[bookmark: _GoBack]SAMPLE TENANT SELECTION POLICY
[Project Name]
[Address]
[City, State, Zip]
[Management Office Phone Number]

[Project Name] is a private low-income housing complex subsidized by the Department of Housing and Urban Development (HUD) for low-income families [you could put HOME, Low Income Housing Tax Credits here as well –whatever subsidy layering you may utilize that requires a TSP]. The [Project Name] complex sits on 17 acres of land and has 300 rental units [brief description of your project’s size, number of units, whatever you’d like to include here].
[Project Name] receives project-based Section 8 rental assistance from HUD [or other subsidy layering programs].  This subsidy comes with the unit, not the applicant or resident. Therefore, housing certificates and/or vouchers are not part of the [Project Name] operations. All applicants must qualify for Section 8 subsidy based on income and pass a background check
FAIR HOUSING AND EQUAL OPPORTUNITY STATEMENTS OF NONDISCRIMINATION
It is the [Project Name] Policy to comply fully with Title VI of the Civil Rights Act of 1964, Title VIII of the Civil Rights Act of 1968, Executive Order 11063, Section 504 of the Rehabilitation Act of 1973, Fair Housing Amendments Act of 1988, and any legislation protecting the individual rights of residents, applicants, or staff which may subsequently be enacted.
[Project Name] does not discriminate on the basis of race, color, sex, familial status, religion, handicap, disability, national origin, age, creed, sexual orientation, or gender identify in the admission or access to, or treatment or employment in, its federally assisted programs and activities.
[Project Name] will seek to identify and eliminate situations or procedures, which create a barrier to equal housing opportunity for all.  In accordance with Section 504, [Project Name] will make reasonable accommodations for individuals with handicaps or disabilities (applicants or residents).  A reasonable accommodation is a change, exception, or adjustment to a program, service, building, dwelling unit, or workplace that will allow a qualified person with a disability to: participate fully in a program; take advantage of a service; live in a dwelling; or perform a job.  Such accommodations may include changes in the method of administering policies, procedures, or services.
In reaching a reasonable accommodation with or performing structural modification for an otherwise qualified individual with disabilities, [Project Name] is not required to: 
· Make structural alterations that require the removal or altering of a load-bearing structure,
· Provide support services that are not already part of its housing programs,
· Take any action that would result in a fundamental alteration in the nature of the program or service, or
· Take any action that would result in an. undue financial and administrative burden on [Project Name], including structural impracticality as defined in the Uniform Federal Accessibility Standards (UFAS).
REASONABLE ACCOMMODATIONIMODIFICATION POLICY
[Project Name] is an equal housing opportunity provider and does not discriminate on the basis of disability in the admission or access to, or treatment, or employment in, its federally assisted programs and activities. It is our policy to provide reasonable accommodations and/or modifications to applicants or residents who have a disability and because of that disability need a change or exception to our usual rules or policies or a structural modification to be able to fully use and enjoy their apartment and the apartment community. It is necessary to obtain documentation of the need for the requested accommodation or modification. Upon requesting a reasonable accommodation and/or modification the following steps will be taken:
· Sign a Verification form and return it to the Housing Office with the completed Request form.
· Upon receipt of the Verification form management will mail the form to the verifier (qualified third party).
· When it is received by management, you will be notified in writing of the determination of your request.
· If you are requesting an assistive or service animal, you will need to sign the lease addendum form that describes your responsibilities concerning the animal, if your request is granted.
· If you need assistance in this process, please contact:
[Project Name] Housing Administration Office
 [Address]
[City, State, Zip]
[Management Office Phone Number]

The person named below has been designated to coordinate compliance with the nondiscrimination requirements contained in the Department of Housing and Urban Development's regulations implementing Section 504 (24 CFR, part 8 dated June 2, 1988).
[Staff Name]
[Project Name] Neighborhood Administrative Office
[Address]
[City, State, Zip]
[Management Office Phone Number]


ACCESSIBLE UNIT OCCUPANCY
Accessible units will be offered first to persons with disabilities who require the accessibility features. Listed herewith is the priority order used to lease accessible units.
1. Leased to a current occupant who requires accessibility features.
2. Leased to the next eligible qualified applicant on the waiting list who requires accessibility features.
3. If an accessible unit is available and there are no applicants on the waiting list who require the features additional outreach will be made and documented by [Project Name] Management
4. Last, leased to non-disabled person(s) on waiting list.
PRIVACY POLICY
It is the policy of [Project Name] 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 [Project Name].  Therefore, neither [Project Name] nor its agents shall disclose any personal information contained in its records to any person or agency unless the individual about whom the information is requested shall give written consent to such disclosure.
