicant that he/she may, within 14 days of receipt of the notice (excluding weekends and designated Federal holidays), respond in writing or request to meet with the above named entity to discuss the notice.  The notice shall also inform the applicant that responding to the above named entity’s notice does not prevent the applicant from exercising any legal rights he/she may have.

B.
Review of Rejected Applications
The applicant will have 14 days (excluding weekends and designated Federal holidays) to respond in writing or request a meeting to discuss the rejection.  Any meeting with the applicant or review of the applicant's written response will be conducted by a member of the above named entity's staff who did not participate in the decision to reject the applicant.

If the applicant appeals the rejection, the applicant will be given a final written decision from the above named entity within five days (excluding weekends and designated Federal holidays) of the written response or meeting.  If the decision is reversed, the applicant will be offered a suitable vacant unit.  If no such unit is available, the applicant will be offered the next appropriate unit.

XII.
AMENDING THE TENANT SELECTION PLAN
This Tenant Selection Plan may be amended only with the prior written approval of the Illinois Housing Development Authority.
XIII.
CERTIFICATION

By signing this Tenant Selection Plan, the development Owner and the LAA  certifies that the contents of this plan will be followed as written, and that no other Tenant Selection Plan has been executed for the Units participating in the Rental Housing Support Program at this time, unless a Memorandum of Understanding has been established.
Submitted:__________________________________, Owner
        Signature

 __________________________________  Date_________________

        Print Name

  Submitted:__________________________________, LAA
        Signature

  __________________________________  Date_________________

        Print Name

Approved:                                                                        IHDA
        

Signature

  __________________________________ Date_____________



       Print Name

EXHIBIT A

RENT STRUCTURE
Unit Type

Contract Rent
Studio

1 BR

2 BR

3 BR

4 BR

EXHIBIT B

CERTIFICATION FOR PREFRENCE STATUS

Dear_________________________:

_____________________________________, (applicant) has applied for housing at__________________________and has indicated that they are eligible for a housing preference given the following circumstance:

Program/IHDA Preferences

______
Displaced from an urban renewal area. 

______
Displaced by a disaster, such as a fire or flood, that resulted in extensive damage or has destroyed the unit.

______
Displaced by an activity carried on by an agency of the United States or by any State or local government body or agency.

In order to determine the preference status for _____________________________, (applicant) we are required to verify the preference.  Therefore, we would appreciate your completing the certification below and returning this form in the enclosed envelope.  This information will be used only for purpose of determining the preference for this applicant.

Sincerely,                                         

I hereby authorize the release of

                                                     

the requested information.

________________________                    __________________________________

Property Manager                            

Signature of Applicant

*************************************************************************************************************

I verify that __________________________________ (applicant) current living situation meets one or more of the conditions as cited above.

Firm or Agency Name:  ________________________________________________________

Date:_______________________ 

_________________________________
____________________________

Signature




Title

_________________________________
_____________________________

Firm or Agency Address


Date


EXHIBIT C

REJECTION LETTER FOR PREFERENCES

Re:________________________________Apartments

Dear_____________________________:

In your recent application for ___________________________________Apartments, you indicated that you qualify for the following preference(s): 

______
Displaced from an urban renewal area. 



______
Displaced by a disaster, such as a fire or flood, that resulted in extensive damage or has destroyed the unit.



______
Displaced by an activity carried on by an agency of the United States or by any State or local government body or agency.


______
(List the preferences adopted by the owner)

After reviewing the documentation which you submitted, we regret to inform you that you do not meet the criteria for receiving a preference based on the following reason(s): 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

The ___________________________ Development does not discriminate against any applicant on the basis of race, color, creed, religion, sex, national origin, age, familial status, ancestry, unfavorable military discharge, marital status, receipt of governmental assistance, or handicap.

If you feel this decision has been made in error and wish to provide additional documentation, please contact the rental office at __________________________ (voice) or ________________________ (TDD).

Sincerely,

_________________________________________

Property Manager


EXHIBIT D

APPLICANT INQUIRY

Date

Dear ____________________________:

Thank you for your initial inquiry regarding housing at ___________________________.  Residents will be selected only from those eligible persons who make formal application.  We had numerous inquiries for our apartments.

We are now accepting applications from interested households.  If you are still interested in living at _________________________________, please return the enclosed application by mail as soon as possible.

You may be eligible for a preference if one of the following conditions applies to you have been displaced:  from an urban renewal area; by a disaster, such as a fire or flood, or by an activity carried on by an agency of the United States or by any State or local government body or agency.

