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TENANT SELECTION PLAN (PROJECT BASED SECTION 8 GUIDELINES)

Current Income Limits - County: Montgomery County
Effective Date Median 

Income
Income 

%
Type Persons 1 Persons 2 Persons 3 Persons 4 Persons 5 Persons 6 Persons 7

HUD
HUD
HUD

LIHTC

 Subsidy Type: LIHTC W/HAP CONTRACT

RESIDENT SELECTION PLAN FOR PROPERTIES GOVERNED BY THE HUD
1. FAIR HOUSING AND EQUAL OPPORTUNITY REQUIREMENTS STATEMENTS OF NONDISCRIMINATION

It is the policy of this Property to comply fully with Title VI of the Civil Rights Act of 1964, Title VIII of the Civil Rights 
Act of 1968, Executive Order 11063, Section 504 of the Rehabilitation Act of 1973, Fair Housing Amendments Act of 
1988, and any legislation protecting the individual rights of residents, applicants, or staff which may subsequently be 
enacted. The Property is designated for families, elderly, and disabled individuals.

The Development will with all state and federal fair housing and antidiscrimination laws; including but not limited to, 
consideration of reasonable accommodations requested to complete application process. Chapter 1, subchapter B of 
this title provides more detail about reasonable accommodations.

Screening criteria will be applied in a manner consistent with all applicable laws, including State of AL and Federal 
Fair Housing Acts, Federal Fair Credit Reporting Act, program guidelines, and Department rules.

Specific animal, breed, number, weight restrictions, pet rules, and pet deposits will not apply to households having a 
qualified service/assistance animal.

The Property shall not discriminate because of race, color, sex, age, familial status, religion, handicap, 
disability, or national origin in the leasing, rental, or other disposition of housing in any of the following:

a. deny to any household the opportunity to apply for housing, nor deny to any eligible applicant the 
opportunity to lease housing suitable to its needs,

b. provide housing which is different than that provided by others,
c. subject a person to segregation or disparate treatment,
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d. restrict a person's access to any benefit enjoyed by others in connection with the housing program,
e. treat a person differently in determining eligibility or other requirements for admission,
f. deny a person access to the same level of services, or
g. deny a person the opportunity to participate in a planning or advisory group which is an integral part 

of the housing program.

The Property will seek to identify and eliminate situations or procedures which create a barrier to equal housing 
opportunity for all. In accordance with Section 504, the Property will make reasonable accommodations for individuals 
with handicaps or disabilities (applicants or residents). Such accommodations may include changes in the method of 
administering policies, procedures, or services.

In reaching a reasonable accommodation with, or performing structural modification for otherwise qualified individuals with 
disabilities, the Property is not required to:

a. make structural alterations that require the removal or altering of a load-bearing structure,
b. provide support services that are not already part of its housing programs,
c. take any action that would result in a fundamental alteration in the nature of the program or service, or
d. 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).

Reasonable Accommodation Policy

Sherwood Apartment Homes will provide alternative methods of accepting applications to persons with disabilities 
who, as a result of their disabilities, cannot utilize the owner’s preferred application process.

Reasonable accommodations will be provided to persons with disabilities during the application process or while 
residing at the community. Applicants and Residents can request reasonable accommodations by contacting the 
property onsite staff by phone at (334) 288-6484 or sherwoodmgr@ledic.com or letter.  Said request will be 
responded to within seven (7) business days.

In accordance with the Federal Register FR-5359-F-02, Equal Access to Housing in HUD Programs Regardless of 
Sexual Orientation or Gender Identity, the Property shall not discriminate because of marital status, sexual orientation, 
or gender identity. Additionally, the Property must not inquire about an applicant’s sexual orientation and gender 
identity for determining eligibility or making housing available.

The person named below have 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).

NAME:  Ann Floyd, VP of Compliance
ADDRESS:  2 Metroplex Drive, Suite 235

CITY:  Birmingham, AL 35209
TELEPHONE:  205-871-7157     FAX:205-871-9408

TTY ENGLISH:  800-548-2546   TTY SPANISH: 800-255-2886
EMAIL:   ann.floyd@ledic.com

WEBSITE:   www.AlabamaRelay.com

2. PRIVACY POLICY

It is the policy of the Property to guard the privacy of individuals conferred by the Federal Privacy Act of 1974 and to 
ensure the protection of such individuals' records maintained by the Property.

Therefore, neither the Property nor its agents shall disclose any personal information contained in its records to any 
person or agency unless the individual about whom information is requested shall give written consent to such 
disclosure.
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This Privacy Policy in no way limits the Property's 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.

3. QUALIFYING FOR ADMISSION

Based on Federal Regulations, the Property may not admit ineligible applicants. In the selection of applicants for 
admission, Eligibility Criteria has been established in accordance with HUD guidelines. All applicants will be screened 
carefully, and the following eligibility standards will be applied.

4. SUBSIDY ELIGIBILITY REQUIREMENTS

A. Students

You have applied to live in an apartment that is governed by HUD. In addition to income limitations, this Program 
also has restrictions on students and requires us to determine student status. Owners/Agents must determine a 
student’s eligibility for Section 8 assistance at move-in, annual recertification, initial certification (when an in-place 
tenant begins receiving Section 8), and at the time of an interim recertification if one of the family composition 
changes reported is that a household member is enrolled as a student.

Note for HUD regulations student means: all students enrolled as either a part-time or full-time student at an 
institution of higher education for the purpose of obtaining a degree, certificate, or other program leading to a 
recognized educational credential;

Section 8 assistance shall not be provided to any individual who:

Is under the age of 24; is not married; is not a veteran of the United States Military; does not have a dependent child;

Is not a person with disabilities, as such term is defined in 3(b)(3)(E) of the United States Housing Act of 1937 (42 
U.S.C. 1437a(b)(3)(E)) and was not receiving section 8 assistance as of November 30, 2005.)

Is not living with his or her parents who are receiving Section 8 assistance; and

Is not individually eligible to receive Section 8 assistance and has parents (the parents individually or jointly) 
who are not income eligible to receive Section 8 assistance.

For a student to be eligible independent of his or her parents (where the income of the parents is not relevant), the 
student must demonstrate the absence of, or his or her independence from parents. To determine the student’s 
independence from parents, owners must use, and the student must meet, at a minimum all of the following criteria 
to be eligible for Section 8 assistance.

The student must:

Be of legal contract age under state law;

Have established a household separate from parents or legal guardians for at least one year prior to application for 
occupancy, (dorms do not count) or

Meet the U.S. Department of Education’s definition of an independent student. (See the Glossary for definition of 
Independent Student);

Not be claimed as a dependent by parents or legal guardians pursuant to IRS regulations; and

Obtain a certification of the amount of financial assistance that will be provided by parents, signed by the individual 
providing the support. This certification is required even if no assistance will be provided.
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Any financial assistance a student receives (1) under the Higher Education Act of 1965, (2) from private sources, 
or (3) from an institution of higher education that is in excess of amounts received for tuition and other required 
fees are included in annual income, except if the student is over the age of 23 with dependent children or if the 
student is living with his or her parents who are receiving Section 8 assistance. 