The Privacy Policy in no way limits [Project Name]'s ability to collect such information as it may need to determine eligibility, compute rent, or determine a family's suitability for residency.  Consistent with the intent of Section 504 of the Rehabilitation Act of 1973, any information obtained on handicap or disability will be treated in a confidential manner.
(Note from IFA: This Section on EIV only applies to projects with Section 8 Project -Based Assistance. Neither the HOME nor LIHTC programs are to have access to the information contained in the EIV system; therefore if you have both Section 8 project based assistance AND HOME or LIHTC financing you will have to keep a separate file within your tenant’s file to contain the EIV information.]
Effective April 28, 2000 HUD adopted policies and procedures for- income targeting for admission to properties receiving project-based rental assistance annually. Forty percent (40%) of admissions annually to this complex must be made available to families with incomes that do not exceed thirty percent (30%) of the county median income (defined as an "extremely low income family"). These families are allowed preferential treatment in the application process as described below.
ENTERPRISE INCOME VERIFICATION (EIV)
Effective 01/31/10 [Project Name] will utilize the "Existing Resident Search" report in the Enterprise
Income Verification System (EIV) for all applicants as part of our new resident screening process. This report will be used to identify applicants applying for assisted housing that may be receiving rental assistance, at the time of application processing, at another location. 
If the report identifies that the applicant, or a member of the applicant's household, is receiving housing assistance [Project Name] staff will follow the following procedure:
· Discuss the situation with the applicant allowing them the opportunity to explain the circumstances relative to the other location. This may be a case where the applicant wants to move from his/her present location or where two assisted families share custody of a minor child.
· Follow up with the other location to confirm the individual's program participation status before acceptance as a resident. This will give [Project Name] the opportunity to coordinate move-out and move-in dates with the other location.
· Retain search results with the application along with any documentation obtained as a result of contacts with the applicant and/or the other location.
[Project Name] will also use EIV reporting e.g., Income Discrepancy Report and the EIV Verification Reports as well as various other EIV reports for all annual and interim re-certifications.
VIOLENCE AGAINST WOMEN ACT (V AWA) PROTECTIONS
[Project Name] supports victims of domestic violence, dating violence or stalking and protects victims, as well as members of their family, from being denied housing or from losing their HUD assisted housing as a consequence of domestic violence, dating violence or stalking.
· [Project Name] provides all tenants notice of their rights and obligations under VAWA.
· [Project Name] provides tenants the option to complete the Certification of Domestic Violence, Dating Violence or Stalking, form HUD-91 066. The certification form is available to all families upon their acceptance as a tenant.
SOCIAL SECURITY NUMBER (SSN) REQUIREMENTS
[Note from IFA: This Section on SSN Requirements only applies to projects with Section 8 Project -Based Assistance or other HUD loan programs.  Neither the HOME nor LIHTC Programs requires that a project turn away households who cannot provide a Social Security Number.  If you do elect to require a SSN, this standard must be applied to all applicants for housing.]
The regulation at 24 CRF 5.216 now requires that assistance applicants and residents, excluding residents age 62 and older as of January 31, 2010, whose initial determination of eligibility was begun prior to January 31, 2010, and those individuals who do not contend eligible immigration status, to disclose and provide verification of the complete and accurate SSN assigned to them.
Timeframe for Providing Social Security Numbers - Applicants
Applicants do not need to disclose provide verification of a SSN for all non-exempt household members at the time of application and for placement on the waiting list.  However, applicants must disclose and provide verification of a SSN for all non-exempt household members before they can be housed.
If all non-exempt household members have not disclosed and/or provided verification of their SSNs at the time a unit becomes available, the next eligible applicant must be offered the available unit.
Timeframe for Providing Social Security Numbers - Residents
All residents, (except excluded residents as noted above) and those individuals who do not contend eligible immigration status, must disclose and provide verification of their SSN at the time of their next interim or annual recertification if:
1. They have not previously disclosed a SSN;
2. Previously disclosed a SSN that HUD or the Social Security Administration (SSA) determined was invalid; or
3. Been issued a new SSN.
SSN Not Previously Disclosed
The head of household must bring SSN verification, through one or more of the documents to the recertification meeting for any household member who has not disclosed and provided verification of their SSN.
Invalid SSN Disclosed
The head of household must be notified when EIV pre-screening or the SSA validation determines that a household member has provided an invalid SSN and obtain acceptable SSN verification documentation.