(Also list the preferences adopted by the owner).  Households qualifying for a preference will receive assistance before any other applicant households that are not so qualified. If you feel you qualify for a housing preference, complete the appropriate certification form attached to this letter and return it along with your application by mail.

For households not claiming housing preference, screening will be conducted according to the order in which the applications were received.

Interviews will be conducted at ______________________________.  Leasing personnel will be unable to see applicants prior to their scheduled interview.  If you have any questions, we will be happy to answer them at the time of your interview.

The ___________________________ Development does not discriminate against any applicant on the basis of race, color, creed, religion, sex, national origin, age, familial status, ancestry, unfavorable military discharge, marital status, receipt of governmental assistance, or handicap.

Sincerely,

Resident Manager

EXHIBIT E

APPLICATION

(Please utilize the Application form of your choice)
EXHIBIT F
APPLICATIONS
IN ORDER OF RECEIPT

List All That Apply
UNI


HOUSING

  


DATE
TIME REC'D
NAME

TYPE

PREFERENCE
   










_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

EXHIBIT G

WAITING LIST UPDATE
Date
Dear Friend:

We are currently in the process of updating our waiting list for ________________________ _____________________.  Some time ago, you expressed an interest in living at our development, and your name was placed on the waiting list.

If you are still interested in living at_____________________________________________, enclosed is a card which must be returned to __________________________________________, our office, within 15 days (excluding weekends and designated Federal Holidays).  Failure to return this information within this time period will result in your name being permanently removed from the waiting list.

It is not necessary to call or come in to the office at this time as we do not have anything immediately available.

The __________________________________ Development does not discriminate against any applicant on the basis of race, color, creed, religion, sex, national origin, age, familial status, ancestry, unfavorable military discharge, marital status, receipt of governmental assistance, or handicap.

Thank you for your interest in ______________________________________________________ .

Sincerely,

Resident Manager



EXHIBIT H


REPLY CARD

__________________________________________________

I AM STILL INTERESTED IN LIVING AT 

_______________________________________________ 

APPLICANT NAME__________________________________________

CURRENT ADDRESS_______________________________________

________________________________________________

PHONE#_______________________  

WORK# _______________________

UNIT SIZE DESIRED _____SRO  _______Efficiency _____1 BR   ____ 2 BR   _____ 3 BR ______ 4BR _____5BR
__________________________________________________
EXHIBIT I

WAITING LIST PLACEMENT

Date

Dear ______________________________ :

This letter is to advise you of your current position on our non-preference/preference waiting list for future occupancy at __________________________________________.     At the present time you are: 

Number ________________
for a __________ bedroom unit.

This letter is the only means by which you will be informed of your position on the waiting list.  Please remember to notify the _____________________________ our office of any change of address or phone number.

The __________________________________ Development does not discriminate against any applicant on the basis of race, color, creed, religion, sex, national origin, age, familial status, ancestry, unfavorable military discharge, marital status, receipt of governmental assistance, or handicap.

Sincerely,

Resident Manager



EXHIBIT J
SAMPLE WAITING LIST

	Date Rec’d
	Time Rec’d
	Head of

House​hold
	Unit Size
	Income Level
	Need for Accessible Unit
	Com​ment/
Contact
	Remove/Rejected Date
	Move-in Date
	Preference Type

	
	
	
	
	EL
	VL
	L
	Y
	N
	
	
	
	

	12/3/01
	10:30 AM
	Mary Tate
	2
	X
	
	
	
	X
	
	
	
	Elderly

	12/4/01
	1:00 PM
	Hiroshi Kihara
	2
	
	X
	
	
	X
	
	
	
	


EXHIBIT K
APPLICANT REJECTION

Date
Dear _______________________:


We wish to thank you for your interest in renting an apartment at _____________________.  After careful consideration and review of your application, we regret we are not able to accept your application for tenancy at this time for the following reasons:

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

If you wish a review of this decision, please contact the _____________________________

our office at ______________ (voice)  or _____________ (TDD) within 14 days of the date of this letter (excluding weekends and designated Federal Holidays) to schedule an appointment.

Regardless of whether or not you decide to respond to this notice, you may still exercise other avenues of relief available to you if you believe that you have been discriminated against on the basis of race, color, creed, religion, sex, national origin, age, familial status, ancestry, unfavorable military discharge, marital status, receipt of governmental assistance, or handicap.

Sincerely,

Resident Manager



1

