RENTAL HOUSING SUPPORT PROGRAM

TENANT SELECTION PLAN OVERVIEW

Attached is the Illinois Housing Development Authority's model Tenant Selection Plan (the "Plan").  The Plan outlines the application process that an applicant can anticipate when applying for occupancy at your Development.  Management (as defined in the Plan) is responsible for carrying out all actions stated in the Plan.  

Attached to the Plan are model exhibits for all correspondence and other documentation referenced in the Plan.  These exhibits should be revised to reflect the needs of your Development (as defined in the Plan) and possibly you will need the exhibits re-ordered.  

When Management elects to re-open the waiting list(s), an analysis of their previous marketing efforts and demographics must be completed to adjust their marketing techniques as necessary. If adjustments are needed, the Outreach Plan must be updated.   

Management must comply with all federal, state, and local fair housing laws.  It is advised that Management consult with an attorney in order to comply with such laws.

INSTRUCTIONS

I. INTRODUCTION

A. Unit Distribution

How many of the units being submitted for the Rental Housing Support Program (“Program”) will be targeted for the two income levels?
B. Rent Structure

Initially this section should be filled out by the Owner or Management based upon the application submitted.  For those developments that are revising their Tenant Selection Plan, a copy of the most recent IHDA approved rent schedule must be attached and labeled as Exhibit A.  As each new IHDA rent schedule is issued, please always attach a copy to the Tenant Selection Plan.
II. DEVELOPMENT DESCRIPTION

Developments designated as “Family” are considered to be housing all types of tenants. However, generally, Family developments house elderly, non-elderly (Families), handicapped, disabled, etc.

Developments designated as “Elderly” are considered to be housing based on an age restriction.  

Developments can have restrictions on them from another funding source.  Indicate if any or all of the units in the Development have a funding restriction.  Please remember that a unit is not eligible for the Program if there is another funding source that is providing direct rental assistance.

Total Number of Units in the Development includes all the units in the development, not just the Program units. If there is more than one building that makes up a Development, include all of the units in each building.

Indicate the number of units that the building has by attribute.  For instance, if a building has 50 units and is mixed use 50%/50% with units that do not have a restriction and units that are set-aside for persons with a specific attribute, write in “25” for each type.  
Indicate the funding source and attribute that is restricted.  For example, if you have funding from the AIDS Foundation of Chicago to house persons with HIV/AIDS, you would write in “AIDS Foundation of Chicago” and “HIV/AIDS”. 

III. PREFERENCES

A. Establishing Preferences

IHDA’s preferences, set up by its enabling legislation, states that preference must be given to applicants that are displaced from an urban renewal area, as a result of a governmental action, or as a result of a major disaster except when existing tenant preferences apply.

LAAs can give preferences to households to meet the 50% requirement.  The preference would not be in effect once the balance is achieved.

Other preferences are not allowed in the Rental Housing Support Program.
Verification of Preference


All preferences must be verified by a third-party verification.  See Exhibit B

B.
Selection of Households for Participation


All applicants must be informed of the availability of preferences, and must be given an opportunity to certify that they qualify for a preference.

C.
When a Preference Is Denied


When an applicant is denied preference status, they will be notified promptly in writing.  See Exhibit C

IV. SELECTION AND APPROVAL OF EXISTING TENANTS DURING INTIAL LEASING



This section is optional for each development.

V. APPLICATION PROCESSING

A. Distribution of Applications


Management must make applications available to all potential applicants and follow their Outreach Plan.

VI. WAITING LIST PROCEDURES

A. Creation of Waiting List(s)


Management will create and permanently maintain a waiting list(s) of interested persons. See Exhibit H. Each waiting list will be maintained in chronological order and will contain information to determine unit size, type, preference and eligibility for meeting special requirements. Separate lists should be created for units restricted by funding that has requirements for eligibility further than the Rental Housing Support Program.  A separate list should also be created for accessible/adaptable units. Management must develop an auditable method to record all actions taken in regards to applicants. Applicant additions, selections, withdrawals and rejections should all be notated. In addition, Management must maintain current applications so long as their status on the waiting list is active.  Once an applicant is removed from the waiting list, Management must retain the application, initial notice, applicant reply, copy of Management’s final response, and all documentation supporting the reason for their removal from the waiting list for three years. When an applicant moves in and begins to receive assistance, the application must be maintained in the tenant file for the duration of the tenancy and for three years after the resident leaves the Development.