Assignment of a New SSN
If a resident or any member of a resident's household is or has been assigned a new SSN, the resident must provide the SSN and documentation to verify the SSN to [Project Name] at:
4. The time of receipt of the new SSN; or
5. The next interim or regularly scheduled recertification; or
6. Such earlier time as specified by [Project Name].
Adding a Household Member - 6 years or older
When a resident requests to add a household member who is age six or older, the documentation of the SSN for the new household member, must be provided to [Project Name] at the time of the request or at the time of the recertification, that includes the new household member, is processed. [Project Name] will not add the new household member until the documentation is provided.
Adding a Household Member - under age 6
With a SSN - When adding a household member who is a child under the age of six with a SSN, the child's SSN must be disclosed and verification provided at the time of processing the recertification of the family composition that includes the new household member.
Without a SSN - If the child does not have a SSN, [Project Name] will give the household 90 days in which to provide documentation of a SSN for the child. An additional 90-day period will be granted if the failure to provide documentation of a SSN is due to circumstances that are outside of the control of the resident. Examples include but are not limited to: delayed processing of the SSN application by the SSA, natural disaster, fire, death in the family, etc.
During this time period, the child will be included as part of the household and will receive all of the benefits of the program in which the resident is involved, including the dependent deduction.
Rejection of Documentation -' Applicant or Resident
[Project Name] is required to reject any document that:
7. Is not an original document; or
8. Is the original document but is has been altered, mutilated, or is not legible; or
9. Appears to be a forged document (e.g., does not appear to be authentic).
[Project Name] is required to explain to the applicant· or resident the reason(s) why the document(s) is not acceptable and request the individual obtain acceptable documentation of the SSN and submit it to [Project Name] within a reasonable time frame.
Penalties for a Resident's Non-disclosure of SSN
Termination of Residency - [Project Name] is required to terminate the residency of a resident and the resident's household if the resident does not meet the SSN disclosure, documentation and verification requirements in the specified timeframe as the household is in non-compliance with its lease.
10. This termination of residency includes those households who have not disclosed and verified the SSN for any child under the age of 6 who did not have a SSN when added to the household with the understanding that this SSN would be provided within 90 days after admission, or within the 90-day extension period, if applicable.
11. There is no proration of assistance for those household members who are required to obtain a SSN but who fail to disclose and verify their SSN.
12. Termination of residency does not apply to those households with individuals who do not contend eligible immigration status or who are age 62 or older as of January 31, 2010, whose initial determination of eligibility was begun before January 31, 2010 (based on the effective date of the form HUD-50059), unless there are other members of the household who have not disclosed or provided verification of their SSNs.
Deferring Termination of Residency
[Project Name] may defer termination of residency and provide the resident with an additional 90 days past their next regularly scheduled recertification of income and family composition to become compliant with the SSN disclosure and verification requirements.
1. The deferral is at [Project Name]'s discretion and must only be provided if failure to meet the SSN requirements was due to circumstances outside the· control of the resident and there is likelihood that the resident will be able to disclose and provide verification of the needed SSN(s) by the deadline date.
2. After the 90-day deferral, if the resident has not disclosed and provided verification of the needed SSN(s), [Project Name] is required to pursue termination of residency.

I. ELIGIBILITY
To be eligible for housing at [Project Name], you must meet the following eligibility requirements:
1. You and your household must be eligible pursuant to the income guidelines;
2. You and your household must meet HUD age, household, student status and citizenship requirements [optional if not Section 8 project based or other HUD program];
3. You and your household must consent to and pass a criminal background check and lifetime sexual offender check;
4. You and your household must not have a history of drug or alcohol abuse;
5. If you have and your household have been evicted from or currently owe a balance to other housing there is additional criteria that will have to be met;
6. You and your household must be able to secure utilities in your name from [utility provider]. If a balance is owed to any other utility/power company there must be a current valid pay arrangement in place.
Income:  You and your household's annual income cannot exceed the current very low-income limits as determined by HUD, These income limits are adjusted periodically .. For more information about current income requirements, please speak with an [Project Name] Housing Specialist.

Household: You must either be a family or have a live-in aide to reside at [Project Name].

Family:  A family includes, but is not limited to:
· Two or more persons whose income and resources are available to meet the family's needs and can be expected to be of continued duration.
· A family with or without children (the absence of a child from the home due to placement in foster care shall not be considered in determining family. Composition and family size);
· A single person who is not an elderly or a displaced person, a :person with disabilities or the remaining member of a resident family;
· A single pregnant woman with no children constitutes a family and has the same status as a family consisting of two (2) or more persons.
