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TENANT SELECTION PLAN FOR OCCUPANCY 

MILL PARK, Tenant Selection Plan has been designed for developments financed by HUD or administered by 
HUD designated Contract Administrator. The HAP Agreement was signed on or before October 1, 1980; i.e., 
Pre '81 Universe. The policy set forth in this document is intended to serve as a tool to be used to assist the 
owner(s) and/or assign(s) in determining applicant eligibility, selection/non-selection for occupancy in Section 
8 housing. The information contained within this document should not be relied upon as a source of legal 
advice or as a final authority with respect to any individual circumstance. Housing providers shall seek 
competent legal advice in developing specific fair housing policies, procedures and practices. It is further 
noted that the policies contained within the Tenant Selection Plan cannot insulate housing providers from 
potential private suits by persons who may feel aggrieved by the policy(ies).  
 

The Development offers subsidized rents.  This means the rent that a tenant pays is based upon the tenant’s 

household income.  Therefore, the rent paid by tenants may vary, among tenants as well as from time to time 

for an individual tenant.  The rents attached to the Plan as Exhibit A reflect the market or contract rent for the 

development and not the typical tenant portion of the rent.  (Subsidized rents are usually made available 

through participation in one of two housing programs:  (i) the HUD Section 8 program or (ii) the HUD Section 

236 program, which are further augmented by either the Rent Supplement or Rental Assistance programs.  

Both of these programs have household income limitations.)  In addition, the Development does not accept 

Housing Choice Vouchers. 

 
Section 504 equal Access Statement  
 
For mobility impaired persons:  
This document is kept at 33 Lyndon Street, Caribou, ME 04736 which is an accessible facility on an accessible 
route. This document may be examined from Monday through Friday between the hours of 9:00 am and 4:00 
pm. You must telephone in to make arrangements to examine this document. Please call 207-498-3097 or call 
our TDD # TTY 1-800-735-2900.  
 
For hearing impaired persons: 
MILL PARK will provide assistance to hearing impaired persons in reviewing this document. Assistance may 
include provision of a qualified interpreter at a time convenient to both the property manager and the 
individual with handicaps. Please call the TDD # TTY 1-800-735-2900 to schedule an appointment.  

For vision impaired persons:  
MILL PARK will provide a staff person to assist a vision-impaired person in reviewing this document. Assistance 
may include: describing the contents of the document, reading the document or sections of the document or 
providing such other assistance, as may be needed to permit the contents of the document to be 
communicated to the person with vision impairments.  

Assistance to insure equal access to this document will be available in alternate formats and provided in a 
confidential manner and setting. An individual with disabilities is responsible for providing his/her own 
transportation to and from the location where this document is kept by advocacy groups, social workers, 
family members or personal friends. The applicant should inform the property manager if additional assistance 
is needed to complete forms or understanding program requirements, procedures, house rules, etc. Advocacy 



 

groups, social workers, family members or personal friends may provide assistance. If an individual with 
disabilities is involved, all hearings or meetings required by this document will be conducted at an accessible 
location with appropriate assistance provided.  

Fair Housing and Equal Opportunity Requirements  
STATEMENTS OF NON-DISCRIMINATION  

It is the policy of MILL PARK to comply fully with Title VI of the Civil Rights Act of 1964, The Federal Fair 
Housing Act, Executive Order 11063, Section 504 of the Rehabilitation Act of 1973, the Age Discrimination Act 
of 1975, Title II of the Americans with Disabilities Act, and any state legislation protecting the individual rights 
of residents, applicants or staff which may subsequently be enacted.  

Under Federal Law it is illegal to discriminate against any person or group of persons because of race, color, 
religion, sex, disability, familial status or national origin.  

In compliance with the Fair Housing Act, MILL PARK prohibits discrimination because of race, color, creed, 
religion, national origin, sex, age, disability, and marital status, status with regard to public assistance, sexual 
orientation, or familial status. In addition, owners must comply with local fair housing and civil rights laws.  
MILL PARK shall not:  

• Deny to any family the opportunity to apply for housing, nor deny to any eligible applicant the 
opportunity to lease housing suitable to its needs;  

• Provide housing which is different than that provided others;  

• Subject a person to segregation or unequal or different treatment;  

• Restrict a person's access to any benefit enjoyed by others in connection with the housing program;  

• Treat a person differently in determining eligibility or other requirements for admission;  

• Deny a person access to the same level of services; or  

• Deny a person the opportunity to participate in a planning or advisory group which is an integral part 
of the housing program.  

MILL PARK shall not automatically deny admission to a particular group or category of otherwise eligible 
applicants; i.e., single head of households with children, elderly pet owners, or a family whose head or spouse 
is a student). Each applicant in a particular group or category will be treated on an individual basis in the 
normal processing routine.  

MILL PARK will seek to identify and eliminate situations or procedures which create a barrier to equal housing 
opportunity for all. In accordance with Section 504, MILL PARK will make physical or procedural changes to 
permit individuals with disabilities to have full advantage of the housing program. Such accommodations may 
include changes in the method of administering policies, procedures, or services.  

In addition, MILL PARK may perform structural modifications to housing and non-housing facilities where such 
modifications would be necessary to afford full access to the housing program for qualified individuals with 
handicaps.  

In reaching a reasonable accommodation with, or performing structural modifications for, otherwise qualified 



 

individuals with handicaps, MILL PARK are not required to:  

• Make structural alterations that require the removal or altering of a load-bearing structural member;  

• Provide an elevator in any multi-family housing development solely for the purpose of locating 
accessible units above or below the grade level;  

• 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;  

• Take any action that would result in an undue financial and administrative burden on MILL PARK  

Protections Provided Based on Sexual Orientation, Gender Identity or Marital Status 
MILL PARK complies with the Final Rule - Equal Access to Housing in HUD Programs – Regardless of Sexual 
Orientation or Gender Identity was published in 2012. The owner/agent will comply with the requirements 
established in the Final Rule which ensures that HUD's core housing programs are open to all eligible persons 
regardless of sexual orientation, gender identity or marital status. 

"Equal Access to Housing in HUD Programs - Regardless of Sexual Orientation or Gender Identity" is a final 
rule published by the U.S. Department of Housing and Urban Development (HUD) on Feb. 3 that prohibits 
housing discrimination against lesbian, gay, bi-sexual or transgendered (LGBT) individuals in all HUD 
subsidized, insured and financing programs.   This rule took effect on March 5, 2012. 

From an assisted housing perspective, the final rule requires owners and operators of HUD-assisted or HUD-
insured housing to make housing available without regard to the sexual orientation or gender identity of an 
applicant for, or occupant of, the dwelling; clarifies that all otherwise eligible families, regardless of marital 
status, sexual orientation, or gender identity, will have the opportunity to participate in HUD programs. 

The rule also prohibits owners and operators of HUD-assisted housing or housing insured by HUD from asking 
about an applicant's or occupant's sexual orientation and gender identity for the purpose of determining 
eligibility or otherwise making housing available.  

Reasonable Accommodations 
It is in the intention of MILL PARK to make “reasonable accommodations” both in the application process and 
residency in accordance with HUD Handbook 4350.3 and especially with regards to Section 504 of the 
Rehabilitation Act of 1973 and the Fair Housing Act and other relevant civil rights laws and statutes. This also 
includes taking reasonable steps to ensure meaningful access to information and services we provide for 
person with LEP (Limited English Proficiency). 
 
Applicants who Require Reasonable Accommodations, Including Live-In Aides: 
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 fully participate in a program, take 
advantage of a service, live in a dwelling unit, or perform a job. For reasonable accommodations to apply there 
are several requirements. First, the applicant must have a verifiable disability (mental or physical impairment 
that substantially limits one or more major life activities) as defined by HUD as applicable to the property's 
program type. Next, the disability must have a direct correlation to the accommodation being requested by 
the applicant. The applicant must request a reasonable accommodation and provide verification of his/her 
disability and his/her need for the accommodation. Finally, for the accommodation to be reasonable it cannot 

http://portal.hud.gov/hudportal/documents/huddoc?id=5359-F-02EqAccessFinalRule.pdf


 

result in a financial or administrative burden to the property. In some situations, even with reasonable 
accommodations, applicants with disabilities cannot meet essential program requirements. In these situations 
the applicant is not eligible and the applicant will be rejected. Examples of such situations include cases where 
the applicant's behavior or performance in past housing caused a direct threat to the health or safety of 
persons or property; past history or other information that shows the applicant’s inability to comply with 
the terms of the property’s lease; or an objective determination that the applicant would require services 
from management that represent an alteration in the fundamental nature of the property’s program. 
If an applicant makes a request, management will provide a reasonable accommodation if the applicant has a 
verifiable disability that is directly related to the request and providing the reasonable accommodation will 
not result in a financial or administrative burden to management or to the owner. 
 
Reasonable accommodations may include changes in the method of administering policies, procedures, or 
services. In providing reasonable accommodations for, or performing structural modifications for otherwise 
qualified individuals with disabilities, the property are not required to:  
 
1. Make structural alterations that require the removal or altering of a load-bearing structure, 
 
2. Provide support services that are not already part of its housing programs, 
 
3. Take any action that would result in a fundamental alteration in the nature of the program or service, or 
 
4. Take any action that would result in an undue financial and administrative burden on the property, 
including structural impracticality as defined in the Uniform Federal Accessibility Standards (UFAS). 
 
Assistance Animals and Pets 
A common household pet means a small, domesticated four-legged animal, such as a cat, dog, or rodent. Only 
one pet per household is permitted. In the case of all cats or female dogs, only those that have been neutered 
will be allowed as pets. Dogs over 40 pounds are not permitted; except in the case of Service/Assistance 
animals in which case the weight limit is waived. Service/Assistance Animals are permitted as a reasonable 
accommodation for persons with verified disabilities, once the need has been properly verified by a physician, 
psychiatrist, social worker, or other licensed medical professional. There must be a direct relationship 
between the person’s disability and his or her need for the animal. Neither a security deposit nor a pet fee is 
required for an assistance animal. All state and local health, safety and licensing laws apply. 
Refer to the House Rules and Regulations and Pet Agreement for tenant pet care responsibilities. 
Management reserves the right to deny a specific assistance animal only if: 
 
1. There is documented proof, based on prior behavior of the animal, that it poses a direct threat to the health 
and safety of others that cannot be reduced or eliminated by reasonable accommodation, or 
 
2. There is documented proof, based on prior behavior of the animal, that it would cause substantial physical 
damage to the property of others, or 
 
3. It can be specifically documented that the presence of the assistance animal would pose an undue financial 
and administrative burden to the provider; or 
 
4. Documented evidence shows that the presence of the assistance animal would fundamentally alter the 
nature of this property’s services. 



 

 

Remaining Family Members 
Periodically, family composition changes after initial occupancy. If the qualifying person leaves the unit, a 
determination must be made as to whether the remaining member of the household will be eligible to receive 
assistance and/or be allowed to remain in the unit. Eligibility for remaining family members at MILL PARK will 
be determined by current and applicable rules as defined in the HUD Occupancy Handbook 4350.3. 
 

Limited English Proficiency (LEP) Services 
The Agent shall determine, as part of its obligation to take reasonable steps to ensure meaningful access to 
the Development and its programs by persons with Limited English Proficiency (LEP), those Oral Language 
Services (i.e. Interpretation) and Written Language Services (i.e. Translation) that may be required in 
connection with the implementation of this Plan. 

Privacy Policy  
It is the policy of MILL PARK to protect the privacy of individuals covered by the Federal Privacy Act of 1974, 
and to ensure the protection of such individuals’ verification records maintained by the property.  

This information may be released to appropriate federal, state and local agencies, when relevant, and to civil, 
criminal or regulatory investigators and prosecutors. However, the information will not be otherwise disclosed 
or released unless the individual gives written authorization to do so.  

This privacy policy in no way limits MILL PARK ability to collect such information as it may need to determine 
eligibility, compute rent or determine an applicant's suitability for tenancy.  

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.  

General Eligibility Criteria  
To apply for Section 8 housing assistance, applicants must be qualified under the income limits established by 
the U. S. Department of Housing and Urban Development (HUD), for the type of development, and for the size 
and type of unit available. Being eligible, however, is not an entitlement to housing. In addition, every 
applicant must meet the tenant selection criteria. The tenant selection criteria are used to demonstrate the 
applicant's suitability as a tenant using verified information on past behavior to document the applicant's 
ability, either alone or with assistance, to comply with the rules governing tenancy. The applicant will be 
judged on current and past behavior and practices related to tenancy and not on any attribute or behavior 
that may be imputed to a particular group or category of persons of which an applicant may be a member. 
Applicants must also qualify in accordance with one or more of the following eligibility criteria:  



 

Eligible Applicants  

Family-A family consists of:  
• One or more persons whose income and resources are available to meet the family's needs;  

• A remaining member(s)- A remaining family member(s) is any person(s), except a live-in aide or 
foster child, who remains in the unit and was considered a member of the household on the most 
recent lease or recertification form. To qualify as a remaining family member the person(s) must:  

a. be a member of the original tenant household or have become a member of the tenant 
household subsequent to move-in with written approval of MILL PARK and remained in 
continuous occupancy up to and including the time the original tenant of record vacates or 
dies;  

b. be listed on the current lease or HUD Form 50059 or approved facsimile; and  

c. have his/her income (if any) included in the household's annual income for determining rent.  

Elderly Family:  
An elderly household consists of either a single person or family where the head or spouse is at least 62 years 
old, handicapped or disabled. The household may be two or more elderly, handicapped or disabled persons 
who are living together, or one or more such persons living with someone essential to their care or well-being; 
i.e., "a live-in aide/attendant".  

Handicapped: 
A handicapped household includes:  

1. A person who is handicapped by having a physical, developmental or mental impairment which:  

a. is expected to be of a long, continued and indefinite duration;  
b. substantially impedes his or her ability to live independently; and,  
c. is of such a nature that such ability could be improved by more suitable housing conditions.  

AND,  

2. A person with a developmental disability as defined below.  

Disabled  
A disabled household includes a person who is under a disability as defined in Section 223 of the Social 
Security Act, or in Section 102(7) of the Developmental Disabilities Assistance and Bill of Rights Act [42 U.S.C. 
6001(7)].  Section 223 of the Social Security Act (42 U.S.C.423) defines disability as:  

• inability to engage in any substantial gainful activity by reason of any medically determinable physical or 
mental impairment which can be expected to result in death or which has lasted or can be expected to last for 
a continuous period of not less than 12 months; or  

• in the case of an individual who has attained the age of 55 and is blind (within the meaning of "blindness as 
defined in Section 416(l)(l) of the Social Security Act), and is unable by reason of such blindness to engage in 
substantial gainful activity in which s/he has previously engaged with some regularity and over a substantial 
period of time.  

Section 102(7) of the Developmental Disabilities Assistance and Bill of Rights Act [42 U.S.C. 6001(7)], defines 



 

disability as severe, chronic disability of a person which:  
 

• is attributable to a mental or physical impairment or combination of mental and physical impairment;  
• is manifested before the person attains age twenty-two;  
• is likely to continue indefinitely;  
• Results in substantial functional limitations in three or more of the following areas of major life 
activity:  

   
AND,  
 

• reflects the person's need for a combination and sequence of special, interdisciplinary, or generic 
care, treatment, or other services that are of lifelong or extended duration and are individually 
planned and coordinated.  

 
Ineligible Applicants  
An applicant is considered ineligible if:  
 

• The household members, regardless of age, fail to submit evidence of citizenship or eligible 
immigration status.  
• The household's annual gross income is greater than the applicable income limit established by 
HUD;  
• The amount the household would be required to pay using the applicable HUD rent formula 
equals or exceeds the gross rent for the unit.  
• Management determines that the applicant and/or household member(s) do not meet the tenant 
selection criteria or the criteria under which the property was developed.  

 
Actions owners must take before admitting ineligible applicants:  

• Admit all available eligible applicants, unless there is good cause for denying them assistance.  
• Take all reasonable steps to attract eligible applicants, including using marketing efforts likely to 
attract eligible applicants.  
• Obtain prior written approval from HUD to allow housing of the ineligible applicant(s).  
• Place in the files of any ineligible tenants who are admitted a written certification that the steps 
required above have been completed.  

 

Self-care, Mobility, Capacity for independent living, 

Receptive and expressive language, Self-direction, Economic self-efficiency; 

Learning,   
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General Occupancy Standards 
The development is designated for housing as follows:   

2 bedroom units 2 - 4 persons 

3 bedroom units 3 - 6 persons 

 
Units with Special Features 

2 bedroom units 2 - 4 persons 

3 bedroom units 3 - 6 persons 

 

The owner is required to establish reasonable occupancy standards that will:  

• assist as many people as possible, without overcrowding, and;  
• minimize vacancies.  

 
Owners must comply with all reasonable state and local health and safety restrictions regarding the 
maximum number of persons permitted to occupy a unit. In the absence of such restrictions, overcrowding 
is deemed to occur when the total number of persons in the unit exceeds two persons per habitable 
sleeping room. Additional persons may be allowed when a habitable sleeping room provides at least 50 
square feet per person. A habitable sleeping room is any room except the following:  
 
• Kitchen,  
• Bathroom,  
• Hallway; or  
• Dining room.  
 
No more than two persons may occupy a bedroom provided there is sufficient square footage in the 
bedroom to meet local standards. If local standards permit, the living room may be considered a habitable 
sleeping room, therefore, increasing the overall occupancy level.  
 
