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Sample Resident Selection Criteria & Marketing Plan
A. Property & Program Description
[PROJECT] is a XX-unit affordable apartment development located in XX buildings across X neighborhoods in [CITY]. [PROJECT] is financed through the Low Income Housing Tax Credit Program and federal HOME funds through the [CITY]. All units are subject to the rent restrictions and program regulations set forth by the [FUNDER].

The following table shows the number of units of each size to be rented to households whose income does not exceed the specified percentages of area median income (AMI) as required by Regulatory Agreement:  [ENTER TABLE]

B. Income
     1.    In order to be eligible for a unit at the [PROJECT], the household income must not exceed XX% or XX% of the Area Median Income (AMI,) depending on the income restriction for the unit for which they are applying.
     2.    2009 Income limits are: [ENTER LIMITS]

These income guidelines are subject to change annually.
     3.    The applicant household must be able to afford the financial responsibility of meeting each month's carrying charges. To protect [PROJECT] from rent loss or delinquency, persons spending more than 40% of their household's combined monthly income for rent will not be accepted.
     4.    Unborn children are counted as members of the household for purposes of computing household size for income certification purposes. Live in care attendants and foster children are not counted as members of the household for purposes of computing household size for income certification purposes but may be counted in allocating unit size.

C. Occupancy
1. Units will be occupied according to the following standards adapted from the [CITY]'s building codes: [ENTER CODES]

2. Unborn children and live in care attendants may be counted for purposes of assigning unit size.

D. Policy on Nondiscrimination and Accessibility
With respect to the treatment of applicants, the Sponsor and Managing Agent will not discriminate against any individual or family because of race, color, national origin, religion, gender, disability, disability, familial status or presence of children in a household. Reasonable accommodations will be offered to all disabled persons who request accommodations due to disability at any time during the application, resident selection and rent up process.

E. Marketing and Outreach
1.    All advertising shall display the Equal Housing Opportunity logo or the phrase "Equal Housing Opportunity.”

2.    Special marketing outreach consideration will be given to the following underserved populations:

· African-Americans

· American Indians

· Hispanic

· Asians and Pacific Islanders

· Handicapped and Disabled

3.    Community media advertisement of the projects will be through the following local newspapers:  [ENTER PUBLICATIONS]

4.    To further inform the groups least likely to apply for the available housing, the following local organizations will be contacted with housing information:

5.    Other neighborhood-based, nonprofit housing agencies that maintain waiting lists or make referrals for below market rate housing will be contacted.

6.    [PROJECT] shall keep records of its activities in implementing the affirmative marketing plan, including records of advertisements and other community outreach efforts.

F. Application Procedure

     1.    [PROJECT] will advertise the opening of the waiting list following the community outreach procedures listed above. When the waiting list is re-opened,
            [PROJECT] will always accept applications for a minimum of one week.
           The dates during which applications will be accepted will be advertised.

2.    Applications will be distributed from the [PROJECT] Main Management Office. As each Application is received, it will be logged and filed according to date and time. Each completed Pre-Application received will be reviewed and evaluated. Applicants will be informed by mail of their eligibility status.

     3.    Applications will be a brief questionnaire that will give the Managing Agent a reasonable basis for identifying eligible applicants. The application will request the following information: names of all household members; current address and phone number; total income and assets; whether a handicap accessible unit or reasonable accommodation is needed; and how they heard of the apartments.

     4.    All applications received during the period advertised will be interviewed on a first-come, first-served basis (or alternate: pooled and applications will be selected at random/by lottery and assigned a place on the interview and waiting list.)

     5.    Applications that do not show sufficient income to pay rent will be notified of their rejection by mail. They will be given an opportunity to appeal, showing proof of adequate income, or may request to remain on the waiting list in anticipation of future adequate income. Applicants requesting to remain on the waiting list will be placed at the bottom of the list. If they do not have adequate income or are unwilling to accept a unit when their name again comes to the top of the list, they will be removed from the waiting list.

     6.    Applicants whose applications indicate sufficient income to pay rent will be contacted by mail or telephone for a scheduled interview, at which time they will be asked to complete an updated application. They will be asked to bring valid photo ID and Social Security Card for all household members over the age of six, along with information on where to verify income sources and assets and previous rental history.
     7.    All applicants who do not receive initial offers of housing will be placed on a Waiting List. The Waiting List will be categorized according to household size and interest in units renting at 50% and 60% of AMI.

     8.    When the Property Manager estimates that an appropriate unit may be available within the next several months, the top three eligible applicant households for that size unit will be invited to an interview and asked to submit updated information to determine eligibility. In order to maintain the lowest possible vacancy rate, the Property Manager will attempt at all times to have a pool of applicants whose eligibility is finalized and who are prepared to accept an offer of an apartment.

     9.    The waiting list will be updated annually. Applicants are responsible for providing up-to-date contact information.