· An individual in the process of adopting an individual under eighteen (18) years of age is an eligible family.
· An individual in the process of securing legal custody short of adoption could be an eligible family depending on the circumstances.
· An elderly family:  An elderly family is one in which the head of the household, co-head or spouse is at least 62 years of age;
· A near-elderly family:  A near-elderly family is a family whose head, spouse or sole member is a person with disabilities who is at least 50 years of age, but below the age of 62; or two or more persons with disabilities who are at least 50 years of age but below the age of 62, living with one or more live-in aides;
· A disabled family:  A disabled family is a family whose head, spouse or sole member is a person with disabilities. It may include two or more persons with disabilities living with one or more live-in aides;
· A displaced family:  A displaced family is a family in which each member, or whose sole member, is a person displaced by governmental action, or a person whose dwelling has been extensively damaged or destroyed as a result of a disaster declared or otherwise formally recognized pursuant to federal disaster relief laws.
Live-in Aide/Attendant: A person who lives with an elderly or disabled individual and is essential to that individual's care and well-being, not obligated for the individual's support and not living in the unit except to provide support services may be eligible for occupancy as a live-in aide/attendant. A live-in aide/attendant qualifies for occupancy only as long as the individual needing supportive services qualifies and may not qualify for continued occupancy as a remaining family member.
Student Status –HOME (or Section 8):  To be eligible for occupancy in a HOME unit, ANY household member who attends an institute of higher learning (full-time OR part-time) must meet at least one of the following qualifiers. They must be:
· A dependent of the household living with a parent
· Over age 23
· A veteran
· Married
· A parent with a dependent child
· A disabled individual who was receiving Section 8 assistance prior to November 30, 2005
If they do not meet one of the above, the student must be either:
· Independent from parents OR
· Have parents who are income-eligible Student status eligibility will be verified at Move-in (MI), Annual Recertification CAR), Interim (IR) and Initial certification (IC). .
Student Status –LIHTC:  The IRS Code prohibits tax credit units being used as dormitories. Generally, households made up entirely of full-time students do not qualify.
A full-time student is defined as any individual of any age who:
· Attends a school with facilities and regular student body (including online-based learning).
· Attends all or parts of any 5 months out of the calendar year (not necessarily consecutively).
· Is considered full-time by the school that they attend, based on that school’s definition of a fulltime work load.
There are five exceptions to the student rule prohibiting households made up entirely of full-time students. Full-time student households must meet one of the exceptions continually to live in an LIHTC for the period of time that everyone is a full-time student.
· All adults are married and entitled to file a joint tax return. 
· An adult member is a single parent with a minor child in the unit, the adult is not a tax dependent of any third party, and the children are not claimed as a tax dependent by anyone other than one of their parents (even if the other parent is not in the unit).
· The household includes a member who receives welfare assistance in the form of Temporary Assistance to Needy Families (TANF).
· The household includes a member who formerly received foster care assistance (that means they were a foster child or adult).
· The household contains a member who gets assistance from the Job Training Partnership Act (JTPA) or similar programs. (NOTE: The “Workforce Investment Act” has replaced JTPA).

Student Status –LIHTC and HOME or Section 8:  For households applying for a unit that is both a LIHTC and HOME and/or Section 8 unit, both student status standards must be applied separately and the household member has to qualify under both programs.

Citizenship: [Note from IFA: This Section on Citizenship only applies to projects with Section 8 Project -Based Assistance or other HUD loan programs.  Neither the HOME nor LIHTC Programs requires that a project turn away households who cannot prove citizenship.  If you do elect to require proof of citizenship, this standard must be applied to all applicants for housing.]  
By law, only U.S. citizens and eligible noncitizens may benefit from federal rental assistance. Compliance with these rules ensures that only eligible families receive subsidy. These requirements apply to families making application to the property, families on the waiting list, and residents. This paragraph describes the procedures owners must use to determine applicant eligibility based on citizenship/immigration status. 
1. Assistance in subsidized housing is restricted to the following;
a. U.S. citizens or nationals; and 
b. Non-Citizens who claim eligible immigration status who's validity of citizenship documents can be verified through the Department of Homeland Security's (DHS) SAVE system.
2. All applicants for assistance must be given notice of the requirement to submit evidence of citizenship or eligible immigration status at the time of application. The entity responsible for receiving the documentation, where possible, must arrange to provide the notice in a language that is understood by the individual if the person is not proficient in English.