If an ineligible student is a member of an applicant household or an existing household receiving Section 8 
assistance, the assistance for the household will not be prorated but will be terminated in accordance with the HUD 
guidance. Household will be required to pay the HUD contract rent. Owner cannot evict or require ineligible student/s 
to move from the unit as long as the student is in compliance with the terms of the lease

A student who is otherwise eligible and meets screening requirements is eligible for assistance if the student meets the criteria 
indicated below. Section 8 assistance shall be provided to any individual who is enrolled as either a part-time or full-time 
student at an institution of higher education for the purpose of obtaining a degree, certificate, or other program leading to a 
recognized educational credential; when the student:

1) Is classified as Vulnerable Youth; A student meets HUD's definition of a vulnerable youth when:
(a) The individual is an orphan, in foster care, or a ward of the court or was an orphan, in foster 

care, or a ward of the court at any time when the individual was 13 years of age of older;
(b) The individual is, or was immediately prior to attaining the age of majority, an emancipated 

minor or in legal guardianship as determined by a court of competent jurisdiction in the 
individual's State of legal residence;

(c) The individual has been verified during the school year in which the application is submitted as either 
an unaccompanied youth who is a homeless child or youth (as such terms are defined in section 725 
of the McKinney-Vento Homeless Assistance Act) (42 U.S.C. 11431 et seq.), or as unaccompanied, 
at risk of homelessness, and self-supporting, by
(i) A local educational agency homeless liaison designated pursuant to the McKinney-Vento Homeless 

Assistance Act;
(ii) The director of a program funded under the Runaway and Homeless Youth Act or a designee of the 

director;
(iii) The director of a program funded under subtitle B of title IV of the McKinney-Vento 

Homeless Assistance Act (relating to emergency shelter grants) or a designee of the 
director; or

(iv) A financial aid administrator; or
2) he individual is a student for whom a financial aid administrator makes a documented determination of 

independence by reason of other unusual circumstances

Program eligibility requirements determine whether applicants are eligible for assistance.

In order to be ELIGIBLE, all applicants/residents will be screened carefully, and the following eligibility standards will 
be applied.

a. must cooperate in completing the rental application and providing information necessary to determine their 
eligibility for HUD housing assistance;

b. prior to receiving subsidy and annually thereafter; the head, spouse, co-head, regardless of age and all 
household members 18 years of age and older in each applicant/resident family must sign an Authorization 
for Release of Information HUD 9887/9887A.
(NOTE: Household members turning 18 years of age will be contacted by the agent and required to sign the 
HUD 9887/9887A within 30-days of turning 18 years of age.)

c. must have an Annual Income at or below program income limits established by the Department of Housing 
and Urban Development. The current, applicable income limits will be posted in the management office. 
When determining family size for income limits owner must include all household members, including 
children temporarily absent due to placement in a foster home; children in joint custody arrangements who 
are present in the household 50% or more of the time; children who are away at school but who live with the 
family during  school recessed; unborn children of pregnant women, children who are in the process of 
being adopted; temporarily members who are still considered family members. Example working out of 
state.; family members in the hospital or rehabilitation facility for periods of fixed duration, persons 
permanently confined to a hospital or nursing home; and foster children and adults. Live-in-aides and 
guests are NEVER considered household members and are NOT considered for income eligibility; 
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d. must not have a criminal background that threatens the health, safety, and peaceful enjoyment of the 
premises, other residents, management staff, contractors, subcontractors or owner;

e. must have a Social Security Number for each household member, including live-in-aides, foster children 
and foster adults, unless an exception is met; 

f. birth certificates must be provided for all household members, including foster children and foster adult; 
g. valid state approved identification;
h. the household size must be appropriate for the available apartments;
i. must have citizenship, naturalization, and/or eligible immigration status, foster children and foster adult; 

and
j. The unit for which the family is applying for must be the family’s only place of residence
k. Applicant must agree to pay rent required by the program under which the family will be receiving assistance

B. Income Limits
Income limits vary by household size. The owner/agent will provide applicants a copy of the income limits for the 
property area upon request. In addition, applicants can review the income limits by accessing the following web site.

http://www.huduser.org/datasets/il.html

HUD requires that property managers incorporate the most recently published income limits when determining 
eligibility. Income limits are updated annually (usually around February or March). For this property, qualified 
applicant households meet the following income limit requirements:

Contract Section 
8 Units

Type Subsidy Income Section 236 
Units

AL090018040 80 Substantial 
Rehab

Section 8 (pre 
1981)

Low, very low 
and extremely 
low-income 
limit

C. Disclosure of Social Security Numbers and Collecting Proof

Effective January 31, 2010, all household members must provide:

A complete and accurate SSN assigned to each member of the applicant’s household and
Documentation necessary to prove that the Social Security Number is accurate (verification)

 The Social Security Number requirements do not apply to:

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

2. Individuals who do not contend eligible immigration status.
3. A child under the age of 6 years added to the applicant household within the 6-month period prior to 

the household’s date of admission. The household will have maximum of 90-days after the date of 
admission to provide the Social Security Number and adequate documentation that the Social 
Security Number is valid. An additional 90 days may be granted under certain circumstances. If the 
household does not provide the Social Security Number and adequate documentation to verify the 
Social Security Number within the prescribed timeframe, HUD requires that the owner/agent 
terminate tenancy. 

Applicants who have not disclosed and/or provided verification of SSNs for all non-exempt household members 
will have 90 days from the date they are first offered an available unit to disclose and/or verify the SSNs. During 
this 90-day period, the applicant may, at its discretion, retain its place on the waiting list. After 90 days, if the 
applicant is unable to disclose and/or verify the SSNs of all non-exempt household members, the applicant will 
be determined ineligible and removed from the waiting list.

http://www.huduser.org/datasets/il.html
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Note: The owner/agent must deny HUD assistance, in accordance with the provisions governing the program, if the 
assistance applicant does not meet the applicable SSN disclosure, documentation, and verification requirements.

Adding a Household Member:

Age Six or Older

When a tenant requests to add a household member who is age six or older, the documentation of the SSN 
must be provided to the O/A at the time of the request or at the time the recertification that includes the new 
household member is processed. The O/A must not add the new household member until such time as the 
documentation is provided.

Under the Age of Six

With an SSN - When adding a household member who is a child under the age of six with an SSN, the child’s 
SSN must be disclosed, and verification provided at the time of processing the recertification of family 
composition that includes the new household member.

Without an SSN - If the child does not have an SSN, the O/A must give the household 90 days in which to 
provide documentation of an SSN for the child. An additional 90-day period must be granted by the O/A if the 
failure to provide documentation of an SSN is due to circumstances that are outside the control of the tenant. 
Examples include but are not limited to: delayed processing of the SSN application by the SSA, natural disaster, 
fire, death in family, etc. During this time period, the child is to be included as part of the household and will 
receive all of the benefits of the program in which the tenant is involved, including the dependent deduction.

Note: The owner/agent must terminate the tenancy of a tenant and the tenant’s household if the tenant does 
not meet the SSN disclosure, documentation and verification requirements in the specified timeframe as the 
household is in non- compliance with its lease.

