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INITIAT. PROGRAM ELIGIBILITY

The family’s annual income must not exceed program hcome limits

All adults in each applicant family must sign an Authorization for Release of Information priot to
receiving assistance and annuallv thereafter

The unir for which the family is applying must be the family’s only residence

An applicant must agree to pay the rent required by the program

All information reported by the family is subject to verification

All persons between the ages of 18 vears to 54 years old are requited to work 30 hours per week,
unless the applicant meets one of the eligibility exceptions.

Taking Applications for Occupancy

d.

Method of Selection. The selection of tesidents will be based on order of application, or lottery,
ot other reasonable method approved.

Selection Criteria. Selection of resident applications which shall not discriminate in violation of
any federal, state or local law governing discrimination, or any other arbitrary factor.

Application. Anyone who wishes to be admitted to an assisted property or placed on a
property’s wait list must complete an application. In addition to providing applicants the
oppormunity to complete applications at the project site, owners mav also send out and receive
applications by mail.

Disabled Applicants, An accommodaton to persons with disabilities who, as a result of their
disabilines, cannot utilize the owner’s preferred application process by providing alternative
methods of taking applications.

Applicant cerificanun, The applicaton must include a signarure from the applicant certfying
the accuracy and completeness of information provided.

Dara Collecdon. Each applicant household member will be requested to provide seif-
certification of their ethnicity and race for data collection by using form Supplemental Data
Sheet. Completing this form is optonal and there is no penalty for not completing it. The
informadon on the form will be used for HUD-required annual reporting purposes and to
evaluate marketng efforts and will not be used as part of the selection criteria for housing.

VERIFICATION PROCESS INCOME ELIBILITY AND INCOME LIMITS

The Owner/Manager will select only eligible households as tevants of vacant assisted units (meaning families
whose annual incomes do not exceed 50% or 60% of the area median income (AMI) as determined by

HUD).

1.

2.
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The owner/manager will determine whether a family is income eligible using the program-specific
definition of “annual income”
HUD establishes and publishes income limits for each county or Metropolitau Statistical Area
(MSA). The income limits are based on the median income of the geographic area for which the
Limit is established.

Income limits are based on family size and the annual gross income that the family receives.
All Income sources disclosed on the Rental Application will be third-party verified thru the
appropriate agencies, employvers and/or institutions.

All households’ assets, including bank accounts, will be third-party verified.
Upon initial occupancy, resident’s income cannot exceed 50% or 60% of the area median income
as published annually by the U.S. Department of Housing and Urban Development.
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To proteet the propetty from rent charge loss or delinquency, houscholds spending more rhan
40% of their combined monthly income on rent will be evaluated to derermine their ability to pay
rent

Third-party income verification will be required from all sources including, but not limired to:

1) Employment ot wages

b1SSA/55T/Pension/annuixies

c) State Disability and EDD vcriﬁcation/Famil)-' contributions and gifts

d} Government assistance, Department of Social Services., unemplovment, ete.

¢} Social security and Supplemental Secerity Income

f) Reneal Property income, eic.

) Savings, checking, money market, IRA, 401K, Stocks, Bonds, CDs, IRA etc.

h}Income calculations are based on the applicant’s gross annual (anticipated) income for the
following 12 months. Annual gross income includes income from any and all assets.

i} History of Responsible Tenancy, Behavior and Conduct.

1) Current tandlord references will be obtained. Previous landlotds during the past five years
may also be contacted. Landlord references will help determine rental history including
but not limited to non-payment of rent, repeated disruptive behavior, and chronic late rent
payments. A determination will be made regarding whether or not the applicant has
demonstrated a record of conduct, which could constitute 2 material violation of Aurea E
Martinez Apartments Occupancy Agreement provisions or applicable tenancy law. If such
a record of violations is documented, that will be considered grounds for a determination
of meligibility. Evicnon and Unlawful Detainer within the last five yvears will be grounds
for ineligibilicy.

k) A credit reference will be required for all adult household members over the age of
eighteen. Any outstanding collections, which exceed — $2,500.00 within the last 5
years (medical expenses and defetred student loans exempt from this standard), might be
basis for denizl of applicant. ['oreclosure, bankruptcies, and repossessions might be basis
tor denial. Applicant will be considered for residency if he/she can prove that he/she has
paid for all debt recorded in the report.

[} Criminal background checks will be conducted on all adults, in the qualified household,
who have satistied all income, credit report, and previous landlord requirements. A felony
charge may be basis for denial.

Applications may be rejected for any of the following:
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Blatant distespect, disruptive or anti-sodal behavior wward management, the property, or
other residents exhibited by an applicant or family member any time prior to move-in (or
demonstrable history of such behavior).

A negative landlord or other reference, encompassing failure to comply with the lease, poor
payment history, poor housekeeping habits or eviction for cause.

A negarive credit report.

A negative evicton report.

Rent exceeding 40% of monthly income without a demonstrated ability to pay.

Falsification of any information on the application.

Family size that does not conform to the stated minimum and maximum size,

A negative criminal background check.

Other good cause, including, but not limited to, failure to meer any of the program
qualification or other selection criteria in this document.

Exceeding the Maximum Income allowed for the family size

All rejected applicants will have the right to appeal the decision. The appeal must be
teceived by the administrator or managing agent no later than ten (10) days after the date of
the rejection letter. Appeal must be submitted in writing with copies of any documentation
that proves our decision incorrect

Dtug related-criminal activity



Rejection notees will be provided to the rejected applicant in writing. The rejecton notice will include the
reason(s) for the rejection and provide the applicant the right to respond to the Property in writing or request
a meeting within 14 days to dispute the rejection.