3. All family members, regardless of age, must declare their citizenship or immigration status.
4. Noncitizens (except those of age 62 and older) must sign a Verification Consent and submit documentation of their status or sign a declaration that they do not claim to have eligible status. Noncitizens age 62 and older must sign a declaration of eligible immigration status and provide a proof of age document. U.S. citizens must sign a declaration of citizenship. Owners may establish a policy of requiring additional proof of citizenship for those declaring to be U.S. citizens or nationals.
5. A mixed family. A family- with one or more ineligible family members and one or more eligible family members-may receive prorated assistance, continued assistance,. or a temporary deferral of termination of assistance. Non-citizen students with a citizen spouse or child is considered a mixed family. ([Project Name] may not deny assistance to mixed families due to nondisclosure of a social security number by an individual who does not content eligible immigration status. Applicant families that are mixed are eligible only for prorated assistance.)
6. Applicants who hold a noncitizen student visa are ineligible for assistance, as are any noncitizen family members living with the student.

Criminal Background Check:  [Note from IFA: This Section on Criminal Background Checks applies to projects with Section 8 Project -Based Assistance or other HUD loan programs.  Neither the HOME nor LIHTC Programs requires that a project turn away household members that have a criminal background.  If you do elect to run criminal background checks, this standard must be applied to all applicants for housing.] HUD requires [Project Name] to deny housing under the following conditions:
· Any household member that has been evicted from federally assisted housing for drug related criminal activity within three (3) years of the application for housing. If the evicted household member who engaged in drug related criminal activity has successfully completed a supervised drug rehabilitation program or circumstances leading to the eviction no longer exist, [Project Name] may, but is not required to, admit the household.
· Any household member that is currently engaging in illegal drug use.
· [Project Name] determines that there is reasonable cause to believe that a household member's abuse or pattern of abuse Of alcohol may interfere with the health, safety, or right to peaceful enjoyment of the premises by other residents.
· Any member of the household is subject to a lifetime registration requirement under a state sex offender registration program.
[Project Name] has elected more stringent standards for housing than required by HOD. The following additional households will be denied housing at [Project Name], although they may be eligible for assisted housing elsewhere:
· Your household will not be eligible for housing at [Project Name] if any member of your household has been convicted for any offense described below, specifically including the aiding or abetting of those offenses, conspiracy to commit those offenses, solicitation or attempt of those offenses, any liability for accessory after the fact or joint criminal conduct of those offenses, whether single acts or continuing criminal conduct (including juvenile convictions and deferred judgments) which conviction occurred within the last five (5 years) for misdemeanor offenses, or ten (10) years for felony charges (time begins on the date of judgment or release, whichever is later).  Although some of the below offenses reference Iowa Criminal Code sections or chapters, provisions under the laws of other jurisdictions or federal law similar in intent, will make a household ineligible for Homes of [Project Name] housing.
· Any offense requiring registration with the sex offender registry under Iowa Code Chapter 692A;
· Any offense relating to money laundering;
· Any murder, manslaughter, or injury by vehicle offense not including abortion related offenses.
· Any assault, harassment, or stalking offense, except simple misdemeanor assault as set forth in Iowa Code Chapter 708;
· Any terrorism oriented offense as set forth in Iowa Code Chapter 708 A;
· Any sexual abuse offense as set forth in Iowa Code Chapter 709;
· Any offense using a juvenile as set forth under Iowa Code Chapter 708.6;
· Any transmission of HIV offense as set forth in Iowa Code Chapter 706C;
· Any kidnapping related offense as set forth in Iowa Code Chapter 710;
· Any robbery related offense as set forth in Iowa Code Chapter 711;
· Any arson related offense as set forth in Iowa Code Chapter 712;
· Any burglary related offense as. set forth in Iowa Code Chapter 713;
· Any theft, fraud, or consumer exploitation offense, except a misdemeanor theft, as set forth in Iowa Code Chapters 714, 714A, 714B, 714C, 714D, 714E, 715A, or 715B;
· Any property vandalism, animal cruelty, or other offense as set forth in Iowa Code Chapters 716, 716B, 717, 717B,or717C;
· Any offense against the government as set forth in Iowa Code Chapter 718;
· Any obstruction of justice offense as set forth in Iowa Code Chapter 719;
· Any offense related to public disorder as set forth under Iowa Code Chapter 723;
· Any offense related to membership in a. criminal street gang as set forth in Iowa Code Chapter 723A;
· Any offense involving a weapon as set forth in Iowa Code Chapter 724;
· Any gambling, pimping, pandering, prostitution, or other vice related offense as set forth in Iowa Code Chapter 725;
· Any offense affecting the health, safety, or privacy of others as set forth in Iowa Code Chapters 727 or 729A;
· Any offense involving the making of false statements to any- governmental entity;
· Any three or more offenses involving alcohol, within the last five (5) years, unless you have completed a treatment program and have had no offenses since such completion;
· Any three or more offenses of simple misdemeanor theft as set forth in Iowa Code Chapter 714;
· Any three or more offenses of simple misdemeanor assault as set forth in Iowa Code Chapter 708; 
· Any drug or drug paraphernalia related offense, or offense tending to indicate drug or alcohol abuse in the family; or
· Any offense not included above that, under the circumstances of the offense, leads [Project Name] Management to reasonably believe that the offense, if committed on the [Project Name] campus, would. potentially adversely affect the health, safety, security, or peaceful enjoyment of any [Project Name] resident, guest, employee, or public official.