Owners should take into consideration the makeup of the household when determining the appropriately 
sized unit. Persons of different generations, opposite gender and unrelated adults should not be required 
to share a bedroom. However, the final decision as to the number of persons residing in a unit shall be left 
to the applicant, provided the unit is not overcrowded or under occupied.  
A. Owners may approve a unit that is smaller than the occupancy standards listed above if:  

1. doing so will not cause serious overcrowding; and  

2. the family requests a smaller unit because the family would otherwise be rejected if no units of 
the appropriate size were available or exists within the development.  

 
NOTE: If applicable, the family should immediately be placed on the waiting list for the appropriate sized 
unit.  

B. Owners may assign a larger unit if:  

1. The family provides medical verification that a larger unit is required; or  
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2. No eligible family requiring the larger unit will be available to occupy the unit within 60 days; the 
development contains the correct unit size for the family; and the family agrees to move to the 
correct size unit, at its own expense, when an appropriate unit becomes available.  

 
Units accessible to the mobility, visual and/or hearing impaired shall be used by individuals that need the 
special features of the unit. Owners may lease these units to individuals who do not need the special 
features when no current resident or no one on the waiting list needs such a unit. The housing provider 
must, however, have a lease provision that requires the individuals to transfer to another suitable unit 
when someone can document the need for the special features of the unit.  
 
C. Physically Handicapped/Disabled Applicants  
 
For units accessible to or adaptable for persons with mobility, visual or hearing impairments, households 
containing at least one person with such impairment will have first priority, (as applicable for a particular 
unit's features).  
 
NOTE: Current residents in good standing requiring accessible/adaptable units shall be given priority over 
applicants requiring the same type of unit. Where no such applicants or current residents are at hand, 
management reserves the right to hold such units available while outreach efforts are in process to obtain 
applicants with need for such units. Where non-handicapped persons are moved into units designed to 
meet special needs, they must agree to move to the first available appropriately sized unit with no such 
design features available should an applicant or current resident require an accessible unit of the type 
currently occupied by the non-handicapped person.  
 
D. Unit Transfers for Reasonable Accommodations  
 
Unit transfers can be requested but management reserves the right to approve, refuse or initiate room 
transfers.  When we initiate a transfer, management provides all the labor to move the tenant and fully set 
them up in the new room.  Tenants may be required to transfer to another unit within the development. 
Owners **are** obligated to transfer tenants to different units as a reasonable 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 floor, or a larger unit to accommodate a live-in aide. Transfers 
which are needed as a reasonable accommodation will be made on a priority basis.  
 
The owner shall coordinate in-house transfers with housing applicants from the waiting list to assure a 
reasonable balance of tenant selection is maintained.  
 
The tenant will be considered for a unit transfer when the following has occurred: 
  

• Increase in family composition,  
• Decrease in family composition, and/or,  
• Family circumstances necessitate a larger unit; i.e., medical reasons.  

 
If no appropriately sized unit is available the tenant will be placed on an in-house transfer waiting list in 
accordance with the date the family met the eligibility criteria.  
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Unit Transfers 
It is the policy of the MILL PARK to allow a tenant to transfer from one apartment unit to another or one 
apartment complex to another after a fulfilling a one year.  
Transfer requests will be placed on an in-house waiting list; in the order of the date & time they are 
approved. In-house transfers have priority in regard to apartment availability.  The security deposit 
collected at move in will remain in affect regardless of the change in income or TTP. 

Eligibility Criteria 
HUD’s occupancy requirements and procedures ensure that eligible applicants are selected for occupancy 
that tenants receive the proper level of assistance, and that tenants are treated fairly and consistently. 
Applicants and tenants must meet the following requirements to be eligible for housing assistance at MILL 
PARK:  
 

 The family must report the annual income of family members, including assets, as required under 
program rules.  

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

 All information reported by the family is subject to verification.  

 Applicants must disclose social security numbers for all family members and provide proof of the 
numbers reported.  

 All adults in each applicant family must sign an Authorization for Release of Information prior to 
receiving assistance and annually thereafter.  

 An applicant must agree to pay the rent required by the program under which the applicant will 
receive assistance.  

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

 Only U.S. citizens or eligible noncitizens may receive assistance under Section 8, Section 236, Rent 
Supplement, Rental Assistance Payment (RAP), and Section 202/8 programs.  

  
HUD program requirements specify the income limits used by each program. 

Income Limits 
HUD establishes income limits and revises them annually to ensure that federal rental assistance is 
provided only to low-income families. Income limits are based on family size and the annual income the 
family receives. These limits are available for review at the site or management office. MILL PARK will 
determine income eligibility prior to approving any applicant for tenancy. Once the applicant moves into 
MILL PARK, this income eligibility test will not be done again unless the resident has gone to market rent 
and wants once again to be eligible for subsidy.  
Applicants must have an income that is not greater than the maximum income limits established by HUD, 
and as published annually in the Federal Register. In addition, 40% of the new move-ins per year at this 
Section 8 property must be at or below 30% of the area median income, as required by HUD, and explained 
in the “Income-Targeting” paragraph below.  

 
Method for Income-Targeting  
HUD requires that MILL PARK must lease not less than 40% of the dwelling units that become available for 
occupancy in any project fiscal year to Extremely Low-Income families, which is defined as families whose 
incomes are below 30% of the area median income. The methodology MILL PARK has chosen to fulfill this 
obligation is to alternate between the first six (6) extremely low-income families on the waiting list and the 
first four (4) otherwise eligible families. It is possible that applicants of a higher income that are also higher 
on the waiting list will be skipped over to achieve income-targeting. When this occurs, MILL PARK will make 
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a notation on the waiting list to indicate that an applicant was skipped over to achieve the 40% income-
targeting rule.  
 

HUD establishes income limits based upon family size and the income of the family. The greater the 
number of family members that will occupy a unit, the higher the income limit used to determine a family’s 
eligibility.  

HUD program requirements establish the income limits that are used to help determine whether 
applicants for HUD-subsidized housing are eligible for admission. HUD revises these income limits 
annually to ensure that they reflect increases or decreases in area income levels.  This project 
accommodates: 

 
• Very low-income limit - The annual household income equal to 30% of the median income for 

households in the area in which the property is located.  
• Extremely low-income limit - The annual household income equal to 40% of the median income 

for households in the area in which the property is located.  

 
Qualifying For Admission  
It is MILL PARK policy to accept and process applications in accordance with applicable HUD regulations 
and recommended procedures under Section 8 New Construction (221 d4.) where an applicant or tenant 
qualifies as a person who is 62, handicapped or disabled as defined by the HUD Handbook. 

Every application must be completed in its entirety, with or without assistance, and signed and dated by 
the head of the household and co-head(s), and all household members 18 years and older, if applicable. All 
members of the household shall be listed on the application form. Staff will assist any applicant who might 
have trouble completing the application form. This assistance might take the form of answering questions 
about the application, helping applicants who might have literacy, vision or language problems and, in 
general, making it possible for interested parties to apply for housing. The application will be completed to 
the extent that all factors of eligibility are included and a determination can be made by Tracy Hathaway 
on the apparent eligibility status of an applicant. Applications that are incomplete and/or have not been 
signed and dated as required will not be processed.  

Whenever possible, communications with applicants will be by first class mail. Failure to respond to letters 
may result in withdrawal of an application from further processing. Management may make exceptions to 
the procedures described herein to take into account circumstances beyond the applicant's control; i.e., 
medical emergencies or extreme weather conditions. If failure to respond is due to disability, management 
will make reasonable accommodation.  

No decisions to accept or reject applicants shall be made until all verifications prompted by the application 
form have been received. The following items will be verified by Tracy Hathaway to determine eligibility 
and suitability for admission to the development:  

• Eligibility Information  

• Annual Income  

• Assets and Asset Income  

• Housing Preferences; if applicable  

• Allowance Information  
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• Social Security Number for all persons in the household  

Information used in Tenant Screening  

• Citizenship/legal non-citizenship status  

Tracy Hathaway will be the final judge of what constitutes adequate and credible documentation. If there 
is any doubt about the truthfulness or reliability of information received, alternative methods will be 
pursued until Tracy Hathaway is satisfied that the documentation obtained is the best available.  

Preference Categories for Admission  
MILL PARK only provides housing to applicants who meet the Tenant Selection Standards for being 
accepted as a resident. MILL PARK will apply the following rules in the order shown for selecting eligible 
applicants.  

Establishing Preferences 

Preferences are not permitted if they in any way negate affirmative marketing efforts or fair housing 

obligations.  The following preferences apply to the Development: 

1.  Existing Tenant Preferences 

The following actions are always given priority, if applicable: 

a. A unit transfer because of household size. 

b. A unit transfer based on the need for an accessible unit. 

c. A unit transfer of a non-disabled individual living in a physically impaired accessible unit to 

accommodate a physically impaired applicant on the Waiting List (as defined below).  A lease 

addendum (Exhibit B) will be entered into with non-physically impaired tenant living in a physically 

impaired accessible unit. 

2.  Optional Preferences 

In addition to the preferences listed above, the Development may establish the following 

preferences.  The preferences listed below are subordinate to the Existing Tenant Preferences: 

a.  Existing Tenant Transfers:           Order #1 

including, but not limited to a change in household composition, a deeper rent subsidy, or 

for medical reasons certified by a doctor. 

b.  Former Federal Preferences:       Order #2 

The Former Federal Preferences are as follows, and all carry the same weight with regard to wait list 

placement: 

a.  Involuntary Displacement 

b.  Government Action 
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c.  Paying more than 50% of household income for rent. 

Verification of Preference 

All Preferences will be verified by third party verification (Exhibit C).   

Selection of Families 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 applicants’ place 

on the Waiting List, 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. 

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 Management.  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 Management’s designee to review this decision.  If the 

applicant requests a meeting, it will be conducted by a person or persons designated by 

Management. 

2.  Denial of a preference does not prevent the applicant from exercising any legal rights the 

applicant may have against Management and/or Owner. 

Exceptions to the Preference Rule 

1.  Relocation and/or Unit Transfers: 

     Management must give priority to current households 

     i)  When their units are designated for rehabilitation and/or 

    ii)  for current households residing in a unit within the Development that has been 

designated as uninhabitable by federal, state, local municipalities or Management due to 

fire, flood, or other natural disaster. 

 

Pre-Application Processing 
The development will use pre-applications. 

Distribution of Pre-Applications 

1.  A letter will be sent to households who respond to the marketing efforts (Exhibit E).  This letter 

will include a Pre-Application form to be completed and returned by mail to Management.  This 
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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. 

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 persons not claiming a preference, 

screening will be conducted in the order in which the Pre-applications are received. 

4.  All returned Pre-Applications will be logged in, indicating the time and date received (Exhibit G).  

The Pre-Application log will indicate whether the applicant has claimed a preference and has 

requested a physically impaired accessible unit. 

Processing Pre-Applications 

1.  Pre-Applications will be filed in the order of receipt.  In addition, Pre-applications will also be 

categorized according to preferences, unit size and Special Occupancy Categories. 

2.  All persons making inquiries will be provided a Pre-Application with instructions to mail this Pre-

Application to Management.  Pre-Applications received after initial sorting will be categorized in 

accordance with the process stated above. 

3.  For Developments beginning their initial marketing efforts (start-up), no Pre-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.  For Development which have completed their initial marketing efforts (Up and Running), no Pre-

Applications will be accepted after the date on which the applicable Waiting List has been closed.  

5.  All Pre-Applications will be retained on-site permanently.  

Administration of the Waiting List  
It is the policy of MILL PARK to administer its Waiting List as required by HUD handbooks and regulations. 
Accepting an applicant from a lower waiting list position before one in a higher position violates policy and 
may be regarded as being discriminatory.  

If no suitable unit is available the owner will place an apparently eligible applicant on an Agency prescribed 
or approved waiting list. The waiting list shall be maintained by unit size and housing preference claim. 
Each apparently eligible applicant will be assigned his/her appropriate place on the waiting list based on 
the date and time the application is received for a suitable type and/or size of unit and in conjunction with 
factors affecting preference of priority as established in the development's Tenant Selection Plan.  

A. Opening and Closing Waiting Lists  

In order to maintain a balanced application pool, MILL PARK may, at its discretion, restrict application 
taking, suspend application taking, and close waiting lists in whole or in part. MILL PARK will also update 
the waiting list by removing the names of those who are no longer interested in or no longer qualify for 
housing.  
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Decisions about closing the waiting list will be based on the number of applications available for a 
particular size and type of unit, the number of applicants who qualify for a Federal preference, and the 
ability of MILL PARK to house an applicant in an appropriate unit within a reasonable period of time.  

Generally, if the length of the waiting list is such that an applicant would not likely to be admitted for the 
next 12 months MILL PARK may advise the applicant that no additional applications are being accepted for 
that reason.  

Closing the waiting lists, restricting intake or opening the waiting lists will be publicly announced in the 
same or similar manner in which MILL PARK advertises for rental. During the period when the waiting list is 
closed MILL PARK will not maintain a list of individuals who wish to be notified when the waiting list is 
reopened.  

B. Removal of Applicants from the Waiting List  

MILL PARK will not remove an applicant's name from the waiting list unless:  

 The applicant requests that the name be removed; 

 The applicant was clearly advised of the requirement to tell MILL PARK of his/her continued interest in 

housing by a particular time and failed to do so; or  

 MILL PARK made a reasonable effort to contact the applicant to determine if there is continued interest 

in housing but has been unsuccessful;  

 MILL PARK has notified the applicant of its intention to remove the applicant's name because the 

applicant no longer qualifies for assisted housing.  

Preventing delays in re-renting units maximizes the housing assistance available and reduces occurrences 
of vandalism to the unit. Staff should be aware of the average turnover rate at the development. Suitable 
vacancies shall be offered to applicants first in sequence on the waiting list. Applicants should be notified 
as far in advance as possible that they could expect to receive an offer of a unit.  

As soon as a notice to vacate is received, staff will immediately contact the first applicant on the waiting 
list. The initial contact will be by telephone a minimum of three times within a 48-hour period. The 
applicant will also be contacted by mail stating the availability of the unit. If the applicant cannot be 
contacted within four days, the offer will be canceled and the unit will be offered to the next applicant on 
the waiting list.  

Should the applicant reject the offer, the applicant shall be given a second offer of a suitable vacancy as 
soon as one becomes available. Should the applicant reject the second offer, the applicant shall be moved 
to the bottom of the eligible applicant waiting list unless the applicant can verify that a hardship exits or 
that there are mitigating circumstances.  

Note: Applicants who can show a good reason for failing to contact MILL PARK within a reasonable time 
beyond the time originally given will be allowed to retain their position on the waiting list; i.e., applicant in 
the hospital, being on vacation, etc. Applicants who fail to respond in a timely manner for reasons that are 
related to a disability, and not the fault of the applicant, should also be reinstated; i.e., applicant requests 
the housing provider contact an advocate, being contacted by telephone rather than mail, etc.  

An applicant shall be offered no more than two suitable vacancies before being placed at the bottom of the 
eligible waiting list. The reasonableness of the rejection will be determined by the owner and will so be 
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documented with the applicant's application for housing. For handicapped/disabled applicants, reasonable 
accommodation needs shall be reviewed and made available to the fullest extent allowed. In addition, 
those applicants who have been placed at the bottom of the waiting list will have the effective date of their 
application changed to the date of the second rejection.  

Note: Applicants who can show that the unit was rejected for reasons that were related to a disability, and 
not the fault of the applicant, shall remain on the waiting list and their application will retain its original 
date.  

C. Handicapped Accessible Units  

Applicants requiring the features of an accessible unit; i.e., a disabled family, shall be offered an accessible 
unit, of appropriate bedroom size, before applicants not requiring the accessible features regardless of the 
disabled family's position on the waiting list. If the disabled family is the next applicant on the waiting list 
and the available unit, of appropriate bedroom size, is not an accessible unit, management will make the 
available unit accessible (for the disabled family to rent) to the greatest extent possible pursuant to Section 
504 of the Rehabilitation Act of 1973, as amended.  
D. Updating the Waiting List  
 
The owner shall update the waiting list at least annually to determine if applicants are still interested and 
eligible to remain on the waiting list. The owner shall, at the time of each annual update, obtain current 
applicant information on at least the following:  
 

• household characteristics; i.e., number of family members and composition;  
• income and assets; and,  
• housing preferences, if applicable  

 
The updated information shall be obtained from the applicant in writing and certified by the tenant's dated 
signature that the information provided is true and correct. The owner will notify each applicant by mail 
requesting the above information and confirmation of its interest in remaining on the waiting list. The 
owner must specify a reasonable time frame in which the applicant is to respond; i.e., 15 days. If the 
applicant replies affirmatively, its application will retain its position on the waiting list. If the reply is 
negative, the applicant's name will be removed from the waiting list. If no reply is received within the 
specified time frame, a final letter will be sent to the last known address stating that the applicant's name 
is being removed from the waiting list on a specific date; i.e., 5 days from the date of the letter.  
 

Screening Criteria  
MILL PARK will not employ criteria that are unrelated to an applicant's ability to meet essential lease 
requirements. It is unlawful to make an inquiry to determine whether an applicant, a person intending to 
reside in the unit after it is rented or made available, or any persons associated with that person, has a 
handicap, or to make inquiry as to the nature or severity of a handicap of such a person.  