The Social Security Number provided will be compared to the information recorded in the Social Security 
Administration database (through HUD’s Enterprise Income Verification System) to ensure that the Social 
Security Number, birth date and last name match. If EIV returns an error that cannot be explained or resolved, 
assistance and/or tenancy may be terminated, and any assistance paid in error must be returned to HUD. If the 
applicant/resident deliberately provides an inaccurate Social Security Number, the owner/agent and/or HUD may 
pursue additional penalties due to attempted fraud.

Required Documentation

Applicants/Residents must provide documentation of SSNs. Adequate documentation means a social security 
card issued by the Social Security Administration (SSA) or other acceptable evidence of the SSN. Other 
documentation may include: Driver’s license with SSN, Identification card issued by a federal, State, or local 
agency, a medical insurance provider, or an employer or trade union, Earnings statements on payroll stubs, 
Bank statement, Form 1099, Benefit award letter (Ex: SSA/SSI), Retirement benefit letter (Ex VA), Life 
insurance policy or court records.

D. Restriction on Assistance to Non-citizens

By law, Section 214, only U.S. citizens and eligible non-citizens may benefit from federal rental assistance. 
Compliance with these rules ensures that only eligible families receive subsidy. These requirements apply to families 
making application to the property, families on the waiting list, and tenants. Owners must use procedures described 
below to determine applicant/tenant eligibility based on citizenship/immigration status.

A. Assistance in subsidized housing is restricted to the following:

(a) U.S. citizens or nationals; and
(b) Non-citizens who have eligible immigration status. *
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 All applicants for assistance will be given notice of the requirement to submit evidence of 
citizenship or eligible immigration status at the time of application. The Owner/Agent is 
responsible for receiving the documentation, where possible, will attempt to arrange to provide the 
notice in a language that is understood by the individual if the person is not proficient in English.

 All family members, regardless of age, must declare their citizenship or immigration status.

 Non-citizens (except those age 62 and older) must sign a Verification Consent Form and submit 
documentation of their status or sign a declaration that they do not claim to have eligible status. Non-
citizens age 62 and older must sign a declaration of eligible immigration status and provide a proof of 
age document. U.S. citizens must sign a declaration of citizenship.

 A mixed family—a family with one or more ineligible family members and one or more eligible family 
members—may receive prorated assistance or continued assistance.

 Applicants who hold a non-citizen student visa are ineligible for assistance, as are any non-citizen 
family members living with the student. For non-citizen students with a citizen spouse or citizen 
children, see Mixed Family.

B. Administration of Restriction on Assistance to Non-citizen

Owners are responsible for administering the restriction on assistance to non-citizens in accordance with 
regulations. When administering the restriction, the owner must and will treat all applicants equally, applying 
the same non-citizen rule procedures without regard to race, color, national origin, sex, religion, disability, or 
familial status, and must comply with the nondiscrimination requirements.

C. Reviewing a Family’s Citizenship/Immigration Status

Owners generally consider citizenship/immigration status once for each family, but they must do so more 
frequently if immigration status or family composition is likely to change (e.g., when a family member 
applies for a change in immigration status).

a) Owners determine the applicant’s citizenship or immigration status during the initial eligibility 
determination, prior to move-in.

b) As part of the annual or interim recertification process, owners must determine the 
citizenship/immigration status of tenants from whom the owner has not previously collected 
the proper documentation or whose documentation suggested that their status was likely to 
change.

c) If the status of 
a family member in a mixed family changes from ineligible to eligible, the family may request an 
interim recertification.

d) The required evidence of citizenship/immigration status for any new family member must be 
submitted at the first interim or regular recertification after the person moves to the unit.

D. Notification to Applicants

a. The Owner/Agent will give each applicant, at the time of application, notification of the requirement 
either to submit evidence of citizenship or eligible immigration status or to choose not to claim eligible 
status. The notification must do as follows:

 State that financial assistance is contingent on submission and verification of citizenship or 
eligible immigration status;

 Describe the type of evidence that must be submitted;
 Give the time period in which evidence must be submitted; and
 State that assistance may be prorated, denied, or terminated if any or all family members are 

determined ineligible for assistance.
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b. Owner/Agent will notify the families that they are eligible for assistance, or for partial assistance, as a 
mixed family.

c. Owner/Agents must and will notify families in writing if they are found to be ineligible based upon 
citizenship/immigration status in accordance with requirements.

E. Owner Preparation to Collect Documentation of Citizenship/Immigration Status

Owners are required to verify with the Department of Homeland Security (DHS) the validity of documents 
provided by applicants. To do so, owners must:

1. Obtain access to the online system under U.S. Citizenship and Immigration Services, be assigned an 
access code and user ID.

2. If the owner does not have a personal computer or a CD drive and Windows on their personal 
computer, it will be necessary to verify immigration status using the paper process. A completed 
Document Verification Request, Form G-845S, and photocopies of the immigration documentation 
must be mailed to the local immigration office to receive verification of validity of the documents.

F. Required Documentation of Citizenship/Immigration Status

1. The owner/agent will obtain the following documentation for each family member regardless of age:
a. From U.S. citizens, a signed declaration of citizenship. Owner/Agents may require verification of 

the declaration by requiring presentation of a U.S. birth certificate or U.S. passport.
b. From non-citizens 62 years and older, a signed declaration of eligible non-citizen status and proof 

of age;
c. From non-citizens under the age of 62 claiming eligible status:

i) A signed declaration of eligible immigration status;
ii) A signed consent form; and
iii) One of the DHS-approved documents listed below

Acceptable DHS Documents

• Form I-551, Alien Registration Receipt Card (for permanent resident aliens).
• Form 1-94, Arrival-Departure Record annotated with one of the following:
• “Admitted as a Refugee Pursuant to Section 207”;
• “Section 208” or “Asylum”;
• “Section 243(h)” or “Deportation stayed by Attorney General”; or
• “Paroled Pursuant to Section 212(d)(5) of the INA.”
• Form I-94, Arrival-Departure Record (with no annotation) accompanied by one of the following:
• A final court decision granting asylum (but only if no appeal is taken);
• A letter from an DHS asylum officer granting asylum (if application was filed on or after October 1, 

1990) or from an DHS district director granting asylum (application filed was before October 1, 
1990);

• A court decision granting withholding of deportation; or
• A letter from an asylum officer granting withholding of deportation (if application was filed on or after 

October 1, 1990).
• 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.

2. Non-citizens not claiming eligible immigration status may elect to sign a statement that they 
acknowledge their ineligibility for assistance.
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G. Timeframes for Submitting Evidence of Citizenship/Immigration Status to the Owner

1. Applicants must submit required documentation of citizenship/immigration status no later than the date 
the owner initiates verification of other eligibility factors. Because of the prohibition against delaying 
assistance to obtain verification of citizenship/immigration status, owners are advised to implement 
procedures to verify eligible immigration status in advance of other verification efforts.

2. If the applicant cannot supply the documentation within the owner’s specified timeframe, the owner 
may grant the applicant 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 
required documentation. Although the extension period may not exceed 30 days, the owner may 
establish a shorter extension period based on the circumstances of the individual case.

3. The owner must inform the applicant in writing if an extension request is granted or denied. If the 
request is granted, the owner must include the new deadline for submitting the documentation. If the 
request is denied, the owner must state the reasons for the denial in the written response. When 
granting or rejecting extensions, owners must and will treat applicants consistently.