[Project Name] will conduct nationwide criminal background searches and sex offender registration checks.
Rental History and Landlord References:  To be eligible for [Project Name] housing you and your household must be able to demonstrate a history of:
·  Paying rent and utilities in a timely manner;
· Good housekeeping habits, upkeep and maintenance of prior residences;
· Performance of rental agreements pursuant to the lease terms, house rules, or assistance program rules, if applicable;
· Respect for the health, safety, and welfare· of other residents, specifically including, minimal disruptive behavior, minimal noise complaints, the lack of circumstances on which to base a reasonable belief of criminal activity, physical violence, use, manufacture or distribution of controlled substances, or alcohol or drug abuse.
NOTE:  Individuals who do not have a traditional rental history for the last five (5) year period (e.g. living in a shelter, nursing home, community residence, half-way house, residential treatment facility, with parents, or other non-regular public or privately owned housing) will not be denied housing at [Project Name] solely for that reason.
III. HOUSING OCCUPANCY, WAITING LIST, AND PREFERENTIAL SELECTION
[Project Name] generally provides housing on a first come first serve basis. Housing is offered to a household pursuant to certain HUD occupancy guidelines. These general occupancy guidelines are to protect residents from unsafe and unhealthy conditions, to avoid overcrowding, to protect government subsidization; and to protect the housing units. An appropriately sized unit must be available within the project to house you and your household. The initial assessment of appropriate unit size will be based on the number of eligible persons in the household. Additional considerations in assignment of appropriately sized units will include the age, relationship, and sex of the persons in the household.
For example, unrelated adults or persons of the opposite sex (other than spouses) would not be required to share a bedroom. Children of the same sex may share a bedroom. Children may share a bedroom with adult parent(s), if the adults so choose. A couple is expected to occupy one bedroom unless health related conditions verified by a licensed physician require that they have separate bedrooms. A number of general occupancy guidelines are set forth by HUD. For more information regarding the expected unit for which your household would be eligible, the Customer Service Representative will assist you.
OCCUPANCY STANDARDS –MAXIMUM # PERSONS PER UNIT
	# of Persons
	Efficiency
	One Bedroom
	Two Bedroom
	Three Bedroom
	Four Bedroom
	Five Bedroom
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A unit that is smaller than the occupancy guidelines may be approved if:
1. Doing so will not cause overcrowding;
2. No units of the appropriate size are available at the time of application;
3. The family would otherwise be rejected or put on the "project waiting list" pending the opening of an appropriate sized unit; and
4. The family requests the smaller unit and agrees to move to the correct sized units at its own expense when the correct sized unit becomes available.
A unit that is larger than the occupancy standards may be approved if either:
1. Because of physical or mental disabilities of a household member or a person associated with that household, a family may need a unit that is larger than the unit size provided in owner's occupancy standards; or
2. No eligible family requiring the larger unit will be available to occupy the unit within sixty (60) days, the project contains the current size for the family, and the family agrees to move to the correct sized unit at its own expense when an appropriate unit becomes available; and
3. A waiver has been granted by the appropriate agency.
After moving in, if a unit becomes overcrowded or under-utilized because of changes in household composition, the resident may be required to move to an appropriately sized unit within the project when one becomes available pursuant to the lease. If the family refuses to move, the family may be permitted to remain in the same unit and pay the HUD approved full market rent. However, if the family fails to pay the full market rent, they will be evicted for material non-compliance with the rental agreement.
NOTE: There is no provision requiring [Project Name] to pay moving costs or provide subsidy funds when units are overcrowded or under-utilized. No basis exists to require [Project Name] to assume this obligation when residents are moved for this reason.