1. Upon receipt of a completed application the applicant shall be screened considering factors that include, 
but are not limited to, the following:  

• Demonstrated ability to pay rent and utilities on time;  

• Comments from current and former landlords; Endorsement from at least two is preferred. 
Inquiry will be made pertaining to current/past rental history including nonpayment of rent, failure 
to cooperate with applicable recertification procedures; violations of house rules; violations of 
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lease; history of disruptive behavior; housekeeping habits; termination of assistance for fraud; 
previous evictions, and/or abusive use or pattern of abuse of alcohol that may interfere with the 
right to health, safety or peaceful enjoyment of the property by other tenants.  

Note: For individuals with no landlord reference, management must establish criteria as to: 1) who is 
acceptable to act in the place of a landlord; and, 2) the type of inquiry (ies) that will be made to provide 
information and/or substantiate that an acceptable current/former tenant/landlord-like relationship(s) 
exists(ed);  
 

• Credit references. Credit checks may be useful when no rent payment history is available. 
However, lack of a credit history, as opposed to a poor credit history, is not sufficient justification to 
reject an applicant;  
 
• Drug related or criminal activity. Inquiries may be made of each applicant 18 years of age and 
older to determine if there has been an arrest/convictions involving the illegal manufacture or 
distribution of a controlled substance and/or other arrest/convictions involving the illegal use of a 
controlled substance by consulting a third party;  
 
• Criminal history record. Inquires may be made of each applicant 18 years of age and older to 
determine if they are subject to a State sex offender lifetime registration requirement;  

• Applicant's ability to comply with the terms of the lease.  

• Housekeeping habits. Housekeeping criteria are not intended to exclude households whose 
housekeeping is only superficially unclean or disorderly if such conditions would not appear to 
affect their or others health, safety and/or welfare;  

• Units for persons with handicaps. For applicants who require a handicapped accessible unit 
inquiries may be made to determine whether an applicant is qualified for a unit that is available 
only to persons with handicaps or to persons with a particular type of handicap. Inquiries may be 
made to determine whether an applicant for a unit is qualified for a priority that is made available 
to persons with handicaps or to persons with a particular type of handicap;  

• Consideration of Extenuating/Mitigating Circumstances in the Screening Process. Owners may 
consider extenuating/mitigating circumstances in evaluating information obtained during the 
screening process to assist in determining the acceptability of an applicant;  

2. The following factors will not be used when screening an applicant:  

• Physical examinations: Owners may not require physical examinations or medical testing as a 
condition of admission. Owners may uniformly require all applicants to furnish evidence of ability to 
meet the obligations of tenancy but may not impose greater burdens on individuals with handicaps;  

• Meals and Other Services: Owners must not require tenants to participate in a meals program or 
establish other mandatory charges for services without the prior consent of HUD;  

• Donations or contributions: Owners must not require a donation, contribution, or membership 
fee as a condition of admission. Owners may not require any payments not provided in the lease; or  

• Pets for Elderly/Handicapped Units/Developments: Applicants shall not be rejected solely because 
the applicant has a pet.  
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3. The owner must either:  

• accept the applicant,  

AND,  

a. provide housing;  

b. place the applicant on the waiting list if a unit of suitable size is not available;  

or,  

• reject the applicant  

If the owner determines the family is eligible and is otherwise acceptable, and a unit is available, 
the owner will assign the family a unit of appropriate size in accordance with the General 
Occupancy Standards.  

Ensuring That Screening is Performed Consistently 
The Property manager shall apply the criteria consistently to all applicants.  To ensure that all applicants 
are treated consistently during the screening process:  

1. Only the Property manager shall conduct screening to reduce inconsistencies.  

2. Standard forms designed to meet HUD screening criteria shall be used to screen all applicants.  

3. Use objective criteria:  For example, when interviewing an applicant’s former landlord about rent 
payment and rental history, the Property manager shall ask fact-based questions.  Avoid subjective 
questions that ask for opinions or do not directly relate to the tenant’s ability to meet the 
requirements of the lease. 

Sample of appropriate questions to ask: 
 

a. Was the tenant ever late with a rent payment?  If yes, when and how many times was the tenant 
late?  
b. Did other lease violations occur?  If so, what were they?  How frequently did each of the other 
lease violations occur?  
c. Was the tenant ever cited for disturbing behavior?  How often?  
d. Did the tenant violate house rules?  What rules were violated, and how many times did violations 
occur?  
e. Was the tenant evicted?  
 

Sample of inappropriate questions to ask:  
a. Did the tenant’s boyfriend/girlfriend visit often?  
b. Did the tenant make lots of complaints to the Owner?  
c. What is the tenant’s reputation?  

 
• Follow a formal, written process for collecting information.  Do not take into consideration informal 

or “gossip” about an applicant.  Such information may be discriminatory and will affect applicants 
inconsistently since the Owner does not collect it for all applicants.  

 
The Property manager shall use the following guidelines and/or consider the following factors in screening 
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Applicants for occupancy:  
 
Screen for Credit History 
Examining an applicant’s credit history is one of the most common screening activities.  The purpose of 
reviewing an applicant’s credit history is to determine how well applicants meet their financial obligations.  
A credit check can help demonstrate whether an applicant has the ability to pay rent on time.    
The Property manager shall use two primary sources to determine rental and credit history:  
• Obtain two positive landlord references covering a period of five (5) years.  The Property manager 
shall rely more on former landlords than current landlord.  Former landlords do not have a reason to 
provide misleading information, and therefore may provide accurate references.  The landlord verifications 
will be made during the initial screening process and before an Applicant’s name is added to the Waiting 
List.  A positive landlord reference would include:  
Rent was paid and in a timely manner;  

• Applicant must show compliance with facility and lease policies  
• Property was left in an acceptable condition with any back balances paid in full.  
• In the event that a landlord reference is unavailable or if an Applicant is presently residing 
with family members the Landlord Verification Form will be waived. However, the Property 
manager shall require two (2) personal reference letters and be consistent with applying this 
procedure for all applicants that currently reside with family members.  

 
The owner/agent reviews each adult applicant's credit history. The owner/agent does not consider medical 
bills/expenses when reviewing credit history.  Applicants will not be rejected for not having a credit history 
or having a poor credit history. However, an applicant will be rejected if a credit report reveals that the 
applicant owes a prior landlord rent and/or has unpaid utility bills. 
 
Owing a prior landlord rent also includes outstanding balances on subsidy payback agreements. 
 
Credit history will be reviewed to determine if there is any debt owed to a prior landlord. Applicants owing 
prior landlords will be rejected unless: 
 
• Such debt has been paid or 
• Applicant enters in to a repayment agreement and can demonstrate current payment history of on-time 
payments for at least the last six months 
 
The owner/agent will also review utility payment history. If the resident has more than three late utility 
payments in the last year or if the resident is unable to establish utilities in the new unit, the application 
will be rejected. 
 
Other credit history will be reviewed; the following discoveries will be reason for rejection: 
 
• One or more outstanding judgments in excess of $1000 within the last three years 
• Two or more checks returned for non-sufficient funds in the last year 
• Current credit score below 350 
• Default on any loan/payment agreement within the last two years including but not limited to 
• Default on any federal or state funded loan including student loans 
• Failure to pay child support within the last 12 months 
 
If no credit history is available, the owner/agent will accept a single reference from a person who is not 
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related to the applicant who is a licensed business owner, accredited professional or an employee of an 
accredited education facility. No additional inquiry will be made. 
 
Secure Screening for Credit and Criminal Background Checks 
 
Management will order credit and criminal background reports for each Applicant.  These companies 
charge a fee for this service but cannot pass the fee/charge to the applicant.  
Review the report to determine the applicant’s history of meeting financial obligations including payments 
for rent, utilities, loans, revolving credit cards and other obligations. Verify that no collection or 
outstanding balance due for rental or housing related activity such as utility payments or property 
management companies, or eviction.  

 
Verification Requirements  
Property shall obtain verifications in compliance with requirements set forth in the HUD Handbook 4350.3. 
No decision to accept or reject an application shall be made until verifications keyed by the application 
form have been collected and any necessary Follow-up Interviews have been performed.  
 

A. Types of Verification Required  

All information relative to the following items must be verified as described in these procedures:  

Compliance with Tenant Selection Criteria, such as:  

• Documented ability and willingness to abide by lease requirements, and, if applicable, housing 
program requirements;  

• Previous history of tenancy; and/or  
• Absence of current or history of criminal activity of any household member.  

All the above information must be documented and appropriate verification forms or letters placed in the 
applicant or resident file.  

Each file will be documented to show that MILL PARK attempted to obtain third-party written 
documentation before relying on some less acceptable form of information.  

Management staff will be the final judge of the credibility of any verification submitted by an applicant. If 
staff considers documentation to be doubtful, it will be reviewed by the Property Manager who will make a 
ruling about its credibility. Staff will continue to pursue credible documentation until it is obtained or the 
applicant is rejected for failing to provide required documentation. 
A. Types of Verification Required  

All information relative to the following items must be verified as described in these procedures:  
1. Eligibility for Admissions Such as  

 Income, assets, and asset income  

 62 years of age or older (Tenant or Co-Tenant)  

 Household composition  

 Documentation of Social Security Numbers of household members.  

 Signing of the Form HUD-9887 and HUD 9887-A  
 
2. Allowances, such as  

 Age, disability, or handicap of household members  
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 Full time student status  

 Child care costs  

 disability expenses  

 Medical costs (for elderly/handicap households only)  
 
3. Priorities, such as  

 Disabled household that needs features of handicapped/disabled unit.  
 
4. Compliance with current or prior landlords, such as  

 Positive prior landlord reference, paying rent in a timely manner  

 Complying with the House Rules and Regulations.  
 
5. Credit checks will be processed through approved credit bureaus with an approved credit rating. 
Exceptions include:  

 Medical collections  

 Proof of satisfactory dispute of credit rating.  

 Applicant shows period of credit problems which have been corrected.  

 Applicant has proof of repayment of debt. Proof must be a statement of satisfaction from creditor, 
court, or other legal proof.  

 Absence of a credit file will not adversely affect the application.  
 
All the above information must be documented and appropriate verification forms or letters will be placed 
in the applicant or resident file.  
 
Only verified information that is less than 120 days old may be used for verification or recertification.  
Verified information not subject to change (such as a person’s date of birth) need not be re-verified.  
 
B. Forms of Verification- Documentation required, as part of the verification process, may include:  
 

1. Checklists completed as part of the interview process and signed by the applicant.  
2. Verification forms completed and signed by third parties.  
3. Reports of interviews  
4. Letters 
5. Notes of telephone conversations with reliable sources 
6. Documentation provided by the household, such as Social Security Cards, Birth Certificates, or 
other acceptable forms as outlined in the HUD 4350.3 Handbook.  

 
At a minimum, such reports will indicate the date and time of the conversation, source of the information, 
name and job title of the individual contacted, and a written summary of the information received.  
 
Management staff will be the final judge of the credibility of any verification submitted by an applicant. If 
the staff considers documentation to be doubtful, it will be reviewed by Management staff who will make 
a ruling about its acceptability. Management staff will continue to pursue credible documentation until it is 
obtained or the applicant is rejected for failing to produce it.  
 
C. Sources of Information-Sources of information to be checked may include, but not limited to:  

1. The applicant by means of interviews  
2. Present and former housing providers  



25 

   

3. Present and former employers  
4. Credit checks  
5. Household social workers, parole officers, court records, drug treatment centers, physicians, 
clergy  
6. Law enforcement and/or criminal databases.  

 
D. Preferred Forms of Verification-Verifications shall be attempted in the following order:  

1. Third party written  
2. Copies of third party documents provided by the household (i.e. Social Security or agency 
printout, award letter, pay stubs, bank statements, pharmacy printouts, payment book stubs for 
medical insurance premium, etc.)  
3. Third party oral with a record kept in the files  
4. In the absence of any of the above, affidavits from the household  

 
Each file will be documented to show that the Property staff attempted to obtain third party written 
documentation before relying on some less acceptable form of information.  
 
Attempted Fraud:  
Any information provided by the applicant that verification proves to be untrue may be used to disqualify 
the applicant for admission on the basis of attempted fraud. The Property considers false information 
about the following to be grounds for rejecting an applicant:  

1. Income, assets, household composition  
2. Social Security Numbers  
3. Preferences and priorities  
4. Allowances  
5. Previous residence history or criminal history  

 
Unintentional errors that do not cause preferential treatment will not be used as a basis to reject 
applicants. 
 

E. Verification Time Frame  

Only verified information that is less than 90 days old may be used for certification or recertification. 
Verifications may be extended for 30 days with a telephone update. (A record of the update must be 
placed in the applicant’s file.) Verified information not subject to change (such as a person’s date of birth) 
need not be re-verified.  

Information obtained which is subject to change, and for which verifications are more than 120 days old, 
must be re-verified.  

Applicant Interview  
At the time an appropriate unit becomes available, or sooner, the owner must interview the applicant and 
obtain current information about the family's circumstances. Any question that is asked of one applicant 
must be asked of all applicants. A final decision on eligibility cannot be made until all verifications are 
complete.  

Owners should refer to the HUD Handbook 4350.3 for income, asset and allowance information as well as 
the documents owners must:  
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• Confirm and update all information provided on the rental application. (If the applicant is determined 
ineligible the owner must comply with proper procedures for rejection);  

• Explain program requirements, verification procedures and penalties for false information. The penalties 
include eviction, loss of assistance, fines up to $10,000 and imprisonment up to five years;  

• Obtain family income and composition information needed to certify eligibility and compute the tenant's 
share of the rent. Any changes in family income and composition since the date of application should also 
be obtained;  

• Review the financial information on the rental application and specifically ask the applicant whether any 
member of the household receives the types of income or assets as listed on the application. If it seems 
likely that an applicant is receiving a form of income not reported on the application, ask the applicant 
about that source of income and document the applicant's response in the file;  

• Ask the head of household, spouse, co-head(s) and household members age 18 years and over to sign the 
release of information consent portion of any verification request, or other applicable forms, used for 
determining eligibility;  

• Require the head of household, spouse, co-head(s) and household members age 18 years and over to 
give a written verification as to whether any family member did/did not dispose of any assets for less than 
fair market value during the two years preceding the effective date of the verification;  

• Require the head of household, spouse, co-head(s) and household members age 6 years and over to 
disclose and document all Social Security Numbers or execute a certification when a Social Security 
Number has not been assigned;  
 
• Require that all household members to make declaration of citizenship or legal non-citizenship. Parents 
make the declaration for minor household members. Legal non-citizenship requires documentation. In 
cases where citizenship is ‘questionable’ management may require documentation; 
 
• Advise the family that, for a sample of cases, HUD will compare the information with Federal, State or 
local agencies;  

• Tell the family that a final decision on eligibility cannot be made until all verifications are complete;  

• Inform the family that Federal laws prohibit discrimination against individuals with handicaps.  

• Inform applicants of housing for the elderly or handicapped about the rules on owning pets; and;  

• Provide the household with Federal and State Data Privacy information. 

Eligibility of Independent Students to receive Section 8 Assistance 

To be eligible for Section 8 Assistance, any adult who attends an institute of higher learning (full or part-
time) must be one of the following: 

1. A dependent of the household. 
2. Over age 23 
3. A Veteran 
4. Married 
5. A parent with dependent child (or children) 
6. A disabled individual who was receiving assistance prior to November 30, 2005 



27 

   

7. Independent from parents* OR have parents who are income eligible for Section 8 assistance. 
 

*To prove that a person age 18-23 is “Independent” an owner must verify (and document that the 
student): 

Are of legal contract age under state law, AND 

Have established a separate household from parents for at least a year OR meet the U.S. Dept. of 
Education definition of an independent student **, AND 

Are not claimed on parents tax return, AND get (or do not get) financial help from parents. 

** U.S. Department Definition of “independent student” is one who: 

1. Is age 24+ old by December 31 of year 
2. Is an orphan or ward of state through age 18 
3. Is a Veteran 
4. Has a legal dependent – (example: child or parent) 
5. Is a graduate or professional student 
6. Is married 

 

If the student is NOT “independent,” then the parents must be income-eligible for Section 8.  The 
parents may sign a declaration and certification of income.  They must be below the HUD income limit.  
The income limit that will be used: 

 If parents live in the U.S. – income limit for the country that the parents live in. 

 If parents live outside the U.S. – limit where the property is located.  

An owner may verify further (tax returns, etc.) if the parents certification is questionable. The student is 
not eligible if the parents refuse to provide a: 

1. Declaration of their income, AND 
2. Statement of whether they provide student financial assistance or not.  

 

Social Security Number Requirements 
 On April 14, 2009, HUD issued HUD Notice 10-08 Implementation of Refinement of Income and with the 
implementation of the Final Rule effective January 31, 2010, the requirement to disclose and provide 
verification of a Social Security Number is no longer limited to those assistance applicants and residents six 
years of age and older. The provision to sign a certification stating that no Social Security has been assigned 
has been removed as well.  
 
Exceptions to Disclosure of Social Security Number  
The Social Security Number requirements do not apply to:  
1. Individuals who do not contend eligible immigration status.  

 When applicants and residents are required to declare their citizenship status, the existing 
regulations pertaining to proration of assistance or screening for mixed families must continue to 
be followed. In these instances, the owner will have each resident’s Citizenship Declaration on file - 



28 

   

whereby the individual did not contend eligible immigration status - to support exception to the 
requirements to disclose and provide verification of a Social Security Number.  