H. Prohibition Against Delay of Assistance

4. Owners may not delay the family’s assistance if the family submitted its immigration documentation in 
a timely manner, but the DHS verification or appeals process has not been completed.

a) If a unit is available, the family has come to the top of the waiting list, and at least one 
member of the family has been determined to be eligible, the owner must offer the family a 
unit. The owner must provide assistance to the family member determined to be eligible 
and to those family members that submitted their immigration documents on time. If any 
family members did not provide the required immigration documentation, then the 
assistance for the family must be prorated.

b) Because of the prohibition against delaying assistance to family members who have 
provided the required immigration documentation in a timely manner, owners are advised 
to implement procedures to verify eligible immigration status in advance of other 
verification efforts.

c) Owners continue to provide assistance to those family members who submitted their 
immigration documentation in a timely manner until their immigration status has been 
verified.

5. Once the owner has determined the citizenship/immigration status of a family assisted prior to 
completion of the verification or appeal process, the owner must do as follows:

a) Provide full assistance to a family that has established the eligibility of all of its members;
b) Offer continued prorated assistance to a mixed family

I. Verifying Information on Immigration Status

Owner/Agents must verify the validity of documents provided by applicants or tenants. The personal computer 
method provides automated status verification when the information is contained in the Alien Status Verification 
Index (ASVI) database. It also automates the paper secondary verification process, which eliminates in most 
instances the completion of the paper Form G-845S. If the owner is unable to obtain the results using the 
automated primary and secondary verification method, the owner must attempt to obtain results using the 
secondary verification paper process.

1. Primary verification.

a. Owners must conduct primary verification of eligible immigration status only for persons claiming 
eligible immigration status.

b. Owners must conduct primary verification through the SAVE ASVI database, the Department of Homeland 
Security (DHS) automated system. After obtaining computer software, access code and user ID by 
contacting the Office of Multifamily Housing at HUD, owners can access SAVE with a personal computer.

c. After accessing the ASVI database, the owner enters the required data fields. The personal computer 
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system will display one of the following messages for immigration status confirmation on the screen.

(1) Lawful Permanent Resident
(2) Temporary Resident
(3) Conditional Resident
(4) Asylee
(5) Refugee
(6) Cuban\Haitian Entrant
(7) Conditional Entrant

2. Secondary verification. If the message “institute secondary verification” is displayed on the screen, the 
manual verification process must be used.

a. Within 10 days of receiving an “Institute Secondary Verification” response, the owner must prepare DHS 
Form G- 845S, Document Verification Request. The owner must send DHS Form G-845S and photocopies 
of the DHS documents submitted by the applicant to the DHS office serving the property’s jurisdiction.

b. The DHS will return to the owner a copy of DHS Form G-845S indicating the results of the automated and 
manual search.

J. Appealing Determinations of Ineligibility

a. The owner must/will notify the family in writing as soon as possible if the secondary verification process 
returns a negative result. The notice describes the tenant or applicant family’s options. The family has 30 
days from receipt of the notice to choose which option to follow.

b. The family may appeal the owner’s decision directly to the DHS. The family must send a copy of the appeal 
directly to the owner. The DHS should respond to the appeal within 30 days.

i. If the DHS decision results in a positive determination of eligibility, the owner can provide the family 
with housing assistance.

ii. If the DHS decision results in a negative determination of eligibility, the family has 30 days to 
request a hearing with the owner.

K. Mixed Families

a. A mixed family is one whose members include citizens and eligible immigrants as well as non-citizens 
without eligible immigration status.

b. Mixed families that were in occupancy and received full assistance prior to the verification of 
citizenship/immigration status may be eligible for one of two types of assistance.

i. Continued assistance if the family was receiving assistance prior to June 19, 1995;
ii. Prorated assistance; or
iii. Applicant families that are mixed are eligible only for prorated assistance.

L. Continued Assistance

a. A mixed family who was receiving assistance on June 19, 1995, is entitled to continue receiving the same 
level of assistance if the following apply:

i. The family head, spouse, or co-head was a citizen or had eligible immigration status; and
ii. The family did not include any members who did not have eligible immigration status, except for the 

head, spouse, parents of the head of household, parents of the spouse, or children of the head or 
spouse.

b. Eligibility for continued assistance must have been established prior to November 29, 1996.

c. If, after November 29, 1996, anyone is added to a family, including a head of household, spouse, parents 
of the head of household or spouse, or children of the head of household or spouse, the family is not 
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eligible for continued assistance at the full level, but may receive prorated assistance.

M. Prorated Assistance

If a family is eligible for prorated assistance and is not receiving continued assistance, the amount of assistance the 
family receives is adjusted based on the number of family members who are eligible compared with the total 
number of family members. The prorated assistance is calculated by multiplying a family’s full assistance by a 
fraction. For Section 8 assistance programs, the number of eligible people in the family divided by the total number 
of persons in the family determines the fraction. Then, this fraction is multiplied by the full assistance payment. The 
reduced assistance payment results in a revised tenant rent for the family.

Note: For Section 236 properties, the fraction is the number of ineligible persons over the total number in the 
family. The proration increases the rent the family is otherwise paying by an amount equal to the difference 
between the market rent and the rent the family would otherwise pay, multiplied by the fraction.

N. Prohibition of Assistance to Non-citizen Students

Non-citizen students and their non-citizen families may not receive assistance. Non-citizen students are not eligible for 
continuation of assistance or prorated assistance.

1. A non-citizen student is defined as an individual who is as follows:

a. A resident of another country to which the individual intends to return;
b. A bona fide student pursuing a course of study in the United States; and
c. A person admitted to the United States solely for the purpose of pursuing a course 

of study as indicated on an F-1 or M-1 student visa.

2. This prohibition applies to the non-citizen student’s non-citizen spouse and children. However, 
spouses and children who are citizens may receive assistance.

Note: Owner/Agent and Applicant/Resident must update the Family and Owner Summery anytime there is a 
change in household composition.

5. PROJECT ELIGIBILITY REQUIREMENTS

Project eligibility establishes whether applicants are eligible to reside in the specific project to 
which they have applied. Several things may affect the match between an applicant and the 
applicant’s eligibility
for occupancy in a particular project:

1. The extent to which all or some of the units in a project are designated for specific family types, 
such as those who are elderly or disabled;

2. The project-specific occupancy standards established by the owner, the family size, and the 
unit sizes available in the project;

3. In some instances, a family’s intention to lease using a housing-choice voucher subsidy that may 
be used in some projects and not in others;

Being eligible, however, is not an entitlement to housing. In addition, every applicant must meet the Resident 
Selection Guidelines. The Resident Selection Guidelines are used to demonstrate the applicant's suitability as a 
resident using verified information on past behavior, to document the applicant's ability, either alone or with 
assistance, and to comply with essential lease provisions and any other rules and regulations governing residency.

6. APPLICATION INTAKE AND PROCESSING

It is the Property's policy to accept and process applications in accordance with applicable HUD Handbooks and 
Regulations when applicable.

Anyone who wishes to be admitted to an assisted property or placed on a property’s waiting list must complete an 
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application.