    10.   The waiting list will be re-opened when there are fewer names remaining on the list than 10 times the number of move-outs for the past six months. New applications will be accepted using the above marketing and application procedure

G. Interview and Final Selection Criteria

At the time of the interview, all members of the family must be in attendance. Documents or identification to determine family members may be requested. During the interview, the Property Manager will clarify any information provided by the applicant household and answer questions regarding admission procedures. At the interview the following items will be completed:

     1.    A credit report indicating financial responsibilities and a comprehensive unlawful detainer check will be obtained for each adult applicant (A fee of $XX will be charged for each report.) Unless satisfactorily explained, there must be no judgments, no accounts rated over 90 days delinquent and a bankruptcy must be discharged for at least one year to make the credit report acceptable. An eviction within the past three years will be grounds for rejection. An applicant will not be rejected for having no credit history. Management will consider appeals based on family circumstances that no longer apply.

     2.    All income will be verified in writing from the income source on appropriate income verification forms.

     3.    All assets, including bank accounts, will be verified in writing from the financial institution.

     4.    Both the current and previous landlords will be contacted by mail for information concerning the history of complying with lease requirements, payment records, destruction of property or interference with the rights of others, physical hazards, unhealthy or unsanitary conditions, or illegal activities.

     5.    Applicants will be asked to verify their student status to ensure compliance with tax credit requirements.

     6.    Applicant must show demonstrated ability to meet all monthly financial obligations and pay the asking rent. An applicant will not be rejected for lack of a previous rent paying history.

     7.    Applicants who do not meet minimum income requirements will be rejected. An applicant may request to remain on the waiting list to be reconsidered at a future time. All applicants requesting to remain on the waiting list will be placed at the bottom of the waiting list. If the applicant is not qualified or unavailable for move in at the time their name comes to the top of the waiting list, they will be dropped from the list.

     8.    All applicant files will be reviewed by a second party for compliance with tax credit regulations before a unit is offered or a lease is signed.

H.       Rejection and Appeal Process

     1.   Applicants may be rejected for any of the following:

a. Failure to present all members of the applicant's household at the full family interview (or some other time acceptable to the Managing Agent);

b. Blatant disrespect disruptive or antisocial behavior toward the Managing Agent, the Development or other residents exhibited by an applicant or family member any time prior to move-in (or a demonstrable history of such behavior);

c. A negative landlord recommendation, encompassing failure to comply with the lease, poor payment history, poor housekeeping habits, crimes of violence to persons, destruction or theft of property, sales of narcotics, eviction for cause or other criminal acts which would adversely affect the health, safety, or welfare of other tenants.

d. A criminal arrest record for crimes of violence to persons, child molestation, destruction or theft of property, sales of narcotics or other criminal acts which would adversely affect the health, safety, or welfare of other tenants.

e. A negative credit report, including unlawful detainer action.

f. An applicant shows an overextension of monthly obligations.

g. Falsification of any information on the application.

h. An applicant whose eligibility income exceeds the minimum or maximum allowed by program regulations.

i. An applicant whose family composition does not meet the established occupancy standards.

j. An applicant is a full-time student who does not meet any of the exceptions permitted under Section 42 of the IRS Code.

k. An applicant who fails to update the application for the waiting list when requested.

l. If an applicant declines an apartment when notified, the applicant will be removed from the waiting list.

m. Other good cause.

    2.    Written notice will be sent advising applicants of their final eligibility status. All applicants will be advised that they may appeal the decision on their application and be given a deadline in which to do so. The notice will include their right to request reasonable accommodation for a disability. Residents rejected for poor credit will be notified per the requirements of the Fair Credit Reporting Act.

    3.    If an applicant is rejected by [PROJECT], the applicant has 10 days to appeal or to request, in writing, a meeting with the Director of Property Management to discuss the rejection. If the applicant is not satisfied with the decision of the Director of Property Management, they may request an appeal to the Executive Director. Such an appeal must be made in writing

I.    General Guidelines

    1.    An applicant must complete and sign an application in order to be considered for admission for housing.

    2.    Pre-application and application do not indicate the offer of a unit or acceptance for housing. Formal determination of eligibility will be made when an appropriate unit is available and all information is verified.

    3.    As a condition of admission to any assisted unit, applicant shall execute any releases and consents authorizing any depository or private sources of income, or any federal, state, or local agency, to furnish or release to Management such information as Management and the applicable program regulations determine to be necessary.

    4.    Transfer Policy - Transfer of units is not allowed at [PROJECT] for any reason other than change in household size or to accommodate a disability, which must be verified. Transfers based on rent differences will not be allowed.

    5.    [PROJECT] will accept Section 8 Certificates and Vouchers.

    6.    No pets will be allowed except those agreed to in writing by the Management Agent as set forth in the Sponsor's admission policy. An animal required for physical or emotional assistance is not considered a pet, but may be subject to reasonable conduct including no excessive noise and owner responsibility for cleanliness.

Sources:  Property Management for Scattered-Site Rental Housing (2009) by David Fromm and William Brett, published by NeighborWorks America for the NWA Training Institute (NTI). Adapted from Property Management: Long Term Thinking/Short Term Action by The Enterprise Foundation, copyright 2004