UNIT TRANSFER POIICY

Owners are obligated to transfer tenants to differenc units as a teasonable accommodation to a household
member’s disability. For example, a tenant with a physical disability might need a transfer to an accessible
unit, or a unit on the ground floot, ot a larger unit o accommaodate a live-in aide. Transfers which are uceded
as a reasonable accommodaton should be made on a priority basts

Current residents that are in good standing shall be given priority for unit transfers over applicants. Unit
transfers will be considered for the following reasons and are priorirized as follows:

1. A unit rransfer based on the need for an accessible unit;
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A unit transfer for 2 medical reason certified by a doctor;
3. A new unit because of changes in farnily composition;

4. A unit transfer because of family size;

Change in Need for Accessible Features

If a family is in an accessible unit but no longer needs the accessible features, the owner may request that
the family move to another unit in the project,

Eviction for an overcrowded o underutilized unit

¢ The owner may require the family to move to a unit of appropriate size. If a unit of appropriate size
is not available, the owner must not evict the family and must not increase the family’s rent to the
market rent.

e Ifa family refuses to move to the correct size unit, the family may stay in the curreut unit and pay the
market rent. ‘The owner must not evict the tenant for refusing to move but may evict the family if it
fails to pay the market rent in accordance with the lease,

Lf there arc no units readily available for the tenant to transfer to, the tenant will be added to the transter
waiting list. Furthermore, depending upon the citcumstances of the transfer, a tenant may be obligated to pay
2ll costs assoctated with the move; however, if a tenant is transferred as an accommodation to a household
member’s disability, the Property may be obligated to pay the costs associated with the transfer.

WAITING LIST

Applicants that meet the program and project eligiblity requircments sct forth by the Resident Selection Plan
shall be added to the property’s waiting list. ‘The waiting list shall be maintained on a first-come, first-serve
basis with preferences taken into consideradon (if applicable). The initial application shall be timed and dated
when received and maintained at the rental office. The following standards apply to waiting list management
and applicant selecton:

A, Applicants will be added ta a waiting list in chronological order.

B. The communiry does not have any preterences at the current tme.
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. [n the cvent that the volume of applications recerved exceeds the number of available
apartments and more than one applicant qualifics for the unit; the applicadon with the
carliest datc will be approved. The other will go on top of the list undl the next unie is
available,

D. When management receives the next 30-day nodce, it will be the respansibilicy of the site
administrator to notify the applicant at the top of the waiting list. 1f that applicant mrns
down the unit, management will then proceed to the next person on the waiting list.

E. If an applicant on the waiting list tejects two units offered o him/her, he/she may remain
on the list but will then be assigned a new position on the waiting list based on the date the
applicant rejected the second unit.

Updating the Waiting List

Applicants are responsible for contacting the Property if their household information changes. If the
household composition ot income level changes while the applicant is on the waiting list, the Property will
update the waitng list information and decide whether the household needs the same or a different unit size,
or if the household is still income eligible, or able to receive assistance, Changes in household informaton
will not affect the applicant’s position on the waiting list, uniess the applicant is found to be ineligible based
on the rejection criteria oudined herein.

Whenever a change is made in the waiting list, an acton is taken, or an acnvity specific to an applicant occurs,
a notarion will be made on the waiting Ust. Furthermore, the Property will document the removal of any
names from the waiting list with the ime and date of the removal. Examples of such instances include:

l. The applicant no longer meets the eligibility or the program requirements, of is no longer interested

in occupancy;

|2

. The applicanc fails to respond to a written notice for an eligibility tnterview;
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. The applicant is offered and rejects two units;
4. Mail sent to the applicant's address is returned as undeliverable; or
5. The unit that is needed — using family size as the basis — changes, and no appropriate size unit exists.

All applicants must contact the development’s resident manager every six months from the date their
application is submitted either by written correspondence, or in person, to remain on the waitng list. If an
applicant fails contact the Property, their application will be rejected and the applicant’s name will be
removed from the waiting list. The notice informing the applicant of the removal of their name from the
waiting list will be seat to the applicant’s last known address.

Opening and Closing the Waiting List

[f a determination 1s made that the length of time an applicant is estimated to be on the waiting list is greater
than two years, The Property may close the waiting list and cease accepting applications. The announcement
of the closing of the waiting list will be advertised in accordance with HUD requitements. If after closing the
walting list a determination is made that the length of time an applicant is estimated to be on is less than two
years, the Property may open the waiting list to applicants and resume accepting applications. The
announcement of the opening of the waiting list will be advertised in accordance with HUD requitements.

Waiting List Management and Resident Selection

Applicants that meet the program aad project eligibility requirements set forth by the Resident Sclection Plan shall be
added w the properry’s waitng list. The waidng list shall be maintained on a first-corne, first-served basis with
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preferences taken into consideration. The inidal application shall be dmed and dated when received and maintained at
the renral office. The following standards apply to waiting list management and applicant selection:

GENERAL
A The site Administrator or a teptesentative of the managing agent will initially interview all
applicants.
B. It will be the responsibility of the site administrator or management agent to inform the

applicant in writing of their rejection or approval.
Management will netify applicants who are rejected, in writng, and the applicants will be

informed of their aption to appeal this decision.

o

FAIR HOUSING

The propetty will comply with all federal, state and local fair housing and civil rights laws and with all equal

opportunity requiremertts.

The grievant and/or his/her designee should submit the complaint as soon as possible, but no later than 60
calendar days after the alleged violation, to:

Capital Management Services Inc. (CMS)
8 South Michigan Avenue Suite 3100, Chicago, IL 60603
Telephone (312) 456-1840 or email at infrigcmschicago.com.

By signing | acknowledge that I have read and understand the gumidelines the Community I am applying for
must follow and the application process.

Owner for Agent Date Applicant Date
@ “This institution is an equal opportunicy provider and employer”