 For Section 221(d)(3) BMIR, Section 202 PAC, Section 202 PRAC and Section 811 PRAC properties, 
the restriction of assistance to noncitizens does not apply. Individuals living at one of these 
properties, who do not contend eligible immigration status, must sign a certification, containing the 
penalty of perjury clause. The certification must be maintained in the resident file to support 
exception to the requirements to disclose or provide verification of a Social Security Number.  

2. Individuals age 62 or older as of January 31, 2010, whose initial determination of eligibility was begun 
before January 31, 2010.  

 The eligibility date is based on the initial effective date of the form HUD-50059 or form HUD-50058, 
whichever is applicable.  

 Documentation that verifies the applicant’s exemption status must be obtained from the owner of 
the property where the initial determination of eligibility was determined prior to January 31, 2010. 
An owner/agent must not accept a certification from the applicant stating they qualify for the 
exemption.  

 The exception status for these individuals is retained if the individual moves to a new assisted unit 
under any HUD assisted program or if there is a break in his or her participation in a HUD assisted 
program.  

 
Acceptable Verification Documents  
Most individuals should be able to verify all Social Security Numbers with a Social Security card. However, if 
the applicant or resident cannot produce the Social Security card for any or all non-exempt household 
members, the documents listed below, showing the household member’s Social Security Number, may be 
used for verification.  

 Original document issued by a federal or state government agency which contains the name, Social 
Security Number, and other identifying information of the individual.  

 Driver’s license with Social Security Number  

 Earnings statements on payroll stubs  

 Bank statement  

 Form 1099  

 Social Security Administration benefit award letter  

 Retirement benefit letter  

 Life insurance policy  

 Court records  
Further information regarding acceptable verification documents can be found in HUD Handbook 4350.3, 
REV-1 Occupancy Requirements of Subsidized Multifamily Housing Programs. 
http://www.hud.gov/offices/adm/hudclips/handbooks/hsgh/4350.3/index.cfm  
 
Rejection of Documentation  
The owner/agent must reject a document that:  

 Is not an original document; or  

 Is the original document but it has been altered, mutilated, or is not legible; or  

 Appears to be a forged document (e.g., does not appear to be authentic).  
The owner/agent must 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 Social Security Number and 
submit it.  
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Actions Once Social Security Number is verified  
Once the individual’s Social Security Number has been verified, the owner/agent should remove and 
destroy the copy of the verification documentation by no later than the next recertification of family 
income or composition.  

 Paper documentation should be destroyed by shredding, pulverizing or burning 

 Electronic documentation should be destroyed by erasing or permanently deleting the file. 

 Additional guidance related to destruction of records is available in HUD Handbook 2400.25, REV-2: 
HUD Information Technology Security Policy, dated October 1, 2008. The handbook is available 
online at: www.hud.gov/offices/adm/hudclips/handbooks/admh/2400.25/index.cfm  

 
The resident file should include the Household Summary Report from the EIV system which reports the 
status of the identity verification process and provides verification of the Social Security Number. Retaining 
the Household Summary Report in the resident file and destroying the copy of the Social Security Number 
documentation will minimize the risk of exposing the individual’s Social Security Number. Owner/agents 
are encouraged to minimize the number of resident records that contain documents which display the full 
nine-digit Social Security Number.  
 
Notices to Residents and Applicants  
Owner/agents must contact applicants to notify them of the change in Social Security Number 
requirements. The notice must inform applicants that they will have to disclose and provide verification of 
Social Security Numbers for all non-exempt household members before they can be admitted.  
For existing residents, notice must be given to the head of household indicating Social Security Number 
documentation must be brought to the next certification meeting for all non-exempt household members 
who have:  

 Not disclosed their Social Security Number  

 Previously disclosed a Social Security Number that HUD or the Social Security Administration 
determined was invalid; or  

 Been issued a new Social Security Number  
In addition, if a resident requests to add a new household member, the owner/agent must provide a notice 
explaining the change in Social Security Number requirements.  
As with all notices to residents and applicants, limited English proficiency requirements apply. For 
additional information on LEP, refer to HUD’s LEP web site at 
www.hud.gov/offices/fheo/promotingfh/lep.cfm  
 
Penalties for a Resident’s Non-disclosure of Social Security Number  
Owner/agents must terminate the tenancy of a resident and the resident’s household if the resident does 
not meet the Social Security Number disclosure, documentation and verification requirements since the 
household is in non-compliance with its lease. There is no proration of assistance for those household 
members who are required to obtain a Social Security Number but who fail to disclose and verify their 
Social Security Number.  

Timeframe for Providing Social Security Numbers  
Existing Residents  

All residents, except those who are exempt, must disclose and provide verification of their Social Security 
Number at the time of their next interim or annual certification if:  

 They have not previously disclosed a Social Security Number  
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 Previously disclosed a Social Security Number that HUD or the Social Security Administration 
determined was invalid; or  

 Been issued a new Social Security Number.  
 
Failure to provide this information will result in termination of tenancy. The owner/agent may defer 
termination of tenancy and provide the resident with an additional 90 days to become compliant with the 
Social Security Number disclosure and verification requirements. The deferral is at the owner/agent’s 
discretion and must only be provided if failure to meet the Social Security Number 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 Social Security Number(s) by the deadline date.  
The head of household must be notified when EIV pre-screening or the Social Security Administration 
validation determines that a household member has provided an invalid Social Security Number.  
 
If a resident fails to provide a valid and verified Social Security Number, the household is subject to 
termination of tenancy in accordance with 24 CFR 5.218.  
 
Applicants  
Applicants do not need to disclose or provide verification of a Social Security Number for household 
members to be placed on the waiting list. The process - described in HH 4350.3 Revision 1, Change 3, 
Paragraph 3-9 - of having applicants certify that they have a Social Security Number for each household 
member is no longer applicable.  
However, applicants must disclose a Social Security Number and provide adequate documentation to verify 
each Social Security Number 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 Social Security 
Numbers at the time a unit becomes available, the next eligible applicant must be offered the available 
unit.  

 The applicant who has not provided required Social Security Number information for all non-
exempt household members has 90 days from the date they are first offered an available unit to 
disclose/verify the Social Security Numbers.  

 During this 90-day period, the applicant may retain its place on the waiting list.  

 After 90 days, if the applicant is unable to disclose/verify the Social Security Numbers of all non-
exempt household members, the applicant should be determined ineligible and removed from the 
waiting list.  

 
Adding a Household Member  
When a resident requests to add a household member who is age six or older, the documentation of the 
Social Security Number for the new household member must be provided to the owner/agent at the time 
of the request or at the time the certification, which includes the new household member, is processed. 
The owner/agent must not add the new household member until such time as the documentation is 
provided.  
 
When adding a household member, who is a child under the age of six with a Social Security Number, the 
child’s Social Security Number must be disclosed and verification provided at the time the owner/agent 
prepares the certification that includes the new household member.  
 
If the child does not have a Social Security Number, the owner/agent must give the household 90 days in 
which to provide documentation of a Social Security Number for the child. An additional 90-day period 
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must be granted if the failure to provide documentation of a Social Security Number is due to 
circumstances that are outside the control of the resident. Examples include but are not limited to:  

 Delayed processing of the Social Security Number application by the Social Security Admin.  

 Natural disaster  

 Fire  

 Death in family  
 
During this time period, the child is included as part of the household and the household will receive all of 
the benefits of the program including the dependent deduction and applicable child care deductions.  
 
At the time of the disclosure of the Social Security Number and adequate verification documentation, an 
interim certification must be processed to include the child’s verified Social Security Number. If the Social 
Security Number is not provided, the household is subject to termination of tenancy.  
 
Rejection of Documentation 
The owner/agent must reject a document that:  

· Is not an original document; or  

· Is the original document but it has been altered, mutilated, or is not legible; or  

· Appears to be a forged document (e.g., does not appear to be authentic).  

The owner/agent must 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 Social Security Number and 
submit it.  

Actions Once Social Security Number is Verified: 
Once the individual’s Social Security Number has been verified, the owner/agent should remove and 
destroy the copy of the verification documentation by no later than the next recertification of family 
income or composition.  

· Paper documentation should be destroyed by shredding, pulverizing or burning 

· Electronic documentation should be destroyed by erasing or permanently deleting the file.  

· Additional guidance related to destruction of records is available in HUD Handbook 2400.25, REV-2: 
HUD Information Technology Security Policy, dated October 1, 2008. The handbook is available 
online at: www.hud.gov/offices/adm/hudclips/handbooks/admh/2400.25/index.cfm   

The resident file should include the Household Summary Report from the EIV system which reports the 
status of the identity verification process and provides verification of the Social Security Number. Retaining 
the Household Summary Report in the resident file and destroying the copy of the Social Security Number 
documentation will minimize the risk of exposing the individual’s Social Security Number. Owner/agents 
are encouraged to minimize the number of resident records that contain documents which display the full 
nine-digit Social Security Number. 

Notices to Residents and Applicants: 
Owner/agents must contact applicants to notify them of the change in Social Security Number 
requirements.  The notice must inform applicants that they will have to disclose and provide verification of 
Social Security Numbers for all non-exempt household members before they can be admitted.  

http://www.hud.gov/offices/adm/hudclips/handbooks/admh/2400.25/index.cfm
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For existing residents, notice must be given to the head of household indicating Social Security Number 
documentation must be brought to the next certification meeting for all non-exempt household members 
who have:  

· Not disclosed their Social Security Number 

· Previously disclosed a Social Security Number that HUD or the Social Security Administration 
determined was invalid; or  

· Been issued a new Social Security Number 

In addition, if a resident requests to add a new household member, the owner/agent must provide a notice 
explaining the change in Social Security Number requirements.  

As with all notices to residents and applicants, limited English proficiency requirements apply.  For 
additional information on LEP, refer to HUD’s LEP web site at 
www.hud.gov/offices/fheo/promotingfh/lep.cfm  

Penalties for a Resident’s Non-disclosure of Social Security Number:  
Owner/agents must terminate the tenancy of a resident and the resident’s household if the resident does 
not meet the Social Security Number disclosure, documentation and verification requirements since the 
household is in non-compliance with its lease. There is no proration of assistance for those household 
members who are required to obtain a Social Security Number but who fail to disclose and verify their 
Social Security Number.  
 
Timeframe for Providing Social Security Numbers  
Existing Residents 
All residents, except those who are exempt, must disclose and provide verification of their Social Security 
Number at the time of their next interim or annual certification if:  

· They have not previously disclosed a Social Security Number 

· Previously disclosed a Social Security Number that HUD or the Social Security Administration 
determined was invalid; or  

· Been issued a new Social Security Number.  
 
Failure to provide this information will result in termination of tenancy.  The owner/agent may defer 
termination of tenancy and provide the resident with an additional 90 days to become compliant with the 
Social Security Number disclosure and verification requirements. The deferral is at the owner/agent’s 
discretion and must only be provided if failure to meet the Social Security Number 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 Social Security Number(s) by the deadline date.  
 
The head of household must be notified when EIV pre-screening or the Social Security Administration 
validation determines that a household member has provided an invalid Social Security Number.  
 
If a resident fails to provide a valid and verified Social Security Number, the household is subject to 
termination of tenancy in accordance with 24 CFR 5.218. 
 
Applicants 
Applicants do not need to disclose or provide verification of a Social Security Number for household 
members to be placed on the waiting list. The process - described in HH 4350.3 Revision 1, Change 3, 

http://www.hud.gov/offices/fheo/promotingfh/lep.cfm
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Paragraph 3-9 - of having applicants certify that they have a Social Security Number for each household 
member is no longer applicable. 
 
However, applicants must disclose a Social Security Number and provide adequate documentation to verify 
each Social Security Number 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 Social Security 
Numbers at the time a unit becomes available, the next eligible applicant must be offered the available 
unit.  

 The applicant who has not provided required Social Security Number information for all non-
exempt household members has 90 days from the date they are first offered an available unit to 
disclose/verify the Social Security Numbers.  

 During this 90-day period, the applicant may retain its place on the waiting list.  

 After 90 days, if the applicant is unable to disclose/verify the Social Security Numbers of all non-
exempt household members, the applicant should be determined ineligible and removed from 
the waiting list.  

 
Adding a Household Member 
When a resident requests to add a household member who is age six or older, the documentation of the 
Social Security Number for the new household member must be provided to the owner/agent at the time 
of the request or at the time the certification, which includes the new household member, is processed. 
The owner/agent must not add the new household member until such time as the documentation is 
provided.  
 
When adding a household member, who is a child under the age of six with a Social Security Number, the 
child’s Social Security Number must be disclosed and verification provided at the time the owner/agent 
prepares the certification that includes the new household member.  
 
If the child does not have a Social Security Number, the owner/agent must give the household 90 days in 
which to provide documentation of a Social Security Number for the child. An additional 90-day period 
must be granted if the failure to provide documentation of a Social Security Number is due to 
circumstances that are outside the control of the resident. Examples include but are not limited to:  
 

 Delayed processing of the Social Security Number application by the Social Security Admin. 

 Natural disaster  

 Fire 

 Death in family 
 
During this time period, the child is included as part of the household and the household will receive all of 
the benefits of the program including the dependent deduction and applicable child care deductions.  
At the time of the disclosure of the Social Security Number and adequate verification documentation, an 
interim certification must be processed to include the child’s verified Social Security Number. If the Social 
Security Number is not provided, the household is subject to termination of tenancy. 
 
Assignment of a New Social Security Number  
If a resident or any member of a resident’s household is or has been assigned a new Social Security 
Number, the resident must provide the Social Security Number and documentation to verify the Social 
Security Number to the owner/agent at:  

 The time of receipt of the new Social Security Number; or  
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 The next interim or regularly scheduled recertification; or  

 Such earlier time as specified by the owner/agent  
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The Enterprise Income Verification System (EIV) 
In an effort to ensure the right assistance is provided to the right people.  The Department of Housing and 
Urban Development (HUD) has provided managers with access to a new verification database called the 
Enterprise Income Verification System (EIV).  

EIV provides information about project-based and tenant-based HUD assistance recipients.  This database 
is also used to verify certain types of reported incomes with records maintained with the Social Security 
Administration, Department of Health and Human Service (HHS) as well as the National Database of New 
Hires.  HHS provides information about current and past employment and unemployment income 
information.  

As an Applicant and possible Resident of Project Name, HUD mandates that you be informed about this 
new system.  By signing HUD form 9887, you authorize HUD and the Project Name to use data obtained 
through computer matching with other agencies to verify your income in order to establish eligibility.  

EIV Reports  

The Enterprise Verification System or EIV consist of various reports that available are to assist property 
managers in the verifying of data.  The reports and the frequency that they are accessed are as follows:  

Income Reports - At Annual Re-certifications Income Discrepancy Report -At Annual Re-certifications No 
Income Report -As Needed New Hires Report - Quarterly  

Existing Tenant Search – Will be generated for all Applicants.  

 Multiple Subsidy Report -Quarterly  

 Identity Verification Report -Monthly  

 Deceased Tenant Report -Quarterly  
 

Landlord Checks 
The Property manager shall conduct a landlord check of the Applicant’s current residence. The results 
must show that the applicant is capable of maintaining good housekeeping habits independently or with 
assistance.    

If any of the above information provided is inadequate, or we do not receive a response, the 
Property manager will not proceed with the application.  
 

Rejection Criteria  
The Property complies with applicant rejection requirements set forth in the HUD Handbook 4350.3. 
Management reserves the right to reject applicants for admission if it is determined that the applicant or 
any member of the household falls within any one or more of the following categories listed below in this 
section:  
 
Owners may reject an applicant for a poor credit history, but must not reject an applicant for lack of a 
credit history. Applicants with poor or unacceptable Credit Histories may still be permitted to have their 
names added to the waiting list.  Consideration will be granted on the Person’s individual situation.  The 
Applicant’s will be given an opportunity to provide an explanation and request further consideration.    

An example of unacceptable credit history is one that reflects: 
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 Consistent, past-due payments of more than 90 days; A history of repeated insufficient fund 
checks;  

 Derogatory credit (repossessions, foreclosures, judgments, collections, charge-offs, liens, 
bankruptcy not yet discharged, etc.);  

 Delinquent or charge off debt due other apartment communities; Unpaid utility company 
collections which would prohibit applicant from obtaining services.  

 Failure to cooperate with re-certification procedures 

Applicants may also be rejected if:  

• The applicant is ineligible;  

• The applicant's household characteristics are not appropriate for the size or type of units that are 
available;  

• The applicant does not meet the owner's resident selection criteria; 

• The applicant fails to disclose and document all Social Security Numbers or execute a 
certification when numbers have not been assigned;  

• The applicant fails to provide declaration of citizenship or legal non-citizenship;  

• Does not sign and submit verification consent forms or the Authorization for Release of 
Information (forms HUD-9887 and HUD-9887-A). 

• The applicant was/is unable to fulfill obligations and comply with all terms of the 
previous/current Lease/Rental Agreement;  

• The applicant has a record of chronic late, underpayment or nonpayment of rightful obligations, 
including rent and utilities;  

• The applicant has a record of disruptive behavior;  

• The applicant has a record of destruction of property;  

• The applicant has a record of poor living or housekeeping habits;  

• The applicant has been evicted for material non-compliance, or 'other good cause', from current 
or previous housing;  

• The applicant has a history of activities that would be injurious to the reputation of the property 
and/or be likely to cause an increase in the rate of hazard insurance on the property;  

• The applicant purposefully falsified, misrepresented or withheld information or submitted 
inaccurate and/or incomplete information on any application or during the interview related to 
eligibility, award of preference for admission, allowance, family composition or rent;  

• The applicant was evicted or lost housing assistance because s/he purposefully falsified, 
misrepresented or withheld information or submitted inaccurate and/or incomplete information on 
any application or during the interview related to eligibility, award of preference for admission, 
allowance, family composition or rent  
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• The applicant refuses to comply with housing program requirements, policies and/or procedures; 
i.e. failure to sign and submit relevant forms, consents, releases, etc. 