All applications are taken on site at the Property. Applying to the Waitlist can be done online at locations where 
the property website has an APPLICANTS link. All formal communications, approval, request for updates and 
denial notices, 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 (for example, medical emergencies or extreme weather 
conditions).

Every application must be completed by the head of the household and signed by the head of household, spouse, 
co- head, (regardless of age) and every adult household member 18 years of age and older. All other members of 
the household will be listed on the Application. Staff assistance might take the form of answering questions about 
the Application, helping applicants who might have literacy, vision, or language challenges, and, in general, make it 
possible for interested parties to apply for assisted housing.

All applications completed more than 30-days prior to an offer of a unit being made, the applicant will be required to 
up- date the application information. An offer will be made provided the applicant is currently eligible for the unit 
according to the HUD Handbook 4350. 3 program eligibility and suitability.

An applicant must contact management and up-date their application every six (6) months to remain on the waiting list.

Owners may choose to use a "full" application form, requiring all the detailed information needed to make a 
determination of eligibility, or a shorter pre-application form.

1. If an applicant will be placed on a waiting list, as opposed to being immediately offered a unit, the 
owner may use a pre-application (brief form of application), which provides the minimum 
information needed to determine if the applicant should be put on the waiting list.

or
2. If only a preliminary application has been completed, a full application must be completed at the 

time a unit is available so that the owner has enough information to determine the applicant's 
eligibility completely.

The applicant (s) should provide a self-certification of their race and ethnicity for data collection for HUD. 
Completing this form is optional and there is no penalty for not completing it. Owners will not complete the form on 
behalf of the resident. When the resident chooses not to self-certify race or ethnicity, a notation of this will placed in 
the resident file.

7. PRIORITIES FOR ACCESSIBLE OR ADAPTABLE APARTMENTS

For apartments 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 apartment 
feature).

NOTE: Current residents in good standing, requiring accessible/adaptable apartments, shall be given priority over 
applicants requiring the same type apartment. Where persons without disabilities are moved into apartments 
designed to meet special needs, they shall do so only after agreeing to move to an apartment with no such design 
features should an applicant or current resident require an accessible apartment of the type currently occupied by 
the persons without disabilities. The resident will be responsible for any cost associated with the transfer.

8. WAITING LIST SELECTION PROCEDURES / PRIORITIES

NOTE: Current residents, in good standing who meet the qualifications listed in the Transfer Policy for transfer to a 
different unit shall be given priority over applicants.

It is likely that there will be more applicants for housing than can be assisted. In order to select those families most 
in need of housing, the following categories will be the basis of selecting residents from among all applicants:

a. Handicapped or disabled eligible families when units are designated for their use
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b. Forty percent (40%) of all available (move out) units will be set aside for families whose total gross family 
income does not exceed 50% of the area median income as established by HUD.

1. Applicants will be taken from the waiting and transfer lists in order EXCEPT, if, at any time, the admission or 
initial certification of the next applicant/resident on the waiting/transfer list would cause the property to fall 
below the 40% under 50% requirements, the next applicant/resident who meets the under 50% income 
level requirement will be moved to the top of the list and admitted. This testing procedure will be applied to 
all admissions and initial certifications during the year. Records regarding this procedure will be kept on an 
annual basis and in the rental office. The determination of compliance will be monitored manually on the 
waiting list and through the HUD software vendor annually. Written documentation will be kept on file in the 
rental office.

2. Marketing each of these units will be targeted toward potential residents who have income that 
does not exceed 50% of the area median income.

c. “HUD Regulatory Preferences” require 236 properties to give preferences to applicants who 
have been displaced by government action or the president declaring a disaster. Applicant must 
provide valid documentation of government action or presidential declared disaster before a 
preference will be considered.

d. Within each of the above listed groups, approved applicants will be housed based solely on the 
date and time of application.

Families qualifying for more than one size unit, at the family’s request, will be placed each bedroom size waiting 
lists. This should be done at the time of the initial application.

Note: A and B above will be based on the property’s Occupancy Standards. Any resident requesting 
Section 8 assistance must be placed on the waiting list. Applicant may be placed on the 236 and Section 8 
waiting list at the time of initial application.

Note: Should an applicant experience a change in household composition after being placed on the waiting list, 
they will be required to report the change to the rental office in writing. Should the applicant require a change in 
bedroom size, the applicant will be added to the new waiting list based the time of the new request not the initial 
application date.

Income Targeting 

Sherwood Apartment Homes in order to comply with a mandate by the Department of Housing and Urban 
Development to lease not less than 40% of the dwelling units (assisted under the Section 8 Contract) that become 
available for occupancy in any project fiscal year to extremely low-income household, has opted to admit only 
extremely low-income households until the 40% target is met. If the applicant’s combined household income exceeds 
the extremely low-income limit, they will not be contacted until the property has met the 40% requirement or if the 
Waiting List has exhausted applicants that fall below the extremely low-income limit.

9. WAITING LIST MANAGEMENT

It is the policy of Management to administer its Waiting List as required by HUD handbooks and regulations.

a. Opening and Closing Waiting Lists

In order to maintain a balanced application pool, the Property may, at its discretion, restrict application 
taking, suspend application taking, and close Waiting Lists in whole or in part. The Property will also 
update the Waiting List by removing the names of those who are no longer interested in or no longer 
qualify for housing. If Property has sufficient applications, it may elect to:
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1) close the Waiting List completely,
2) close the Waiting List during certain times of the year

Decisions about closing the waiting list will be based on the number of applications available for a particular 
size and type of apartment and the ability of the Property to house an applicant in an appropriate apartment 
within a reasonable period of time. Closing the Waiting Lists, restricting intake, or opening the Waiting Lists will 
be posted at the property and advertised in the local newspaper to comply with the Affirmative Fair Housing 
Marketing Plan and will detail why the waiting list is being closed. The Property will use a one year waiting 
period to determine whether the Waiting List may be closed.

During the period when the Waiting List is closed, Property will not maintain a list of individuals who wish to be 
notified when the Waiting List is re-opened.

Once the property has decided to re-open the Waiting List, the notice will be posted at the property, advertised 
in the local newspaper, and comply with the Affirmative Fair Housing Marketing Plan. The notice will inform 
applicants when, where, and what is needed to apply. In addition, the notice will reflect, applicants will be 
taken from the waiting and transfer lists in order except if, the admission or initial certification of the next 
applicant/resident on the waiting/transfer list would cause the property to fall below the 40% under 50% 
requirements.

b. Change in Priority Status While on the Waiting List

Occasionally households on the Waiting List who did not qualify for a Priority when they applied will experience 
a change in circumstances that qualifies them for a Priority. In such cases, it will be the household's duty to 
contact the Property so that their change in status may be verified to reflect the Priority.