When your household is determined to be eligible for housing and is otherwise acceptable, a unit is available and no previously approved individuals or families are on the "Project Waiting List", you and your household will be assigned to the available unit in accordance with the general occupancy standards, except as detailed above. Once your family has been approved, acceptance must be immediate. Failure to respond to calls and/or mailings notifying you that your housing is now available will result in a loss of housing and the next approved applicant will fill your position on the project waiting list. Your application will then go to the bottom of the list.
If no suitable sized unit is available, you and your household will be placed on the project waiting list and notified when a suitable unit becomes available. Applicants will be contacted periodically to confirm their continued interest in occupancy. You and your household must keep management advised of any address and/or phone number changes and income changes. Homes of [Project Name] provides preferential placement under the following four (4) circumstances. In this case, individuals will be placed in a unit before you and your household, even if your application is approved first):
1. HUD Statutory Preferences: HUD regulations require that [Project Name] give preference to applicants who have been displaced by government action or a presidentially declared disaster.
2. Income Targeting: [Note from IFA: Consult your Project’s LURA for income targeting requirements] [Property Name] must lease not less than forty percent (40%) of the dwelling units that become available for occupancy in any project fiscal year to extremely low-income families. Extremely low-income families are those families whose incomes do not exceed thirty percent (30%) of the area median income at the time of admission. The annual income requirements for extremely low income families are determined by HUD with adjustments for smaller and larger families. Hun occasionally changes these standards, which would in turn change our eligibility criteria for this preferential group. In order to meet this criterion, the first extremely low-income family will be offered a unit even if that family is not at the top of the list. We will then alternate between the extremely low-income families and the families at the top of the list.
3. Current Residents: [Project Name] may give preferential access to units for current resident variance with the occupancy standards set forth above. This means that [Project Name] may transfer a resident from that resident's current unit, if too large or too small; to an available appropriately sized unit before a new applicant is offered housing. After the current [Project Name] resident moves to the appropriate sized unit, the resident's former unit will then be available for a new resident per the project waiting list.
Unit Transfer: A current resident unit transfer may occur for one of the following reasons:
1. Because of family size;
2. Because of changes in family composition;
3. For medical reasons certified by a doctor; or
4. Due to the need for an accessible unit
Resident Initiated Transfers: Residents may request a unit transfer for any of the reasons listed above. Upon request that request the resident will be placed on the internal resident wait list. However, before the resident is approved to transfer they must be in good standing with no outstanding lease violations and current on all rent and/or damage payments due. Transfers may not be made between properties unless [Project Name] Management determines the transfer would be in the best interest of the organization as well as the resident.
4. Appropriate Size: [Project Name] gives priority to an applicant that meets the occupancy standards. That means, if you and your household are first on the project waiting list, and an appropriate sized unit for your household is two bedrooms, and a three-bedroom unit becomes available, any applicant on the project waiting list for whom a three bedroom is the appropriate size will be given preference to that unit over you and your household.
IV. ACCEPTANCE FOR AN AVAILABLE UNIT
When an appropriate sized unit becomes available, the next applicant on the project waiting list will be contacted, taking into account any admission priorities. The applicant will be required to re-interview with management at this point to:
· Confirm and update all information on the application and to confirm eligibility;
· Review financial information on application and specifically confirm types and sources of income and assets;
· Have head of household, spouse, and all household members aged eighteen (18) years and older sign verification forms authorizing release of all income and asset information to [Project Name] management for purposes of verification and rent calculation;
· Have head of household and spouse verify whether or not assets were disposed of for less than fair market value during the two (2) years preceding the date of the certification; 
· Have head of household and spouse sign verification forms authorizing release of information necessary to verify any admission priorities;
· Have head of household, spouse, and all family members aged six (6) or older disclose and document all social security numbers. If you and or your family member have been assigned a social security number and cannot provide the documentation, you will be given 60 days to do so. If after 60 days, you have not provided the documentation; your application will be denied. If you and/or your family member have not been assigned a social security number, a statement certifying that you and/or your family member have not been assigned a social security number;
· Have household members disclose and/or sign other information forms as the subsidy requirements may dictate.