 The applicant has current or recent problems involving Negative Landlord Response (evictions) 

 The applicant has current or recent problems involving Failure to meet past financial obligations 

 The applicant has current or recent problems involving Negative credit report 

 The applicant has current or recent problems involving Giving false information on the 
application 

 The applicant has current or recent problems involving Refusal to cooperate with a home visit 

 An application may be rejected if a home visit is completed and it is determined by 
management that the current residence of the applicant or any member of the household’s 
family is not safe & sanitary.  

 The applicant has current or recent problems involving their inability to have the Utilities 
including but not limited to (Electrical, Gas, Cable and Phone) service in the name of the Head of 
Household’s name. 

 The applicant has current or recent problems involving Violation of house rules  

 The applicant has current or recent problems involving previous evictions for lease violations or 
previous Termination of assistance for fraud. 

Applicants must be rejected if:  

• The applicant was evicted in the last three years from federally assisted housing for drug-relation 
criminal activity unless successful completion of an approved, supervised drug rehabilitation 
program can be substantiated; 

 Any household member that has a history or pattern of alcohol abuses and whose behavior 
would interfere with others’ health, safety and right to peaceful enjoyment.  

 Any household member currently engaging in or has engaged in violent criminal activity or 
other criminal activity that would threaten the health, safety, or right to peaceful enjoyment of 
the premises by other residents, or the site’s employees, contractors, or agents  

 A household in which any member is currently engaged in illegal use of drugs or for which the 
owner has reasonable cause to believe that a member’s illegal use or pattern of illegal use of a 
drug may interfere with the health, safety, and right to peaceful enjoyment of the property by 
other residents;  

 Any household member is a convicted felon or convicted of repeated misdemeanors  

 Any household member who is subject to a state sex offender lifetime registration requirement  

• The applicant has current or recent problems involving chemical or drug dependency resulting in 
any of the other reasons for non-selection; and/or 

 The applicant has current or recent problems involving Domestic Violence; 2 or more offenses in 
the past 24 months 
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 The applicant has current or recent problems involving Passing Bad Checks; 2 or more in the 
past 24 months 

 The applicant has current or recent problems involving Drug Related; 2 or more in the past 24 
months 

 The applicant has current or recent problems involving Assault; 2 or more within the past 24 
months 

 The applicant has current or recent problems involving Battery; 1 or more in the past 24 months 

 The applicant has current or recent problems involving Theft (including Breaking & Entering) 

 The applicant has current or recent problems involving Drugs & Illegal Substance Abuse 

Note: The term 'applicant' is inclusive of the applicant and all other household members.  

Unwitting errors that do not secure an advantage with regard to program eligibility preferences, or rent 
will not be used as a basis to reject applicants.  

Applicants may be denied particular units and placed on a waiting list if the household's characteristics are 
not appropriate for the size or type of units that are available at that time.  

If MILL PARK does not place an applicant on the waiting list or immediately process the applicant for 
admission, MILL PARK must promptly notify the applicant in writing of the rejection, and explain in the 
notice the reasons for the rejection,  

AND,  

• that the applicant has 14 days to respond in writing or to request a meeting to discuss the rejection.  

• If the applicant is an individual with handicaps, the applicant may inform MILL PARK this fact and may to 
make reasonable accommodations in the policies or practices to enable the applicant equal opportunity.  

A member of MILL PARK staff, who did not make the initial decision to reject the applicant, must conduct 
any meeting with the applicant or review of the applicant’s written response.  

If the applicant appeals the rejection, MILL PARK must give the applicant a written final decision within 5 
days of the response or meeting.  

MILL PARK must keep the following materials on file for at least three years: application, initial rejection 
notice, any applicant reply, owner's final response, and all interview and verified information on which the 
owner based the rejection.  

Mitigating Circumstances:  

MILL PARK will hold a second interview with any applicant known to have a disability or handicap who 
cannot meet one or more of the tenant screening criteria. The purpose of this interview is to determine 
whether it is possible to admit the applicant through consideration of mitigating circumstances or by 
applying reasonable accommodation.  

Mitigating circumstances would be facts (that can be verified) that would overcome or outweigh 
information gathered in the tenant screening process.  
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Acceptable evidence of mitigating circumstances may include the following:  

• Verification that unacceptable past behavior is either no long in effect or otherwise controlled.  

• Applicants who claim unacceptable behavior resulting from alcoholism or drug addiction must verify that 
they are not currently engaging in alcohol abuse or the use of illegal drugs. Current abuse is defined as use 
more than 120 days prior to the date of application. 

During the period that the applicant is claiming no current use, the applicant's behavior in the previously 
unacceptable area must have shown improvement. Unimproved behavior shall be taken to construe that 
either the applicant's unacceptable behavior was not caused by alcohol or drug abuse, or the applicant is 
still engaging in alcohol or drug abuse. Lack of improvement in a previously unacceptable area shall result 
in a rejected application.  

MILL PARK shall also have the right to request further information reasonably needed to verify a mitigating 
circumstance, even if such information is of a medically confidential nature. If the applicant refuses to 
provide or give access to such further information, MILL PARK will give no further consideration to the 
mitigating circumstance.  

 
A. Misrepresentation: Willful or serious misrepresentation in the application procedure for the apartment 
or certification process for any government dwelling unit.  
 
B. Records of Disturbance of Neighbors, Destruction of Property or Other Disruptive or Dangerous 
Behavior: Includes behavior or conduct which adversely affects the safety or welfare of other persons by 
physical violence, gross negligence or irresponsibility, which damages the equipment or premises in which 
the family resides; or which is disturbing or dangerous to neighbors or disrupts sound family and 
community life.  

 
C. Failure to Provide Required Documentation: Includes not providing proper documentation regarding 
Social Security Numbers of household members age 6 and older. Not signing the Authorization to Release 
of Information form (HUD 9887 and HUD 9887-A). Not providing evidence of US citizenship or eligible 
immigration status within time frames outlined in the HUD 4350.3 Handbook.  
 
D. Violent Behavior: Includes evidence of acts of violence or of any failure to comply with the terms of 
rental agreements at prior residences, such as failure to recertify as required, providing shelter to 
unauthorized persons, keeping pets, or other acts in violation of rules and regulations.  
 
E. Non-compliance with Rental Agreement: Includes evidence of any failure to comply with the terms of 
rental agreements at prior residences, such as failure to recertify as required, providing shelter to 
unauthorized persons, keeping pets, or other acts in violation of rules and regulations.  
 
F. Owing Prior Landlords: Applicants who owe a balance to present or prior landlords will not be 
considered for admission until the account is paid in full and reasonable assurance is obtained that the 
contributing causes for nonpayment of rent or damages have changed sufficiently to enable the family to 
pay rent and other charges when due.  
 
G. Owing Utility Providers: Applicants who owe a balance to the local utility provider for present or prior 
residences will not be considered for admission until the account is paid in full and reasonable assurance is 
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obtained that the contributing causes for failure to pay the utility bill have changed sufficiently to enable 
the family to pay and maintain utilities in the name of the head of household.  
 
H. Obtaining Any Type of Unauthorized Federal Assistance: Applicants who owe a balance to any Federal 
Agency or Program due to applicant receiving any type of unauthorized Federal Assistance.  
 
I. Unsanitary or Hazardous Housekeeping: Includes generally creating any health or safety hazard through 
acts of neglect and causing or permitting any damage to or misuse of premises and equipment, if the 
family is responsible for such hazard, damage or misuse; causing or permitting infestation, foul odors or 
other problems injurious to other persons’ health, welfare or enjoyment of the premises; depositing 
garbage improperly; failing to use, in a reasonable and proper manner, all utilities, facilities, services, 
appliances and equipment within the dwelling unit or failing to maintain them in a clean condition; or any 
other conduct or neglect which could result in health or safety problems or in damage to the premises.  
 
J. Credit History: A consistent, severe or recent history of deficiencies in overall credit or rent payment 
which indicate the family will be unable or would otherwise fail to pay rent when due for the apartment 
and other expenses relating to occupancy of the apartment. The review period of credit will be within the 
last 6 months of the date of the application. Any one of the following items will cause an application to be 
rejected for bad credit:  

1. Any non-discharged bankruptcy within the last six months.  
2. Any unpaid judgment related to real estate or rental within the last six months.  
3. Any (1) eviction from previous housing for non-payment of rent within the last six months.  
4. Any record of foreclosure related to real estate with the last six months.  

 

 NOTE: Bad credit due to medical bills is not grounds for the rejection of an application. The absence of a 
credit file will not adversely affect the application.  
 
K. Criminal Activity: Management has established a policy to reject all applications where the applicant or 
any household member has engaged in certain criminal activity. The activities that will be grounds for 
rejection of an application are as follows:  
 
1. Any conviction or adjudication other than acquittal within the last five years which involved injury to a 
person or property. Applicant must have successfully fulfilled terms of the sentence, including those of 
probation.  
 
2. Any conviction or adjudication other than acquittal for the sale, distribution or manufacture of any 
controlled or illegal substance.  
 
3. Any conviction or adjudication other than acquittal within the last five years involving illegal use or 
possession of any controlled or illegal substance. Applicant must have successfully fulfilled terms of the 
sentence, including those of probation.  
 
4. Any household in which any member is currently engaged in illegal use of drugs or for which 
management has reasonable cause to believe that a member’s illegal use or pattern of illegal use of a drug 
interferes with the health, safety, and right to a peaceful enjoyment of the property by other residents.  
 
5. Any conviction of adjudication other than acquittal, for any sexual offense.  
 
6. Any conviction or adjudication other than acquittal, which involved bodily harm to a child.  



41 

   

 
7. Eviction for Drug Related Criminal Activity: If the applicant or any household member has been evicted in 
the last five years from federally assisted housing for drug related criminal activity, the application will be 
rejected. Note: The only two exceptions to this provision are as follows: (1) the evicted household member 
has successfully completed an approved, supervised drug rehabilitation program; or (2) circumstances 
leading to the eviction no longer exist (e.g., the household member no longer resides with the applicant 
household.  
 
8. Alcohol Abuse: If a determination is made that the applicant or any household member’s behavior, from 
abuse, or pattern of abuse of alcohol, interferes with the health, safety, or right to peaceful enjoyment of 
the premises by other residents, the application will be rejected.  
 
9.Any conviction of adjudication other than acquittal, which involved first or second-degree murder.  
 
10. Any member of the household who is subject to a state sex offender lifetime registration requirement.  
 
11. Management reserves the right to reject any application where any applicant’s act which results in the 
person’s tenancy constituting a threat to the health or safety of other individuals, result in substantial 
physical damage to the property of others, or interfere with the peaceful and quiet enjoyment of the 
premises.  
Though the U.S. Department of Housing and Urban Development doesn’t require it, the Owner shall use 
the Dru Sjodin National Sex Offender Public Web site (NSOPW) to catch offenders who aren’t in the State 
of New Hampshire state database: http://www.nsopw.gov/Core/Conditions.aspx  

There are two exceptions to the above provisions allowed by HUD:  

The evicted household has successfully completed an approved, supervised drug rehabilitation program, 
OR the circumstances leading to the eviction no longer exist (e.g., the household member no longer resides 
with the applicant household).  

The owner shall require written evidence that the members of the household are not and have not 
engaged in criminal activity for a reasonable period of time – seven (7) years or longer.  The owner shall 
require the household member to submit documentation to support the reconsideration of the decision 
which includes:  

A certification that states that she or he is not currently engaged in such criminal activity and has not 
engaged in such criminal activity for seven (7) years or longer.  

Supporting information from such sources as a probation officer, social service agency worker or criminal 
record(s) that can be verified by the owner.  

Screening for Housekeeping Habits 
If visiting an applicant's current home is part of the Owner’s screening practices, the Owner must visit the 
homes of all applicants to assess housekeeping habits.  

Property managers shall not make home visit screenings beyond a 50-mile radius of the property.  

Messy living quarters are not the same as safety and health hazards.  

Poor housekeeping habits might be described as those that create an unsafe or unhealthy environment, 
e.g., an uncontrolled accumulation of trash, which has led to roach infestation or poses a health danger to 
other residents.  If an applicant is living with someone else, and the housekeeping is beyond the control of 
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the applicant, the Owner/manager must not deny admission to the applicant.  The Owner should evaluate 
only living quarters over which the applicant has no control.   

Residency Requirements  

At the time of residency, applicants must pay a security deposit that is put into a separate account and 
earn appreciation at the current established rate.  Upon signing the lease, the applicant is agreeing to 
abide by the rules of the lease as well as the House Rules as established in the Resident Handbook.  They 
also agree to the rules and regulations associated with receiving assistance from HUD.  Resident leases are 
for one year. Four months prior to lease expiration, tenants will be notified of their obligation to recertify 
with the Occupancy Specialist.  Failure to do so will result in the loss of subsidy causing the resident to pay 
full market rate on the apartment.  An annual apartment inspection will be part of the recertification 
process.  Failure at this inspection could result in termination of subsidy and/or eviction.  

Residents who receive a subsidy and are absent from their apartment for more than 6 months (180 days) 
due to medical reasons will go to market rate rent on the 7th month from the date the resident was initially 
admitted to a medical facility.  Residents may appeal the change in rent by writing the Executive Director 
who may grant an exception.  Exceptions will be granted on a case-by-case basis.   

EIV (Enterprise Income Verification) is used at MILL PARK by the Certified Occupancy Specialist.  This 
person has been specifically trained and is an authorized user of this system which authenticates applicant 
and resident incomes through Social Security.  Additionally, it checks if an applicant is already receiving a 
federal housing subsidy.  Information is gathered using EIV during the initial application process as well as 
during re-certifications and possibly during an interim recertification if necessary.  Any printouts obtained 
using EIV are destroyed after two years in accordance with HUD Notice H 08-03.   

Violence Against Women Act:  

HUD Notice #09-15 pertains to The Violence Against Women Act of 2005 (VAWA) which prohibits project-
based Section 8 owners from denying admission to any person simply because she/he has been a victim of 
domestic violence, or stalking.  Domestic violence, dating violence, or stalking is not good cause for evicting 
the victim of that violence.  Under VAWA an owner can only evict an individual based on the domestic 
violence against his/her if it can prove there is an “actual and eminent threat” to other tenants or staff if 
s/he is not evicted.  

The Violence Against Women and Justice Department Reauthorization Act of 2005 protects tenants and 
family members of tenants who are victims of domestic violence, dating violence, or stalking from being 
evicted or terminated from housing assistance based on acts of such violence against them. These 
provisions apply both to public housing agencies administering public housing and Section 8 programs and 
to owners renting to families under Section 8 rental assistance programs. 

In general, the law provides in part that criminal activity directly relating to domestic violence, dating 
violence, or stalking, engaged in by a member of a tenant’s household or any guest or other person under 
the tenant’s control, shall not be cause for termination of assistance, tenancy, or occupancy rights if the 
tenant or an immediate member of the tenant’s family is the victim or threatened victim of that abuse.  
The law also provides that an incident or incidents of actual or threatened domestic violence, dating 
violence, or stalking will not be construed as serious or repeated violations of the lease by the victim or 
threatened victim of that violence and will not be “good cause” for termination of the assistance, tenancy, 
or occupancy rights of a victim of such violence. 
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No-Smoking Policy 
Smoking is permitted in your unit, however smoking shall be prohibited in all interior common areas of the 
buildings on the Mill Park property including areas such as hallways, stairways, elevators, restrooms, and 
laundry rooms.  
 

Live-In Aid - The definition of a live-in aide is a person who resides with one or more elderly persons, near-
elderly persons or persons with disabilities and who is:  (1) determined to be essential to the care and well-
being of the persons; (2) is not obligated for the support of the persons; and (3) would not be living in the 
unit except to provide the necessary supportive services.  It should be noted that the definition applies to a 
specific person.  In accordance with this definition, a live-in aide is not a member of the assisted family 
unless they are an adult child and is needed for essential care of the family member.  They are not entitled 
to occupancy as the remaining member of the tenant family. 

Live-in aides are recommended but not required to be certified as a caregiver.  Live-in aides will be subject 
to credit and criminal background checks at the resident’s initial certification and annual recertification.  

Charges for Facilities and Services  
Owners must not collect any money from tenants at initial occupancy other than rent and the maximum 
HUD-allowed security deposit, unless they receive HUD approval to do otherwise.  

 
Rent Payment  
All rent is due on the 1st of each month; however, the tenant is allowed up to (5) days to pay his/her rent.  
The Property manager may deduct accrued, unpaid late rent from the tenant’s security deposit at the time 
of move-out if permissible under state and local Laws.  