To the extent the verification determines the household does now qualify for a Priority, they will be moved up 
on the Waiting List in accordance with the Priority and their date of application.

c. Removal of Applications from the Waiting List

Property will not remove an applicant's name from the Waiting List unless:

1) the applicant requests that the name be removed;
2) the applicant was clearly advised of the requirement to tell Property of  his/her  continued  

interest in housing by a particular time and failed to do so;
3) property made a reasonable effort, in writing, to contact the applicant to determine if there 

was continued interest in housing but has been unsuccessful;
4) property has notified the applicant, in writing, of its intention to remove the applicant's 

name, because the applicant no longer qualifies for assisted housing;
5) the applicant fails to respond to a written notice for an eligibility interview;
6) applicant refused offer of unit for other than medically related reason;
7) applicant refused second offer of unit for other than medically related reason;
8) mail sent to the applicant's address is returned as undeliverable; or
9) the unit that is needed – using family size as the basis – changes, and no appropriate size 

unit exists in the property.

d. Interviews and Verification Process

As applicants approach the top of the waiting list, they will be contacted to schedule an application interview 
or be contacted and advised to update online application/online interview workflow. The interview /online 
interview workflow shall be conducted in accordance with the HUD Handbook 4350.3.

No decisions to accept or reject applications shall be made until all information pertaining to suitability and 
eligibility has been verified.

1. Verification Requirements Prior to Move-In
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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:

1) Eligibility for Admission, such as
a) income, assets, and asset income
b) Household composition
c) Social Security Numbers of all household members
d) Citizenship and/or legal status
e) Student Status

Note: The application asks if any applicant is currently living in subsidized housing. All 
household members Social Security number must and will be ran through EIV (Enterprise 
Income Verification System) Existing Households prior to move-in. See EIV Section for 
further information.

2) Allowances, such as
a) Age, disability, or handicap of household members
b) Full-time student statuspre
c) Child care costs
d) Handicap expenses
e) Medical costs (for elderly/handicap households only)

3) Priorities, such as
a) Income less than 50% of median income limits

4) Compliance with Resident Selection Guidelines, such as
a) Proof of ability to pay rent
b) Previously demonstrated adherence to Lease
c) Positive prior landlord reference, rent paying, caring for a home
d) History of criminal activity of any household member

5) Credit checks will be processed through approved credit bureaus with an approved credit 
rating. Exceptions include:
a) Medical collections.
b) Proof of satisfactory dispute of credit rating.
c) Applicant shows period of credit problems which have been corrected.
d) Applicant has proof of repayment of debt. Proof must be a statement of satisfaction 

from creditor, court, or other legal proof.

6) Special Program Requirements, such as
a) Special needs housing based on disability

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

b. Period for Verification

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.

c. Forms of Verification - documentation required, as part of the verification process, may 
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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

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.

d. Sources of Information - Sources of information to be checked may include, but not be limited 
to:

1) the applicant by means of interviews
2) present and former housing providers
3) present and former employers
4) credit checks and management record services
5) Household social workers, parole officers, court records, drug treatment centers, 

physicians, clergy, INS
6) law enforcement

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

1) third-party written
2) third-party oral with a record kept in the files
3) 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.)

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.

10.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
6) citizenship, naturalization, and/or eligible immigration status
7) student status

Residents will be given the “Is Fraud Worth It?” brochure (HUD form 1141) at the time of application. Residents will 
receive at annual recertification. Unintentional errors that do not cause preferential treatment will not be used as a 
basis to reject applicants.

11. DETERMINATION OF APPLICANT ELIGIBILITY
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Information needed to determine applicant eligibility shall be obtained, verified, and the determination of applicant 
eligibility performed, in accordance with HUD and property eligibility requirements.

12. DETERMINATION OF APPLICANT/RESIDENT QUALIFICATION

The Applicant Screening Policy

All applicants/residents for HUD regulated housing will be screened according to the criteria set forth in these 
Resident Selection Guidelines. The following guidelines, which are based on those set forth in the HUD 
Regulations, relate to the individual behavior of each applicant/resident household:

1) A record of disturbance of neighbors, destruction of property, or housekeeping habits at prior
or current residences which may adversely affect the health, safety, or welfare of other 
residents or cause damage to the apartment or community.

2) Involvement in criminal activity on the part of any applicant/resident household members which 
would adversely affect the health, safety, or welfare of other residents.

3) A record of eviction from housing or termination from residential programs.
4) An applicant's/resident’s ability and willingness to comply with the terms of the Property's 

Lease and community’s policies.
5) An applicant's/resident’s misrepresentation of any information related to eligibility, 

allowances, household composition, or rent.

13. HOW APPLICANT’S/RESIDENTS HISTORY WILL BE CHECKED

Listed below are the methods by which every applicant's/resident’s performance, relative to each of the five criteria, 
will be checked:

1) Past performance meeting financial obligations especially rent:
a) Credit check with Credit Bureau.
b) Contacting the current landlord and at least one prior landlord. The Landlord 

Verification Form will be used to gather previous rental history information.
c) The reason for checking with prior housing providers is that current housing providers of 

dangerous, destructive, or costly applicants may misrepresent information about them to 
get the Property to take over their problems. Contacts with all prior housing providers for at 
least the past 2 years are to be pursued. 

d) If verified records of timely rental payments are received from management(s), no further 
documentation of past performance in meeting financial obligations, especially rent, need to 
be collected.

NOTE: The applicant must pay any balance owed to a prior landlord before the 
Property/Management Agent will consider the applicant for occupancy.

2) Disturbance of neighbors, destruction of property, or living or housekeeping habits that would pose 
a threat to other residents:

a) Staff will check for these potential problems with the current management and at least one 
former management using the Landlord Verification Form.

b) If the applicant is not currently living under a lease with a management, the housing 
provider will be asked to verify the applicant's ability to comply with Property lease terms as 
it relates to these guidelines. Any area for which the applicant has upkeep responsibility will 
be inspected.

c) An applicant's/resident’s behavior toward Property Staff will be considered in relation to 
future behavior toward neighbors. Physical or verbal abuse or threats by an 
applicant/resident toward Property Staff will be noted in the file.

3) Involvement in criminal activity on the part of any applicant/resident household member/s which 
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would adversely affect the health, safety, or welfare of other residents.

4) Criminal history checks and outstanding warrants with local, state, and possibly federal authorities. 
Management will perform at each annual recertification a national sex offender search for every 
household member 18 years of age and older.

This property currently DOES perform criminal background check at the time annual recertification. 

5) A record of eviction from housing or termination from residential programs will be considered:

a) Property Manager will check Property records, management records, and other records to 
determine whether the applicants have been evicted from the Property, any other assisted 
housing, or any other property in the past

b) Records of evictions from residential programs will be checked with service agencies and 
with any housing providers referred by the applicant

c) Circumstances of any past eviction or termination in determining its relevance to Property 
tenancy.

6) Ability and willingness to comply with the terms of the Lease & Community Policies:

a) If an applicant/resident is able to document that he/she is complying with Lease terms and 
Community Policies in current and former residences, through a combination of 
management references this criterion will be considered to have been satisfied.

7) An applicant's/resident’s misrepresentation of any information related to eligibility, award of priority 
for admission, allowances, household composition, or rent.

a) If, during the course of processing an application/renewal, it becomes evident that an 
applicant/resident has falsified or otherwise misrepresented any facts about his/her 
current/past situation, criminal history, or behavior in a manner that would affect eligibility, 
Federal preferences, priorities, application selection criteria qualification, allowances, or 
rent, the application shall be rejected. If a current resident the lease will be terminated.

8) Obtaining Applicant/Resident Releases
When applicants/residents are interviewed prior to and after the eligibility and reference determination, 
all adult household members, spouses, co-heads, regardless of age, must sign the necessary 
releases required for gathering information needed to determine eligibility.