Changes to Income or Household Composition 

Management will notify all applicants on the waiting list that changes in the income and household composition must be reported.  Management should have a written policy in which the applicant must be made aware if the reported change alters or removes applicants’ placement on applicable waiting list (i.e. from a 2BD list to 1BD list)

B. Contacting Persons on the Waiting List(s)

Management must provide guidelines that indicate how and when applicants will be contacted in regard to having an interview (screening) appointment. Additionally, Management must provide procedures for when applicants (i) do not respond, (ii) do not respond within fixed time frame, or (iii) no longer qualify.

An example of a management policy could be: if the applicant were able to provide documentation of good cause or extenuating circumstances for failing to keep an appointment, Management could decide that the applicant would not be removed from the applicable waiting list or Management could decide to remove the applicant from the applicable waiting list.
C. Updating the Waiting List(s)

Management is required to update the waiting list(s) at least annually. However, Management can update the waiting list(s) more often or can require applicants to contact the Development. Management must permanently maintain documentation of updates and notations to applicants’ household.  Management must indicate whether they will utilize regular mail or certified mail for this communication.

D. Closing and Re-Opening the Waiting List(s)

Management must determine procedures for how and when to open and close waiting list.   The waiting list(s) should be closed for one or more unit sizes when the average wait is excessive (i.e., more than one year).  Management must publish a notice regarding the closing and re-opening of the waiting list(s).  The notice regarding the closing of the waiting list(s) must state Management’s reasons for closing the waiting list(s).  All advertising notices, at a minimum, should be in the same publications as described in the Affirmative Fair Housing Marketing Plan. Advertising must clearly state at a minimum the following items:  the date(s) that the waiting list will be opened and closed, unit sizes, unit types, rules for applying and the order in which applications will be processed.

When Management decides to re-open the waiting list(s), a notice will be published at least 30-days in advance.  It will be presented to the general public through marketing efforts outlined in the Development’s approved Affirmative Fair Housing Marketing Plan.

VII. SCREENING PROCESS

A. Application Requirements
 

Management must explain the specific criteria in the Plan that will be considered in the application process and how it will be used to verify that an applicant is acceptable for tenancy.  Management must describe the standards in the Plan that will be applied in the interview process. Management is encouraged to include all of their specific policies and procedures regarding applicant requirements, including any minimum financial and credit standards as well as any other factors that are applicable. Management must be careful to apply all screening criteria in a uniform manner to all applicants to avoid potential discrimination and fair housing violations.  

B. Completion of Application Process

Management has an obligation to complete the application process in a timely manner.
VIII. ELIGIBILITY REQUIREMENTS

A. Income

Income Limits are issued annually by IHDA.  IHDA will forward a copy of the income limits to the Owner and Management.

Management must ensure that the proper income limits are used as provided on the most current approved IHDA rent schedule.

IX. OCCUPANCY STANDARDS

In establishing occupancy standards, it is recommended that Management seek advice of legal counsel.  These written standards must be available for review.  Include a copy of any local occupancy ordinance, management standards, etc., and label in Exhibit M. 

X. SELECTION AND REJECTION CRITERIA


The items below can be used for determining the selection and rejection criteria for the Program.  These items may also be modified to fit your circumstances.
A. Insufficient/Inaccurate Information on Application

B. Credit and Financial Standing

Whatever income ratio percentage is chosen must be used consistently for all applicants. Income ratios should be considered in the context of the applicant's credit and employment history and potential for increases in income.  Management should indicate in the Plan if other factors are included in the income ratio considerations.  If Management’s determination of income ratios does not include other considerations, then only the first sentence of Section VIII.B.3 applies.  

C. Criminal Convictions/Current Drug Use

Management must indicate at what point a criminal conviction would not have a negative effect on eligibility criteria.  Please enter a number of years in the applicable locations.


Where Management has established additional standards that prohibit admission, the selected number of years must be uniformly applied to all applicants in a non-discriminatory manner and in accordance with applicable fair housing and civil rights laws.

D.
Exception to Rejection Criteria  
Please indicate the exceptions to your rejection criteria if you consider extenuating circumstances.
X.
REJECTION PROCEDURES    


A. Written Notification

Management is required to give written notice of rejection.  The notice shall also inform the applicant that responding to Management’s notice does not prevent the applicant from exercising any legal rights he/she may have.

XI.
AMENDING THE TENANT SELECTION PLAN

The Plan may be amended only with the prior written approval of IHDA.

XII.
CERTIFICATION

Once Management and the LAA have reviewed and completed the Plan, please forward a copy of the Plan with all referenced exhibit and original signature to IHDA. 
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