Pet Deposits  
All residents who own a dog or cat must pay a Pet Deposit of $300. The Pet Deposit is in addition to the 
standard rental security deposit. The Pet Deposit may be used, if necessary to cover the cost of damage 
caused by the pet, to board the pet, or to cover other expenses directly attributable to the presence of the 
pet.  
The Pet Deposit shall be paid by an initial payment of $50.00 with the balance paid at the rate of $10.00 
per month payable with your monthly rent. This deposit shall be maintained in a separate account as 
provided by State Law and HUD Regulations for the maintenance of the security deposit. Any damage to 
the apartment building, grounds, flooring, wall, trim finish, tiles, carpet, etc., will be the full responsibility 
of the pet owner and the pet owner shall agree to pay the costs involved in restoring any damage to its 
original condition as well as any costs required to de-flea and deodorize. If damage is such that it cannot be 
removed, pet owner agrees to pay the full cost and expense of replacing such materials. Tenants shall not 
make any permanent alterations to his/her apartment, patio, or any part of the premises to create an 
enclosure for the animal. The Property manager shall further consult with HUD Handbook 4350.1 REV-1, 
Change 3 for additional rules and regulations relating to pet policies as updates occur.  

A copy of our Pet Policy will be given to each resident who expresses interest in having a pet in his/her 
unit.  

NSF Checks  
Per HUD rules and regulations, no additional fees will be levied against a resident whenever a check is 
returned for “Non-sufficient Funds.”  
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Damages 
 Whenever damage is caused by carelessness, misuse, or neglect on the part of the tenant, household 
member, or visitor, the tenant is obligated to reimburse the Owner for the damages within 30-days after 
the tenant receives a bill from the Property manager.  

The Property manager may deduct accrued, unpaid damage charges from the tenant’s security deposit at 
the time of move-out, if such a deduction is permitted under state and local laws.  

The tenant cannot be charged more than the actual and reasonable costs incurred by the project for 
repairing the damages. Receipts will accompany all transactions.  

Whenever damage is caused by carelessness, misuse, or neglect on the part of the tenant, household 
member, or visitor, the tenant is obligated to reimburse the Owner for the damages within 30 days after 
the tenant receives a bill from the Owner.  

The Owner's bill is limited to actual and reasonable costs incurred by the Owner for repairing the damages.   

Key Loss/Replacement 
The Property manager may charge a tenant $50 to replace lost keys after office hours and for unreturned 
keys at the time of move-out.  

 

Security Deposit Requirements  
The amount of the security deposit established at move-in does not change when a tenant’s rent changes.  

The tenant is expected to pay the security deposit from his/her own resources, and/or other public or 
private sources.    

The security deposit is refundable.    

An applicant may be rejected if he/she does not have sufficient funds to pay the deposit.  

HUD requires collection of a security deposit at the time of the initial lease execution. The required security 
amount is equal to the greater of $50 or the TTP/Total Tenant Payment, from the HUD 50059 form.  

At the time of the initial execution of the Lease, the Property manager must collect a security deposit that 
equals the assessed first month’s rent plus utility allowance.  

Security deposits provide the Owner with some financial protection when a tenant moves out of the unit 
and fails to fulfill his/her obligations under the lease.  

The Property manager shall place the security deposit in an interest-bearing account and allocate the 
interest to the tenant annually. The amount of the security deposit established at move-in does not change 
when a tenant’s rent changes. The tenant must pay the security deposit from his/her own resources, 
and/or other public or private sources.  
 

Security Deposit Refunds  
In order to receive a refund of the security deposit, a tenant must provide the Property Manager with a 
forwarding address or arrange to pick up the refund.  
Timeliness: 
Within 30-days after the move-out date the Property manager shall either:   
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Refund the full security deposit plus accrued interest to a tenant that does not owe any amounts under the 
lease; or  
 
Provide the tenant with an itemized list of any unpaid rent, damages to the unit, and an estimated cost for 
repair, along with a statement of the tenant’s rights under State and Local laws.  
 
If the amount the Property manager claims is less than the security deposit amount plus accrued Interest, 
the Property manager must refund the unused balance to the tenant.  
 
If the Property manager fails to provide the list to the tenant that the tenant is entitled to, a full refund of 
the tenant’s security deposit plus accrued interest.  
 
If a disagreement arises concerning the reimbursement of the security deposit to the tenant, the tenant 
has the right to present objections to the Managing Agent in an informal meeting. The Managing Agent 
must keep a record of any disagreements and meetings in the tenant file for a period of three years for 
inspection by HUD Field Office or Contract Administrator. These procedures will not preclude the tenant 
from exercising any rights under state and local law.  
 
If the security deposit is insufficient to reimburse the Owner for any unpaid or other amounts that the 
tenant owes under the lease, the Owner may be able to claim reimbursement from the HUD Field Office or 
Contract Administrator.  
 
Any reimbursement from HUD received by the Owner must be applied first toward any unpaid tenant rent 
due under the lease. Additionally, no reimbursement may be claimed for unpaid rent for the period after 
termination of the tenancy.  
 
If a disagreement arises concerning the reimbursement of the security deposit to the tenant, the tenant 
has the right to present objections to the Owner in an informal meeting.   The Owner must keep a record 
of any disagreements and meetings in the tenant file for a period of three years for inspection by the HUD 
Field Office or Contract Administrator. 

 
Unit Inspections  
Before Move-In: 
Before executing a lease, the Property manager and tenant must jointly inspect the unit.  After the 
Property manager conducts a unit inspection, the inspection form must indicate the condition of the unit. 
The condition of the unit must be decent, safe, sanitary and in good repair. If cleaning and repair is 
required, the Property manager must specify on the inspection form the date by which the work will be 
completed. This date should not exceed 30-days after the effective date of the lease.  
 
Both the Owner and the tenant must sign and date the inspection form.  The inspection form must include 
the statement, “The unit is in decent, safe and sanitary condition”.   
 
The tenant has 5 days to report any additional deficiencies to the Owner to be noted on the move-in 
inspection form.  
 
The move-in inspection form must be made part of the lease, as an attachment to the lease.  
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At Move-Out 
All tenants or their authorized representatives are encouraged to accompany the Property manager on the 
move-out inspection. This will help resolve or any disagreements regarding damages to the unit.    

If no one is available and the tenant in unable to participate, the Property manager may do the inspection 
alone or with an accompanying staff.  All keys must be turned in at the end of the move-out process.  

Annual Recertification Requirements 
The Property Manager will conduct Annual Re-certifications for all tenants starting November 1st of each 
year.  
 
All residents are to re-certified at the same time regardless of their move-in date.   
 
All new tenants receive their Initial Notice for an up-coming Re-certification at the initial lease signing.  
 
Another Reminder Notice is sent out November 1st of each year.  Per HUD guidelines this second notice is 
sent 120 prior to the recertification anniversary date, which is March 1st. HUD has approved the March 1st 
anniversary date.  
 
In order to be re-certified all tenants must meet with the Property Manager and supply all information 
requested regarding his/her income, assets, and expenses.  Household members are also required to 
report other factors that may affect the determination of adjusted income. The rent and assistance 
payments will be recomputed, if applicable, based on the information gathered.  
 
The tenant must sign consent forms, and the Property manager must obtain third-part Verification of the 
following items and document them in the tenant file (or document why third-party verification was 
unavailable). (See HUD Handbook 4350.3 REV-1, Change 3, Chapter 5, Section 3, for more information 
about verification of income.)  

• Examples of information required:  
• Social Security Benefits/Pension (Income)  
• Bank Accounts/ Real Estate Property (Assets)  
• Medicare Payments/Prescription Drugs (Expenses related to allowable medical deductions)  

The Property manager shall provide the tenant with a copy of the HUD fact sheet describing how the 
tenant’s rent is calculated. Fact Sheets are included in Appendix 14 of HUD Handbook 4350.3.  

Interim Recertification Reporting Policies  
The Property manager shall process an Interim Re-certification if there has been a change (s) since the last 
re-certification that may affect the TTP or tenant rent and assistance payment for the tenant. To ensure 
that assisted tenants pay rents commensurate with their ability to pay, tenants must supply information 
requested by the Owner or HUD for use in an interim recertification of family income and composition in 
accordance with HUD requirements.  All tenants must notify the Owner when:  
 

• A family member moves out of the unit.  
• The family proposes to move a new member into the unit;  

 
At a minimum, Owners must apply screening criteria for drug abuse and other criminal activity to persons 
proposed to be added to the household, including live-in aides.  
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An adult member of the family who was reported as unemployed on the most recent certification or 
recertification obtains employment; or  
 
The family’s income cumulatively increases by $200 or more per month.  
 
The Property manager shall process the recertification of family income and family composition with a 
reasonable time, which is only the amount of time needed to verify the information provided by the 
tenant. Generally, this should not exceed 4 weeks.  
 
Tenants may request an interim recertification due to any changes occurring since the last recertification 
that may affect the TTP or tenant rent and assistance payment for the tenant.  
 
Changes a tenant may report include the following but are not limited to: 

• Loss of employment 
• Reduction in numbers of hours worked by an employed family member 
• And loss or reduction of welfare income 

 
The Property manager may refuse to process an interim recertification when the tenant reports a decrease 
in income only if the following apply:  
 
The decrease was caused by a deliberate action of the tenant to avoid paying rent.  
 
The Property manager has a confirmation that the decrease in income will last less than one month. For 
example, the tenant’s employer verifies in writing that the tenant will be laid off for only two weeks.  If the 
Property manager determines that the decrease in income will last less than one month, the Property 
manager may choose, but is not obligated to process an interim recertification.  
 
The Owner must, however, implement this policy consistently for all tenants who experience a reduction in 
income that will last for less than one month.  
 
The Property manager shall refer to HUD’s 4350.3 Handbook for additional HUD requirements on interim 
re-certifications.  Revised copies shall be made available to all waiting list applicants on the property’s 
website.  
 
Changes in Family Composition  
If the qualifying person leaves the unit, determine whether the remaining member of the household is 
eligible to receive assistance.  
 
For Section 202/8 Projects determine if the individual still residing in the unit meets the eligibility 
requirements for the project: income, age or disability. If the individual is not eligible, he/she may not 
receive rental assistance and may not be allowed to remain in the unit.  
 

Extended Absence From Unit 
 
Tenants may not be absent from their apartment for longer than 60 continuous days, or in the case of 
medical reasons, for longer than 180 continuous days. Cases with unusual extenuating circumstances that 
require a longer term of continuous absence must be presented in writing to the Tenant Selection 
Committee of the MILL PARK for consideration. In these cases the determination of the committee will be 
final. 
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Residents who receive a subsidy and are absent from their apartment for more than 180 days due to 
medical reasons will go to market rate rent on the 7th month from the date the resident was initially 
admitted to a medical facility. Residents may appeal the change in rent by writing the MILL PARK, who may 
grant an exception. Exceptions will be granted on a case-by-case basis. 
 
Implementation of House Rule Changes  
House rules are listed in the lease as an attachment to the lease.  House rules are listed in the lease as an 
attachment and must be attached to the lease.  
 
The Property Manager shall provide tenants with a notice of House Rules Changes at least 60 days prior to 
the end of the lease term.  
 
The Property manager shall include a copy of the revised lease or addendum revising the existing lease 
agreement. A letter shall be included stating that the tenant can either accept the modification or move, 
but that response is due within 30 days.  
The notice must be served by:  

• Sending a letter by first class mail properly stamped  
• Delivering a copy of the notice to any adult person answering the door at the unit;  
• If no adult answers the door, the person serving the notice may place it under or through the door, 

or affix it to the door.  
• Service of the notice is deemed effective once the notice has been both mailed and delivered.  

 

Tenant Selection Plan  
The Managing Agent shall review/update the TSP at least annually to ensure that it reflects current 
operating practices, program priorities and HUD requirements.   The Agent shall make copies of the TSP 
available to the public, including Applicants and residents of the Development, upon request.  

Policies for Notifying Applicants of Changes in the Tenant Selection Plan 
• The Property manager shall send to all applicants on the waiting by snail mail (U.S. postal system), a 

letter indicating that a change has been made in the Owner’s Tenant Selection Plan.  
• The Property manager shall retain copies of such notices attached to each applicant’s application 

form/attachments.  
• The Property manager shall provide copies of the Tenant Selection Plan to waiting list applicants.  
• A copy of the TSP shall also be made available on the Project’s website.  

 
Changes in the Tenant Selection Plan 
It is the responsibility of MILL PARK to review its TSP on an annual basis to ensure it is in compliance with 
the plan and HUD regulations.  In the event changes are made to the Tenant Selection Plan, applicants will 
be notified in an annual letter that is sent out to update the waitlist and applicants will be informed of their 
right to request a copy of the TSP. 
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For all forms or appeals: 

If you disagree with this determination, you may request an informal hearing to hear the details of the 

reasons for rejection, and to provide you an opportunity to present evidence to the contrary if available, 

and to claim mitigating circumstances if applicable.  A request for an informal hearing must be made in 

writing and delivered to RLW Management either in person or by first class mail, by the close of the 

business day, no later than 14 business days from the date of this notification of denial of admission.  

Persons with disabilities have the right to request reasonable accommodations to participate in the 

informal hearing process.  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). 

To meet the needs of persons with hearing impairments, TTD/TTY (text telephone display / teletype) 

communication will be available through the Deaf Relay Service.  The Deaf Relay Service enables 

people who are deaf, hard of hearing, Deaf, Blind, or speech disabled to communicate by TTY (Text 

Telephone) or another assistive telephone device with anyone who use a standard phone. You can 

contact the Deaf Relay Service Customer Care at 1 (866)246-9300 (TTY) 24 hours a day, seven days a 

week.   

To Make a Relay Service Call (Traditional TTY Users): 

Dial 1-800-828-1120. 

Wait for “NBR CALLING PLS GA” to appear on the text screen of your TTY.  There will be no 

Communications Assistant (CA) on the line at this point. 

Type the phone number of the person you are calling, along with any calling instructions.  Then type 

“GA.” For “Go Ahead.” 

Your call will then be transferred to a CA whose identification number and gender (“M for male and “F” 

for female) will appear on the text screen of your TTY. 

During the conversation, the CA will type the words spoken by the person you are calling.  These words 

will appear on your TTY’s text screen.  Your typed response will then be voiced by the CA to the person 

you are calling. 

Remember to type GA each time you finish your part of the conversation so that the person you are 

calling can respond to you. 

To let the CA know your conversation is finished, type “SK” for “Stop Keying.” 

NOTE:  All typed messages in parenthesis indicate that the CA is communicating to you directly, 

relaying a sound that was heard or letting you know the other party has hung up. 

To meet the needs of persons with vision impairments, large-print and audio versions of key program 

documents will be made available upon request. When visual aids are used in public meetings or 

presentations, or in meetings with RLW MANAGMENT staff, one-on-one assistance will be provided 

upon request. 

Additional examples of alternative forms of communication are sign language interpretation; having 

material explained orally by staff; or having a third party representative (a friend, relative or advocate, 
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named by the applicant) to receive, interpret and explain housing materials and be present at all 

meetings. 

If you feel this decision has been made in error and wish to provide additional documentation, please 

contact the rental office at 983-9278 (voice) or contact the Deaf Relay Service system as described 

above. 

RLW MANAGMENT acknowledges that a victim of domestic violence, dating violence, or stalking may 

have an unfavorable history (e.g., a poor credit history, a record of previous damage to an apartment, a 

prior arrest record) that would warrant denial under RLW MANAGMENT’s policies. 

An applicant claiming that the cause of an unfavorable history is that a member of the applicant family is 

or has been a victim of domestic violence, dating violence, or stalking must provide documentation (1) 

demonstrating the connection between the abuse and the unfavorable history and (2) naming the 

perpetrator of the abuse with her or his request for an informal hearing.  The documentation may 

consist of any of the following: 

 A statement signed by the victim certifying that the information provided is true and correct and that 
it describes bona fide incident(s) of actual or threatened domestic violence, dating violence, or 
stalking 

 A police or court record documenting the domestic violence, dating violence, or stalking 

 Documentation signed by a person who has assisted the victim in addressing domestic violence, 
dating violence, or stalking or the effects of such abuse.  This person may be an employee, agent, 
or volunteer of a victim service provider; an attorney; or a medical or other knowledgeable 
professional.  The person signing the documentation must attest under penalty of perjury to the 
person’s belief that the incidents in question are bona fide incidents of abuse.  The victim must also 
sign the documentation. 

All information provided to RLW MANAGMENT regarding domestic violence, dating violence, or 

stalking, including the fact that an individual is a victim of such violence or stalking, must be retained in 

confidence and may neither be entered into any shared database nor provided to any related entity, 

except to the extent that the disclosure (a) is requested or consented to by the individual in writing, (b) is 

required for use in an eviction proceeding, or (c) is otherwise required by applicable law.  If disclosure is 

required for use in an eviction proceeding or is otherwise required by applicable law, RLW 

MANAGMENT will inform the victim before disclosure occurs so that safety risks can be identified and 

addressed. 

Hearings are conducted by a staff member not involved in making the decision to reject your 

application.  The staff person(s) who made the decision may attend the hearing.  You may also review 

your application file, upon request, at a mutually convenient time before or during the hearing. For legal 

advice you may contact Legal Aid.  

 

Sincerely, 

 

 

Tracy Hathaway 

Site Manager
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Exhibit A 

 

Rent Structure 

 

 

 

See attached copy of the most recently approved Rent Schedule for the development. 
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Exhibit B 

 

LEASE ADDENDUM FOR ACCESSIBLE UNIT AVAILABILITY 

 

This is an addendum to the Lease Agreement between RLW MANAGMENT (Townview Estates) 

and                                  entered into on                                     . 