14. ACCEPTANCE CRITERIA

All applicants/residents must cooperate in completing the rental/renewal application and providing information 
necessary to determine an acceptable credit, rental, and criminal history. For acceptance the applicant/resident and 
all members of the household must demonstrate:

1. Good Rental History: A willingness and ability to:
 conform to rules and regulations and a respect for the rights of others;
 abide by the lease and house rules;
 pay rent on time;

2. Good Housekeeping: Housekeeping habits at current and prior residences which will/did not adversely 
affect the health, safety, or welfare of other residents or cause damage to the apartment or community.

3. Good Credit History: A satisfactory history in meeting financial obligations on a timely basis; including 
rent, loans, and credit.

Anyone with 56% or higher negative credit established within the last one (1) year will be automatically 
rejected for occupancy. Negative credit ratings will be defined as any account established within the last 
one year with a credit rating of “4” and above. In case of bankruptcy, all adverse credit ratings must be 
included in the bankruptcy and at least one I-1/R-1 must be established after bankruptcy is filed. Medical / 
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Hospital bills, telephone, cell phones, cable bills, utility bills, and student loans will not be counted toward a 
negative credit rating.

4. Good Criminal Record: A history of the applicant/resident or any household member, including live-in-
aides and foster adults, which does not include any criminal activity that would threaten the health, safety, 
or right to peaceful enjoyment of the premises by other residents; any criminal activity that threatens the 
health, safety, or right to peaceful enjoyment of their residences by persons residing in the immediate 
vicinity of the premises; any criminal activity that would threaten the health or safety of any property 
management staff responsible for managing the premises.

Note: Application processing is performed in the following order:
1. LEDIC Internal Screening

2. National Sex Offender Report

3. Oklahoma and Ohio Specific, State-County Free Online Criminal Reports

4. Landlord-Eviction based on applicant’s disclosure

5. Credit-Eviction via Screening provider

6. Criminal

7. EIV Existing Resident Search, included for all household members, including live-in-aides, foster 
children and foster adults. 

If an applicant owes another BSR/LRC/LEDIC property, the applicant is denied, and the process stops here. If 
applicant passes the Internal screening the next step will be to process the National Sex Offender report. If the 
applicant passes the National Sex Offender report, the states that have website to obtain criminal history will be 
performed, if applicant passes the landlord verifications will be obtained, if the applicant passes the landlord 
verifications the Credit and Eviction report is obtained via the Screening provider, if the applicant is approved, the 
National Criminal report is obtained via the screening provider. HUD eligibility and EIV will be the last steps in 
processing the application. Therefore, if they applicant does not pass owner/agent’s suitability criteria no EIV 
Existing Resident search will need to be performed. 

15. REVIEW OF RECOMMENDATIONS FOR ADMISSION, REJECTION OR NON-RENEWALS

Management must consider whether to reconsider a rejection of an applicant if he/she has a disability and the 
reasons for the rejection could be overcome by management’s reasonable accommodation of the applicant’s 
disability. 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]. The 
disability must have a direct correlation to the reason the applicant would be rejected. The applicant must request 
the 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 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 are where the 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.

a) If the applicant requests an additional interview to determine whether mitigating circumstances or 
reasonable accommodations would make it possible to accept his/her application; Management will 
do so based on Section 504 of the Rehabilitation Act of 1973.

b) If an applicant is clearly eligible and passes the screening guidelines, admission shall be 
authorized. Likewise, if the applicant is ineligible, rejection shall be authorized.

c) Management will follow the grievance process in compliance with requirements set forth in the HUD 
Handbook 4350.3. When rejecting an application, management will: provide notification in writing of 
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reasons for rejection;

1) inform the applicant they have 14 days to request in writing a meeting to discuss the rejection;
2) participate through a representative in an informal meeting;
3) provide a written determination to the applicant within 5 days of meeting.

16. REJECTION OF INELIGIBLE OR UNQUALIFIED APPLICANTS/RESIDENTS

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:

a. Misrepresentation: Willful or serious misrepresentation in the application procedure for the apartment or 
certification process for any government assisted dwelling unit.

b. Failure to sign HUD Form 9887 HUD Fact Sheet and 9887A Consent Form.

c. 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.

d. Violent Behavior: Includes evidence of acts of violence or of any other conduct, which would constitute a 
danger or disruption to the peaceful occupancy of neighbors.

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 Non-payment of rent or damages have changed sufficiently to enable the family to pay rent and 
other charges when due.

g. 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.

h. 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 when due rent for the apartment and other 
expenses relating to occupancy of the apartment.

i. Criminal Activity: Management has established a policy to reject/terminate all applications/renewals where 
the applicant/resident or any household member has engaged in certain criminal activity. Please reference 
Appendix A for detailed information regarding offenses in which housing may be prohibited. The 
activities that will be grounds for rejection/termination/non-renewal of an application/renewal are as follows:

Applicants will be denied if any of the following apply. See Appendix A, an attachment to this Tenant Selection 
Plan for full details. Management will consider the nature, severity, and recency of the criminal conduct. 
Applicant/Resident is encouraged to discuss and provided documentation.

Note: Management reserves the right to delay application approval or denial of open cases of severe charges. 
Murder, Assault, Sexual Related, Violence related charges. This will be documented on a case by case basis. 
Resident will remain at the top of the waiting list.

Note: The same criteria regarding criminal history applies to live-in aides and to residents at annual renewals. 
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During the admissions screening process, the Owner will perform the necessary criminal history background 
checks on a national level.

 Any household member has been evicted from Federally-assisted housing for drug-related criminal activity;

 Any member of the applicant’s household has been convicted of the manufacture of methamphetamine 
on the premises of federally subsidized housing;

 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 member of the household is subject to a lifetime registration requirement or is currently registered 
under a state sex offender registration program;

 Any conviction or adjudication other than acquittal, for sexual offenses listed in Appendix A. Offenders will 
be prohibited based on the timeframe listed in Appendix A.

 Violent criminal activity which indicates a pattern of violence that may threaten the safety of residents, 
staff, contractors, subcontractors or agents. Violent criminal activity includes sex crimes and crimes 
against children, cruelty to animals;

 Any criminal activity reasonably believed to potentially threaten the health or safety of other residents, 
employees, contractors, subcontractors or the owner;

 Unlawfully obtaining government assistance- termination of assistance for fraud

 Fleeing Prosecution or Violating Conditions of Probation or Parole if the applicant is fleeing to avoid 
prosecution,

 or custody or confinement after conviction for a crime or attempt to commit a crime that is a felony under 
the laws of the place from which the individual flees, or that in the case of New Jersey, is a high 
misdemeanor, OR if the applicant is violating a condition of probation or parole under Federal or State law, 
admission will be prohibited.

Note: All family members 18 years or older will be checked against the State/Federal sex offender registration 
list.

Management will consider the nature, severity, and recency of the criminal conduct. Applicant/Resident is 
encouraged to discuss and provided documentation.