At this time management will also re-explain the program requirements, verification procedures, and penalties for false information. ANY FALSE STATEMENT MADE TO [PROJECT NAME] ON AN APPLICATION WILL RESULT IN THE DENIAL OF ELLIGIBILITY, TERMINATION OF AN ALREADY ACCEPTED LEASE, AND POTENTIAL CRIMINAL PENALTIES. YOU AND YOUR HOUSEHOLD CANNOT BE ACCEPTED FOR HOUSING UNTIL FINAL VERIFICATIONS ARE RETURNED AND COMPLETED TO THE SATISFACTION OF [PROJECT NAME] IN THE EVENT ANY INFORMATION GIVEN TO [PROJECT NAME] IS INACCURATE, AND THE INACCURACY PRECLUDES YOUR ELLIGIBILITY FOR HOUSING, YOU AND YOUR HOUSEHOLD WILL BE ASSESSED FULL MARKET RENT FOR YOUR UNIT RETROACTIVE TO THE TIME OF INELIGIBILITY
V. . TERMINATION OF RESIDENCY
[Project Name] is a landlord like any other. Your residency will terminate upon any of the following conditions, subject to the Uniform Landlord and Resident Act contained in the Iowa Code:
· Your failure to pay rent when due;
· Your household's or your guest's commission of any criminal activity that would prevent you from being eligible as a new applicant ([Project Name] needs only a reasonable belief of criminal activity, even if you are not arrested or convicted);
· Actions that threaten the health, safety or right to peaceful enjoyment of the premises by other residents (including property management staff residing on the premises) or persons residing in the immediate vicinity of [Project Name];
· Failure to abide by any of the Rules and Regulations of [Project Name], specifically, but not limited to you failure to maintain the premises in a clean, uncluttered, and sanitary manner (for more information see the Rules and Regulations and speak to the Resident Manager).
· Encouraging, aiding or abetting the violation of [Project Name]'s Criminal Trespass List by you or guests of your household (see Rules and Regulations);
· Failure to comply with all obligations imposed upon you by applicable provisions of building and housing codes that may materially affect health and safety;
· Failure to keep that part of the premises you occupy and use as clean and safe as the condition of the premises permit;
· Failure to dispose from your dwelling unit all ashes, rubbish, garbage, and other waste in a clean and safe manner;
· Failure to keep all plumbing fixtures in the dwelling unit or used by you as clean as their condition permits;
· Failure to use, in a reasonable manner, all electrical, plumbing, heating, ventilating, air-conditioning and other facilities and appliances including elevators in the premises;
· Deliberately or negligently destroying, defacing, damaging, impairing or removing a part of the premises or knowingly permitting a person to do so;
· Failure to act in a manner that will not disturb a neighbor's peaceful enjoyment of the premises.
[Project Name] will not discriminate against any person with regard to the application of its policies and procedures for housing. This means that no resident or applicant will receive any significant and unreasonable difference in treatment, including segregation, because of age, race, religion, creed, color, sex, sexual orientation, national origin, ancestry, disability, familial status or because of their association with another person of a different age, race, religion, creed, color, sex, sexual orientation, national origin, ancestry, disability, familial status, or gender identify.
VI. REMOVAL FROM THE WAITING LIST
Applicants will be removed from the Waiting List for failing to respond to requests for additional information in the time frame allotted. However, the applicant will be reinstated to the Waiting List if their name was removed due to management error or a disability prevented the applicant from responding in a timely manner.
VII. OPENING AND CLOSING THE WAITING LIST
[Project Name] may occasionally close the waiting list for various reasons as approved by [Project Name] Management. Closing the waiting list means [Project Name] will temporarily not accept any more applications for housing. The waiting list will be re-opened as approved by [Project Name] Management. When either of these events occurs we will advertise this fact by posting flyers around the [Project Name] Community.
I HAVE BEEN GIVEN THE OPPORTUNITY TO ASK ANY QUESTIONS THAT PERTAIN TO THE RESIDENT SELECTION POLICY. I/WE BY SIGNING BELOW CERTIFY THAT WE HAVE READ AND RECEIVED A COPY OF THESE GUIDELINES.
____________________________________________		________________________________
Applicant Signature  						Date
____________________________________________		________________________________
Applicant Signature  						Date
Rejection Process - When rejecting an application, management will:
· Provide notification in writing of reasons for rejection;
· Inform the applicant they have 14 days to request in writing a meeting to discuss the rejection;
· Participate through a representative in an informal meeting;
· Provide a written determination to the applicant within 5 business days of the meeting.
We at the [Project Name] Neighborhood thank you for reading this Resident Selection Policy. We now refer you to the [Project Name] Rules and Regulations for a better understanding of what activities are sufficiently inappropriate to warrant termination of your lease and potential eviction as a resident. Be aware that [Project Name] requires STRICT COMPLIANCE with its Rules and Regulations. We hope you will find [Project Name] the perfect place for you and your family.