 

In order to comply with Section 8.27 of Section 504 of the Rehabilitation Act of 1973, the landlord 

or it’s agent must first lease vacant accessible units to current occupants requiring accessibility 

features of the vacant unit and occupying a unit and not having such features.  If not such 

occupants exist, the unit would be leased to an eligible qualified applicant on the waiting list, who 

requires the accessibility features of the vacant unit.  When offering an accessible unit to an 

applicant not having a disability(ies) requiring the accessibility features of the unit, the landlord 

must require the applicant to agree to move to a non-accessible unit when available. 

 

The resident noted above has been offered an accessible unit and does not have a disability(ies) 

requiring such a unit.  The resident noted above hereby agrees, upon request of the landlord, to 

transfer to a non-physically impaired accessible unit to accommodate a person or person(s) on the 

wait list who have required such an accessible unit.  The resident noted above will be responsible 

for all moving expenses they incur. 

 

Agreed to this       day of             200    . 

 

  

                   (Lessor)      (Date) 

 

 

  

                    (Lessee)                                                     (Date) 
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EXHIBIT C 

 

VERIFICATION OF PREFERENCE STATUS 

Date 

 

 

Dear     : 

 

(Applicant Name) (Applicant Address)    has applied for housing at Townview Estates, and has 

indicated that they are eligible for a housing preference given the following circumstance(s): 

 

Involuntary Displacement: 

1.  Displaced by a disaster, such as a fire or flood, that resulted in extensive damage or has 

destroyed the unit, or 

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

government body or agency. 

3.  Owners action which resulted in the applicant’s having to vacate his/her unit where: 

 a.  the reason for the owner’s action is beyond the applicant’s ability to control or prevent. 

 b.  the action occurred despite the applicant’s having met all previously imposed conditions 

of occupancy. 

   c.  the action taken is other than a rent increase. 

4.  Actual or threatened physical violence directed against applicant or one more members of the 

applicant’s household by a spouse or other member of the applicant’s household; or, the applicant 

lives in a housing unit with such an individual who engages in such violence. 

5.  The applicant is living in substandard housing because: 

6.  Applicant lacks a fixed, regular, and adequate nighttime residence. 

7.  Applicant is paying $             in monthly rent, which is greater than 50% of the household 

income. 

 

In order to determine the preference status, we are required to verify the preference.  Therefore, 

we would appreciate your completing the certification on the back of this form and returning it the 
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enclosed envelope.  This information will be used only for purposes of determining the preference 

for this applicant. 

 

Sincerely, 

 

Site Manager 

I hereby authorize the release of the requested information to the RLW MANAGMENT (Townview 

Estates). 

 

Signature of Applicant    Date 

 

(Please complete items below, sign, and date) 

 

I verify that -------------------------(Applicant’s) current living situation meets the -----------------------------

-------------- preference(s) as cited on the previous page. 

Firm or Agency Name:    

 

Signature                                                               Date 

 

Print Name:    

 

Title:  

 

Firm or Agency Address:    

 

Phone Number:    
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EXHIBIT D 

 

REJECTION LETTER FOR PREFERENCES 

 

Date: 

 

RE:  Townview Estates 

 

Dear (Applicant Name): 

 

In your recent application for Townview Estates, you indicated that you qualify for the following 

preference(s): 

 

1.  Displaced by a disaster, such as a fire or flood, that resulted in extensive damage or has 

destroyed the unit, or 

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

government body or agency. 

3.  Owners action which resulted in the applicant’s having to vacate his/her unit where: 

 a.  the reason for the owner’s action is beyond the applicant’s ability to control or prevent. 

 b.  the action occurred despite the applicant’s having met all previously imposed conditions 

of occupancy. 

   c.  the action taken is other than a rent increase. 

4.  Actual or threatened physical violence directed against applicant or one more members of the 

applicant’s household by a spouse or other member of the applicant’s household; or, the applicant 

lives in a housing unit with such an individual who engages in such violence. 

5.  The applicant is living in substandard housing because: 

6.  Applicant lacks a fixed, regular, and adequate nighttime residence. 

7.  Applicant is paying $             in monthly rent, which is greater than 50% of the household 

income. 
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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): 

 

  

 

  

 

  

 

 

 

Sincerely, 

 

 

 

 

Site Manager 
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EXHIBIT E 

 

APPLICANT INQUIRY 

Date: 

 

Dear (Applicant’s Name): 

 

Thank you for your initial inquiry regarding housing at Townview Estates.  Residents will be 

selected only from those eligible persons who make formal application.  We had numerous 

inquiries for our apartments. 

 

We are now accepting pre-applications from interested households.  If you are still interested in 

living at Townview Estates, please complete and return the enclosed pre-application by mail as 

soon as possible. 

 

You may be eligible for a preference if one of the following conditions applies to you: 

 

1.  You have been displaced by a disaster, such as a fire or flood, that resulted in extensive 

damage or has destroyed the unit, or 

 

2.  You have been displaced by an activity carried on by an agency of the United States or by any 

State or local government body or agency. 

 

3.  You have been displaced by an owner’s action which resulted in you having to vacate your unit 

where: 

 a.  the reason for the owner’s action is beyond the applicant’s ability to control or prevent. 

 

 b.  the action occurred despite the applicant’s having met all previously imposed conditions 

of occupancy. 
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   c.  the action taken is other than a rent increase. 

 

4.  Actual or threatened physical violence directed against applicant or one more members of the 

applicant’s household by a spouse or other member of the applicant’s household; or, the applicant 

lives in a housing unit with such an individual who engages in such violence. 

 

5.  You are living in substandard housing because:  

 

6.  You lack a fixed, regular, and adequate nighttime residence. 

 

7.  You pay more than 50% of the household income for rent. 

 

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 certifications form attached to this letter and return it along with your pre-application by 

mail. 

 

For households not claiming household preference, screening will be conducted according to the 

order in which your pre-applications were received. 

 

Since you are still in the pre-application stage, we will notify you by letter when we are interviewing 

applicants.   

 

 

 

Sincerely, 

 

 

 

Site Manager 
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EXHIBIT F 

 

PRE-APPLICATION FORM 

 

 

 

WHO IS THE HEAD OF HOUSEHOLD? (Legal Name) 

Se

x SSN DOB Age 

                  M 

                  Last  First  M.I. F 

WHAT IS YOUR CURRENT ADDRESS?     

                              

Street Address City State Zip Phone 

E-Mail address:     

                              

Cell Phone #:     

Townview Estates Management Department 

PRE-APPLICATION FORM For Office Use Only 

 

33 Lyndon Street, Caribou, 
ME 04736  Client # 

    

  

BR. 

SIZE:       

207-498-3097 (Voice)  Pre-app Date:  
      

207-492-5611 (Fax) Pre-app Time: 
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Optional 

Race:  

 Caucasian/White 

 African American/Black 

 American Indian/Alaska Native 

 Asian 

 Native Hawaiian/Other Pacific 

Islander 

Optional 

Ethnicity: 

 

Hispanic/Latino 

 Non-Hispanic 

     /Non-Latino 

Do you, or does anyone in your household, require 

any modifications or accommodations in order to 

fully utilize the unit or the program and its 

services?   

 

 Yes, If yes, explain:   

 

 No 

 

Are you or any household member under 18 years of age AND an emancipated minor?  Yes  No 

 

Household Members: Please list the legal names of all the people who will be living with you.  Start with 

the head of household,(oldest to youngest).   

 

 

Legal Name 

(Name as it appears on SS card) 

Last Name, First Name, MI 

 

 

RELATIONSHIP 

And BIRTH PLACE 

 

 

 

SEX 
 

 

 

BIRTHDATE 

AND SSN 

1.        

      

      

      

            

2.        

      

      

      

            

3.        

      

      

      

            

4.        

      

      

      

            

 
 

Would you be interested in a physically impaired accessible unit?     Yes   No 
 
Do you feel you qualify for a housing preference?      Yes     No 

 



61 

   

How did you hear about our apartments?   Newspaper   Advertisement in an Apartment Book  

Friend  Relative 

 Other ______________________ 

 

Are you able to comply with the obligations of tenancy with, or without help, or other accommodations?  

 Yes  No   Do you have adequate help to care for any special needs you have?  Yes  No, If no 

to either question, please explain 

_______________________________________________________________________________________

___ 

Annual Household Income:    $  

 
Date Apartment needed:      

Application Certifications 

 

I/We affirm that the foregoing information is true and correct to the best of my/our knowledge and 

authorize verification of any and all information contained herein including, but not limited to, bank 

accounts, current and previous landlords, rental history, all assets and income, credit information running a 

credit report, and ability to comply with obligations of tenancy with or without help.  I/We certify that if 

selected to receive assistance, the unit I/We occupy will be my/our only residence.  I/We understand that 

the above information is being collected to determine my/our eligibility.   I/We understand that to keep 

my/our application active it is my responsibility to report any changes, such as family composition, address, 

phone, or income.  Failure to report any changes shall result in my application being placed in an inactive 

status.  Signatures of all persons 18 and over: 

1. Signature of Head of Household:  Date:  

     

2. Signature of Co-Applicant/Spouse:  Date:  

     

3. Signature of Other Adult:  Date:  

     

 
The information contained; herein, will be kept confidential in your private file.  If any or all of this application is filled out by anyone 

other than the applicant, you must sign the following statement. 

 

I/We have completed all or part of this application at the direction of the applicant(s). 

 

________________________________________________________________________________________________ 

Signature        Date 
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WARNING!  "Title 18, Section 1001 of the U.S. Code states that a person is guilty of a felony for knowingly 

and willingly making false or fraudulent statements to any department of the United States Government.  

HUD and any owner (or any employee of HUD or the owner) may be subject to penalties for unauthorized 

disclosures or improper uses of information collected based on the consent form.  Use of the information 

collected based on this verification form is restricted to the purposes cited above.  Any person, who 

knowingly or willingly requests, obtains or discloses any information under false pretenses concerning an 

applicant or participant may be subject to a misdemeanor and fined not more than $5,000.  Any applicant or 

participant affected by negligent disclosure of information may bring civil action for damages and seek other 

relief, as may be appropriate, against the officer or employee of HUD or the owner responsible for the 

unauthorized disclosure or improper use.  Penalty provisions for misusing the social security number are 

contained in the Social Security Act at **208 (a) (6), (7) and (8).**  Violation of these provisions are cited 

as violations of 42 U.S.C. Section **408 (a) (6), (7) and (8).** 
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Exhibit G 

 

As we are currently using pre-applications for our wait list, the eligible wait list is our 

log of pre applications received.  Please see the attached copy of our Wait List for 

our pre-application log.   
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EXHIBIT H 

 

WAITING LIST 

 

We are perpetually updating our wait list in compliance with the 4350.3 Handbook. 
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EXHIBIT I 

 

WAITING LIST UPDATE 

Date: 

 

Dear: 

 

We are currently in the process of updating our waiting list for Townview Estates.  Some time ago, you 

expressed an interest in living at our develo9pment, and your name was placed on the waiting list.   

 

Enclosed is a card that must be completed and returned to the Management Office at 33 Lyndon Street, 

Caribou, ME 04736, within 15 days (excluding weekends and designated federal holidays) if you are still 

interested in living at Townview Estates. 

 

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

available.  

 

Failure to return this information within this time period will result in your name being permanently 

removed from the waiting list. 

 

Thank you for your interest in Townview Estates. 

 

Sincerely, 

 

 

 

Tracy Hathaway 

Site Manager 

 

EXHIBIT J 
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REPLY CARD 

 

 

 

 

I AM STILL INTERESTED IN LIVING AT TOWNVIEW ESTATES 

 

APPLICANT NAME:   

 

CURRENT ADDRESS:   

                                                                                                                         

HOME PHONE #:   

 

WORK PHONE #:   

 

CELL PHONE #:   

 

E-MAIL ADDRESS:   

 

UNIT SIZE NEEDED:    2 BEDROOM                 3 BEDROOM   
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EXHIBIT K 

 

WAITING LIST ACKNOWLEDGEMENT 

 

 

Date: 

 

Dear: 

 

This letter is to acknowledge receipt of your waiting list update card.  Currently you are on our  #### 

bedroom waiting list(s).   

 

We do not have an exact time in which you will be contacted regarding an apartment; however, please 

remember to keep us advised of your current address and phone number. 

 

  

 

Sincerely, 

 

 

 

Tracy Hathaway 

Site Manager 
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EXHIBIT L 

 

Prior Landlord Check 

 

Applicant Name: 

 

Current Address: 

 

Prior landlord check: 

 

Date of Applicant’s Tenancy in this Unit:     From                                To  

 

1.  GENERAL CLEANLINESS 

 

A.  Bedrooms, Living/Dining Room               Good              Acceptable 

 

      Explain:   

 

B.  Kitchen Appliances                                  Good              Acceptable 

 

      Explain:   

 

C. Bathroom                                                  Good              Acceptable 

 

      Explain:   

 

D. Are there any cleaning supplies in the unit?            Yes            No 

 

E.  Is there evidence of vermin infestation?                 Yes            No 
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2.  OTHER COMMENTS 

 

A.  Did the applicant have any comments on the unit or its conditions? 

 

 

 

 

 

B.  Other comments by staff   

 

3.  I HAVE READ THE ABOVE HOME VISIT REPORT AND I AM AWARE OF ITS CONTENTS. 

 

 

 

 

          Applicant Signature                                                                               Date 

 

 

  

           Inspector’s Signature                                                                           Date 
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Exhibit M 

Occupancy Standards 

OVERVIEW 

Occupancy standards are established by RLW MANAGMENT to ensure that units are occupied by families of the 

appropriate size. This policy maintains the maximum usefulness of the units, while preserving them from excessive 

wear and tear or underutilization. This document explains the occupancy standards. These standards describe the 

methodology and factors RLW MANAGMENT will use to determine the size unit for which a family qualifies, and 

includes the identification of the minimum and maximum number of household members for each unit size. This 

part also identifies circumstances under which an exception to the occupancy standards may be approved. 

DETERMINING UNIT SIZE 

In selecting a family to occupy a particular unit, RLW MANAGMENT may match characteristics of the family with the 

type of unit available, for example, number of bedrooms. 

HUD does not specify the number of persons who may live in assisted housing of various sizes. RLW MANAGMENT 

has developed appropriate occupancy standards that do not have the effect of discriminating against families with 

children. 

Although RLW MANAGMENT does determine the size of unit the family qualifies for under the occupancy standards, 

RLW MANAGMENT does not determine who shares a bedroom/sleeping room. 

RLW MANAGMENT’s occupancy standards for determining unit size must be applied in a manner consistent with fair 

housing requirements. 

RLW MANAGMENT will use the same occupancy standards for each of its developments as follows: 

 RLW MANAGMENT will assign one bedroom for each two persons within the household, except in the 
following circumstances: 

 Persons of the opposite sex (other than spouses, and children under age 5) will not be required to 
share a bedroom.  

 Persons of different generations will not be required to share a bedroom. 

 Live-in aides will be allocated a separate bedroom. No additional bedrooms will be provided for the 
live-in aide’s family. 

 Single person families will be allocated a one bedroom. 

 RLW MANAGMENT will reference the following standards in determining the appropriate unit bedroom size 
for a family: 

BEDROOM SIZE 
MINIMUM NUMBER OF 

PERSONS 

MAXIMUM NUMBER OF 

PERSONS 

2 2 4 

3 3 6 
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5-I.C. EXCEPTIONS TO OCCUPANCY STANDARDS 

Types of Exceptions 

RLW MANAGMENT will consider granting exceptions to the occupancy standards at the family’s request if RLW 
MANAGMENT determines the exception is justified by the relationship, age, sex, health or disability of family 
members, or other personal circumstances.  

For example, an exception may be granted if a larger bedroom size is needed for medical equipment due to its size 
and/or function, or as a reasonable accommodation for a person with disabilities. An exception may also be granted 
for a smaller bedroom size in cases where the number of household members exceeds the maximum number of 
persons allowed for the unit size in which the family resides (according to the chart in Section 5-I.B) and the family 
does not want to transfer to a larger size unit. 

When evaluating exception requests RLW MANAGMENT will consider the size and configuration of the unit. In no 
case will RLW MANAGMENT grant an exception that is in violation of local housing or occupancy codes, regulations 
or laws. 

Requests from applicants to be placed on the waiting list for a unit size smaller than designated by the occupancy 
standards will be approved as long as the unit is not overcrowded according to local code, and the family agrees not 
to request a transfer for a period of two years from the date of admission, unless they have a subsequent change in 
family size or composition.  

To prevent vacancies, RLW MANAGMENT may provide an applicant family with a larger unit than the occupancy 
standards permit. However, in these cases the family must agree to move to a suitable, smaller unit when another 
family qualifies for the larger unit and there is an appropriate size unit available for the family to transfer to. 

Processing of Exceptions 

All requests for exceptions to the occupancy standards must be submitted in writing.  

In the case of a request for exception as a reasonable accommodation, RLW MANAGMENT will encourage the 
resident to make the request in writing using a reasonable accommodation request form. However, RLW 
MANAGMENT will consider the exception request any time the resident indicates that an accommodation is needed 
whether or not a formal written request is submitted. 

Requests for a larger size unit must explain the need or justification for the larger size unit, and must include 
appropriate documentation. Requests based on health-related reasons must be verified by a knowledgeable 
professional source, unless the disability and the disability-related request for accommodation is readily apparent or 
otherwise known. 

RLW MANAGMENT will notify the family of its decision within 10 business days of receiving the family’s request. 
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EXHIBIT N 

APPLICANT REJECTION LETTER(S) 

February 23, 2017 

      

      

      

Dear      : 

Please be advised that your application for housing assistance at       has been reviewed.  

We propose to deny your application based on the following information: 

 Criminal Record 

 Sex Offender Registration Information 

This letter serves as notice that you have 14 business days from the date of this letter to 

contact the undersigned to dispute the accuracy and relevance of the information enclosed.  If 

we do not hear from you within the 14 day period, we will proceed with issuing the notice of 

denial of admission.   

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). 

If you feel this decision has been made in error and wish to provide additional documentation, 

please contact the rental office at 983-9278 (voice) or contact the Deaf Relay Service system 

as described above to schedule an appointment. 

If you do not exercise your right to dispute the accuracy of the information prior to issuance of 

the formal denial letter, you will still be provided an opportunity to do so as part of the informal 

hearing process.  Persons with disabilities have the right to request reasonable accommodations to 

participate in the informal hearing process.  

Please understand that the reason for the proposed denial may not be the only criteria that 

could cause your application to be denied.    

Sincerely, 

 

      

Property Manager 
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February 23, 2017 

 

[Enter Applicant Name] 

[Enter Applicant Street Address] 

[Enter Applicant City, State, Zip] 

 

Dear [Enter Applicant Name]: 

 

Your application for housing assistance has been denied.   The item(s) checked below indicate the 

reason(s) for denial.  Information about your rights is also included below, following the explanation.    

 

1. You did not meet Townview Estates basic eligibility requirement(s), specifically: 
  a. You failed to qualify as a family as defined by HUD and RLW MANAGMENT. 

  b. Your income exceeds HUD specified income limits. 

  c. You failed to provide social security numbers for all family members. 

  d. You failed to qualify on the basis of citizenship or the eligible immigrant status of family 

members.  

  e. A member(s) of the family failed to sign and submit consent forms which allow RLW 

MANAGMENT to obtain information that RLW MANAGMENT has determined is necessary 

in administration of the Public Housing Program. 

   f.   You failed to meet the admission qualification for a one-bedroom apartment.  The one-

bedroom apartments at Townview Estates are designated for elderly and/or disabled only.  

2. Current or past behaviors of family member(s), as follows: 
  a. Pattern of unsuitable past performance in meeting financial obligations, including rent, within 

the past three years 

  b. Pattern of disturbance of neighbors, destruction of property, or living or housekeeping habits 

which may adversely affect the health, safety, or welfare of other tenants at prior residences 

within the past three years. 

  c. Pattern of eviction from housing or termination from residential programs within the past 

three years. 

  d. Owes rent or other amounts to this or any other Housing Authority or owner in connection 

with any assisted housing  program. 

  e. Misrepresented or did not provide complete information related to eligibility, including 

income, award of preference for admission, expenses, family composition or rent. 
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  f. Committed fraud, bribery, or any other corrupt or criminal act in connection with any federal 

housing program. 

  g. Has engaged in or threatened violent or abusive behavior toward RLW MANAGMENT 

personnel. 

If this behavior is directly related to a disability of anyone in your family, upon the family’s request, 

RLW MANAGMENT will consider whether reasonable accommodation will allow the family to 

overcome the problem that led to RLW MANAGMENT’s decision to deny your application.  Please 

contact [Manager's Name] at [Phone Number] to make your request. 

3. Criminal activities, within the past three years, as follows: 
 

             a. Drug-related criminal activity, defined by HUD as the illegal manufacture, sale, 

distribution, or use of a drug, or the possession of the drug with intent to manufacture, sell, 

distribute or use the drug [24 CFR 5.100].   

  b. Violent criminal activity, defined by HUD as any criminal activity that has as one of its 

elements the use, attempted use, or threatened use of physical force substantial enough 

to cause, or be reasonably likely to cause, serious bodily injury or property damage [24 

CFR 5.100]. 

  c. Criminal activity that may threaten the health, safety, or welfare of other tenants [24 CFR 

960.203(c)(3)]. 

  d. Criminal activity that may threaten the health or safety of RLW MANAGMENT staff, 

contractors, subcontractors, or agents. 

  e. Criminal sexual conduct, including but not limited to sexual assault, incest, open and 

gross lewdness, or child abuse. 

Evidence of such criminal activity includes, but is not limited to any record of convictions, arrests, or 

evictions for suspected drug-related or violent criminal activity of household members within the 

past three years. A conviction for such activity will be given more weight than an arrest or an 

eviction. 

4. HUD prohibits admission due to the following: 
   a. Any member of the household has been evicted from federally assisted housing in the last 3 

years for drug-related criminal activity. 

   b. Any household member is currently engaged in the use of illegal drugs. 

   c. RLW MANAGMENT has reasonable cause to believe that any household member(s) current 

use or pattern of use of illegal drugs, or current abuse or pattern of abuse of alcohol, may 

threaten the health, safety, or right to peaceful enjoyment of the premises by other 

residents. 

   d. Any household member has ever been convicted of drug-related criminal activity for the 

production or manufacture of methamphetamine in any location, not just federally assisted 

housing. 

   e. Any household member is subject to a lifetime registration requirement under a state sex 

offender registration program. 
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5. A consumer credit report was used in making the decision, the Fair Credit Reporting Act requires us 
to tell you where we obtained that report.  The consumer credit reporting agency that provided the 
report was: 

   a. Equifax, P.O. Box 740256, Atlanta, GA 30374, (800) 685-1111 

   b. Experian, P.O. Box 2002, Allen, TX 75013, (888) 397-3742 

   c. TransUnion LLC, P.O. Box 2000, Chester, PA 19022, (800) 888-4213 

Pursuant to Section 615 of the Fair Credit Reporting Act, we are notifying you that the above-noted 

agency only provided information about your credit history.  It took no part in making the decision to 

reject your rental application, nor can it explain why the decision was made. 

You have certain rights under federal law, as explained in more detail below.  Pursuant to the Fair 

Credit Reporting Act, you have a right to obtain a copy of your credit report, dispute its accuracy, 

and provide a consumer statement describing your position if you dispute the credit report.  If you 

believe your report is inaccurate or incomplete, you may call the consumer reporting agency at its 

toll-free number listed above, or write to it at the listed address. 

You may have additional rights under the credit reporting or consumer protection laws of your state.  

For further information, contact your local or state consumer protection agency or your state 

attorney general’s office or for more information go to www.ftc.gov/credit. 

 

 

http://www.ftc.gov/credit
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Exhibit O 

 

See attached copy of the most recent income limits. 
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ADDENDUM 1 

 

CITIZENSHIP REQUIREMENTS 

 

Only United States citizens and eligible non-citizens may benefit from federal rental; assistance.  

These requirements apply to households making application to the property, households on the 

waiting list and existing tenants.  (If the applicant is not proficient in the English language, 

Management will arrange to provide this request in a language that is understood by the 

applicant.)  Please note that a mixed household (a household with one or more eligible and one or 

more ineligible household members) may receive prorated assistance, continued assistance or a 

temporary deferral of termination of assistance. 

 

All applicants for assistance will be required to submit evidence of citizenship or eligible 

immigration status at the time of application.  This includes all household members, regardless of 

age.  Please note that financial assistance is contingent on submission and verification of 

citizenship or eligible immigration status. 

 

In order to verify citizenship or eligible immigration status, Exhibit 1 must be completed for each 

member of the household within 10 business days of the initial interview.  In addition, management 

will also require verification of this declaration by requiring the following documentation: 

 

 From U.S. citizens, presentation of a U.S. birth certificate or U.S. passport. 

 From non-citizens 62 years and older, a signed declaration and proof of age. 

 From non-citizens under the age of 62, a signed consent form (Exhibit 2) and one of the 
DHS- approved documents listed in Figure 1 (attached). 

 

Non-citizens not claiming eligible immigration status may elect to sign a statement that they 

acknowledge their ineligibility for assistance. 

 

If an applicant cannot supply the documentation within the specified timeframe, Management may 

grant an extension of not more than 30 days, but only if the applicant certifies that the 

documentation is temporarily unavailable and additional time is needed to collect and submit the 

documentation.  Management may establish a shorter extension period.  Management will inform 

the applicant in writing if an extension period is granted or denied.  If the request is granted 
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Management will state (in writing) the new deadline.  If the request is denied, Management will 

state the reasons for the denial in writing. 

 

Management cannot delay the household’s assistance if the household submitted its immigration 

information in a timely manner but the Department of Homeland Security (DHS) verification or 

appeals process has not been completed.  If at least one member of the household has submitted 

the required documentation in a timely manner, the owner must offer the household a unit and 

provide prorated assistance to those household members whose documentation were received on 

time.  Management must continue to provide prorated assistance to such households until 

information establishing the immigration status of any remaining non-citizen household members 

has been received and verified.  The prorated assistance is calculated by multiplying a 

household’s full assistance by a fraction.  This is based upon the number of household members 

who are eligible compared with the total number of household members.   

 

Once Management has determined the final citizenship/immigration status of a household assisted 

prior to completion of the verification or appeal process, Management will: 

 

 Offer full assistance to a household that has established the eligibility of all of its members; 
or 

 Offer continued prorated assistance to a mixed household, or temporary deferral of 
termination of assistance if the household does not accept the offer of prorated assistance; 
or 

 Offer temporary deferral of termination of assistance to an eligible household.  At the end of 
the deferral period the household must either pay market rent or vacate the unit. 

 

Management will notify all household in writing as soon as possible if the secondary verification 

process returns a negative result and applicants may appeal Management’s decision directly to 

the DHS.  The household must send a copy of the appeal directly to the Management.  The DHS 

should respond to the appeal within 30 days. 
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FIGURE 1 

ACCEPTABLE DEPARTMENT OF HOMELAND SECURITY 

DOCUMENTATION 

 Form I-551, Alien Registration Receipt Card (for permanent resident aliens) 
 

 Form I-94, Arrival-Departure Record annotated with one of the following: 
o “Admitted as a Refugee Pursuant for Section 207”; 
o “Section 208” or “Asylum” 
o “Section 243(h) or “Deportation stayed by Attorney General”; 
o “Paroled Pursuant for Section 212(d)(5) of the INA.” 
 

 Form I-94, Arrival –Departure Record (with no annotation) accompanied by one of the 
following: 

o A final court decision granting asylum (but only if no appeal is taken); 
o A letter from DHS asylum officer granting asylum (if application was filed on or 

after October 1, 1990) or from a DHS district director granting asylum (application 
filed before October 1, 1990). 

o A court decision granting withholding or deportation; or 
o A letter from an asylum officer granting withholding of deportation (if application 

was filed on or after October 1, 1990. 
 

 Form I-688, Temporary Resident Card annotated “Section 245A” or “Section 210”. 
 

 Form I-688B, Employment Authorization card annotated “Provision of Law 274a.12(11)” 
or “Provision of Law 274a.12.” 

 

 A receipt issued by the DHS indicating that an application for issuance of a replacement 
document in one of the above-listed categories has been made and that the applicant’s 
entitlement to the document has been verified. 

 

 Form I-151, Alien Registration Receipt Card 
 

 Other acceptable evidence.  If other documents are determined by the DHS to constitute 
acceptable evidence of eligible immigration status, they will be announced by notice 
published in the Federal Register.   
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EXHIBIT I 

CITIZENSHIP DECLARATION FORM 

 

DATE:       

DECLARATION OF SECTION 214 STATUS 

 

APPLICANT NAME:       

ADDRESS:       

CITY, STATE, ZIP:       

 

Notice to applicants and tenants: In order to be eligible to receive the housing assistance sought, each applicant for, or recipient 

of housing assistance must be lawfully within the U.S. Print or type first name, middle initial(s) and last name. Place an “X” or 

“” in the appropriate boxes.  Sign and date on signature line below. Place an “X” or “” in the box below the signature if the 

signature is an adult residing in the unit who is responsible for the Child.  Refer to references on the back for explanations of the 

section of the INA.  Please feel free to consult with an immigration lawyer or other immigration expert of your choosing. 

 

I,        , certify under penalty of perjury 1/ that: To the best  

of my knowledge, I am lawfully within the United States because (check the appropriate box below): 

 

I am a citizen by birth, a naturalized citizen, or a national of the United States; or 

I have eligible immigration station and I am 62 years of age or older. Attached evidence of proof of age 2/; or 

I have eligible immigration status as checked below (see reverse side of this form for explanations).  Attach INS 

document(s) evidencing eligible immigration status and signed verification consent form. 

Immigrant status under §§101(a)(15) or 101(a)(20) of the Immigration and Nationality Act (INA) 3/; or 

Permanent residence under §§249 of INA 4/; or 

Refugee, asylum or conditional entry status under §§207, 208 or 203 of the INA 5/; or 

Parole status under §§212(d)(5) of the INA 6/; or 

Threat to life or freedom under §243(h) of the INA 7/; or 

Amnesty under §245A of the INA 8/. 

 

(Signature of Adult Family Member, Parent, Guardian)  (Date) 

 

Check this box if signature is of adult residing in the unit who is responsible for a child named on the statement above. 

HA: Enter INS/SAVE Primary Verification # __________________ Date: _________ 

Instructions to Housing Authority: Following verification of status claimed by persons declaring eligible immigration 

status (other than for non-citizens age 62 or older and receiving assistance on June 19, 1995) HA must enter 

INS/SAVE Verification Number and date that it was obtained. A Housing Authority signature is not required. 

1. Warning: 18 U.S.C. 1001 provides, among other things, that whoever knowingly and willfully makes 

or uses a document or writing containing any false, fictitious or fraudulent statement or entry, in any 

matter within the jurisdiction of any department or agency of the United States, shall be fined not 

more than $10,000, imprisoned for not more than five (5) years, or both. 

The following footnotes pertain to noncitizens who declare eligible immigration status in one of the 

following categories: 
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2. Eligible Immigration Status and 62 Year of Age or Older.  For noncitizens who are 62 years of 

age or older or who will be 62 years or older and receiving assistance under a Section 214 covered 

program on June 19, 1995. If you are eligible and elect to select this category, you must include a 

document providing evidence of proof of age. No further documentation of eligible immigration 

status is required. 

3. Immigrant Status under §§101(a)(15) or 101(a)(20) of INA.  A noncitizen lawfully admitted for 

permanent residence, as defined by §101(a)(20) of the Immigration and Nationality Act (INA), as an 

immigrant as defined by §101(a)(15) of the INA (8 U.S.C. 1101(a)(20) and 1101(a)(15), respectively 

[immigrant status].  This category includes a noncitizen admitted under §§210 or 210A of the INA (8 

U.S.C. 1160 or 1161), [special agricultural worker status], who has been granted lawful temporary 

resident status. 

4. Permanent Residence Under §249 of INA.  A noncitizen who entered the U.S. before January 1, 

1972, or such later date as enacted by law, and has continuously maintained citizenship in the U.S. 

since then, and who is not ineligible for citizenship but who is deemed to be lawfully admitted for 

permanent residence as a result of an exercise of discretion by the Attorney general under §249 of 

the INA (8 U.S.C. 1259) [amnesty granted under INA 249]. 

5. Refugee, Asylum, or Conditional Entry Status Under §§207, 208 or 203 or INA.  A noncitizen 

who is lawfully present in the U.S. pursuant to an admission under §207 of the INA (8 U.S.C. 1157) 

[refugee status]; pursuant to the granting of asylum (which has not been terminated) under §208 of 

the INA (8 U.S.C. 1158) [asylum status]; or as a result of being granted conditional entry under 

§203(a)(7) of the INA (U.S.C. 1153(a)(7)) before April 1, 1980, because of persecution or fear of 

persecution on account of race, religion or political opinion or because of being uprooted by 

catastrophic national calamity [conditional entry status]. 

6. Parole Status Under §212(d)(5) of INA.  A noncitizen who is lawfully present in the U.S. as a result 

of an exercise of discretion by the Attorney General for emergent reasons or reasons deemed 

strictly in the public interest under §212(d)(5) of the INA (8 U.S.C. 1182(d)(5)) [parole status]. 

 

7. Threat to Life or Freedom Under §243(h) of INA.  A noncitizen who is lawfully present in the U.S. 

as a result of the Attorney General’s withholding deportation under §243(h) of the INA (8 U.S.C. 

1253(h)) [threat to life or freedom]. 

8. Amnesty Under §245A of INA.  A noncitizen lawfully admitted for temporary or permanent 

residence under §243(h) of the INA (8 U.S.C. 1255a) [amnesty granted under INA 245A]. 
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REQUEST FOR EXTENSION 

I hereby certify that I am a non-citizen with eligible immigration status, as noted in Block 2 of the 

Declaration of Citizenship, but the evidence needed to support my claim is temporarily unavailable.  

Therefore, I am requesting additional time to obtain the necessary evidence.  I further certify that 

diligent and prompt efforts will be undertaken to obtain this evidence. 

 

    Signature                                                                                         Date 

 

  Check if you are an adult signing for a child  

 

Date:   

 

Head of Household Name:   

 

Family Member Name:   

 

  I am not contending eligible immigration status and I understand that I am not eligible for 

financial assistance. 

 

Note:  If you checked this block, no further information is required, and the family member named 

above is not eligible for assistance.  Sign and date below and forward this form to the 

Management Office.  If this block is check on behalf of a child, the adult who is responsible for the 

child should sign and date below.  

 

 

Signature                                                                                           Date 

 

  Check here if you are an adult signing for a child 