A. When rejecting an application, the owner must and will:

1. Provide notification in writing of reasons for rejection along with the VAWA form 5380 (Notice of 
Occupancy Rights)

2. Inform the applicant he/she has 14 days to request in writing a meeting to discuss the application rejection

3. Participate through a representative in an informal meeting. It is preferable for the representative to 
not be the same person who made the original decision

4. The initial decision maker cannot be present at the meeting

5. The applicant and a representative(s) of his/her choice can be present
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6. Provide a written determination to the applicant within 5 days of meeting

Applicants may re-apply after being denied occupancy provided if they present documented proof of a change in 
the situation or circumstance that initially resulted in the rejection of the application.

NOTE: The above criteria will apply to current residents as well as applicants wishing to be admitted.

17. ACCEPTANCE AND MOVE-IN OF ELIGIBLE AND QUALIFIED APPLICANTS

1) Determination for Rent and Security Deposit
2) Monthly rent and security deposit amount will be determined in accordance with the Federal 

regulations governing the housing program and state law.

18. OFFERING AN APARTMENT

When an apartment becomes available for occupancy, it will be offered to the applicant at the top of the Waiting 
List for that apartment type. If the applicant cannot be contacted within five (5) working days, the offer will be 
cancelled, and the apartment will be offered to the next applicant on the Waiting List.

In that event, the first applicant will be sent a letter requesting confirmation of its interest in remaining on the Waiting 
List. If the applicant replies affirmatively, its application will retain its position on the Waiting List. If the reply is 
negative, or if no reply is received within five (5) working days, the application will be withdrawn.

If an applicant rejects an offer twice, the applicant is removed from the Waiting List.

19. PRIOR TO MOVE-IN

3) All adult members, spouses, co-heads, age 18 and older, of the household will sign the Lease, 
Community Policies, and related documents.

4) The applicant and management will inspect the apartment and sign the Move-In Inspection form.
5) The applicant will pay the Security Deposit. (Unless collected prior to move-in)
6) The applicant will pay the rent for the first month, as set forth in the Lease.
7) The applicant will be given a copy of the Lease, the Move-In Inspection form, Community 

Policies, the receipt for the Security Deposit (Unless collected prior to move-in) and first 
month's rent and all appropriate HUD brochures/pamphlets.

8) The applicant will provide proof the utility service has been transferred to their name for all 
utilities that will be their responsibility. Discontinuing the utility service during the resident’s 
occupancy will result in a lease violation and possible termination of the lease.

20. AT MOVE-IN

A. Residence Criteria
Assisted residents must have only one residence and receive assistance only in that unit. This rule is meant to 
ensure that the government pays assistance on only one unit for a family and provides assistance to as many 
eligible families as possible with available funding.

B. Sole Residence Requirement
1. A family is eligible for assistance only if the unit will be the family’s only residence.

2. The owner must not provide assistance to applicants who will maintain a 
residence in addition to the HUD-assisted unit.

C. Prohibition against Double Subsidies

Under no circumstances may any resident benefit from more than one of the following subsidies: Rent 
Supplement, RAP, Section 202 PAC, Section 202 PRAC or Section 811 PRAC, or project-based Section 8 
housing assistance, including Section 202/8.
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1. Residents must not receive assistance for two units at the same time.

2. Residents must not benefit from Housing Choice Voucher assistance in a unit 
already assisted through project-based Section 8, Rent Supplement, RAP, 
Section 202 PAC or Section 202 and 811 PRAC.

3. This prohibition does not prevent a person who is currently receiving assistance 
from applying for an assisted unit in another property. The assisted tenancy in 
the unit being vacated must end the day before the subsidy begins in the new 
unit.

Note: Should double subsidy occur within federally assisted programs, the applicant/resident will be 
responsible for paying contract rent to the owner/agent in which the subsidy was withheld.

21. ANNUAL RECERTIFICATIONS

Re-certifications will be conducted on an annual basis. Owners will inform residents, through written notices, about 
the residents’ responsibility to provide information about changes in family income or composition necessary to 
properly complete an annual recertification. These notices include information on the recertification process, 
requirements, and time lines. At each recertification, the owner will provide the resident with a copy of the HUD 
“Initial Notice, HUD Fact sheet, “How Your Rent is Determined”, Fraud Is It Worth It, EIV & You Brochure, and the 
HUD brochure “Residents Rights and Responsibilities” describing how the resident’s rent is calculated and their 
responsibilities on reporting changes.

Residents must supply information requested by the owner or HUD for use in a regularly scheduled recertification 
of family income and composition in accordance with HUD requirements. Head of Household, Co-Head, Spouse, 
regardless of age and all other household members 18 years of age and older, must sign HUD forms 9887, 9887A, 
and all verification consent forms.

See the above in Paragraph 16-J Criminal Activity, items i through xii for details on unacceptable criminal activity. 
Management reserves the right to terminate and/or non-renew any resident lease for any criminal activity that 
appears on the criminal background report or “Other Good Cause.”

22. INTERIM RECERTIFICATIONS

To ensure that assisted residents pay rents commensurate with their ability to pay, residents 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 residents must notify the owner (in writing) immediately but no more 
than 15 days if:

1. A family member moves in or out of the unit;
2. The family proposes to move a new member into the unit;

(Prior to moving any adult member into the household, applicant must be fully processed.)
3. An adult member of the family who was reported as unemployed on the most 

recent certification or recertification obtains employment; or
4. The family’s income cumulatively increases by $200 or more per month
5. The student status of any household member 18 years of age or older changes

NOTE: At a minimum, owners must apply screening criteria for drug and alcohol abuse and other criminal activity 
to persons proposed to be added to the household, including live-in aides.

Residents may request an interim recertification due to any changes occurring since the last recertification that may 
affect the TTP or resident rent and assistance payment for the resident. Changes a resident may report include the 
following:

1. Decreases in income including, but not limited to, loss of employment, reduction in number of hours

worked by an employed family member, and loss or reduction of welfare income;
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2. Increases in allowances including, but not limited to, increased medical expenses, and 
higher child care costs; and

3. Other changes affecting the calculation of a family’s annual or adjusted income including, but 
not limited to, a family member turning 62 years old, becoming a full-time student, or 
becoming a person with a disability

Effective Date of Interim Recertifications

If the tenant complies with the interim reporting requirement that is the resident reports the change within 15 days, rent 
changes must be implemented as follows:
1. Rent increases. If the tenant’s rent increases because of an interim adjustment, the owner must give the tenant 
50 days advance notice of the increase. The effective date of the increase will be the first of the month commencing 
after the end of the 50-day period.

2. Rent decreases. If the tenant’s rent will decrease, the change in rent is effective on the first day of the month 
after the date of action that caused the interim certification. A 50-day notice is not required for rent decreases.

OR
If the tenant does not comply with the interim reporting requirements, (does not report the change within 15 days) 
and it is discovered the tenant has failed to report changes as required by HUD guidelines and the signed 15 day, 
the owner initiates an interim recertification and implements rent changes as follows:

1. Rent increases. Owners must implement any resulting rent increase retroactive to the first of the month 
following the date that the action occurred.

2. Rent decreases. Any resulting rent decrease must be implemented effective the first rent period following 
completion of the recertification.

23. UNIT TRANSFER POLICY

Section 504 requires that owners take reasonable, nondiscriminatory steps to maximize the use of accessible units 
by eligible individuals whose disability requires the accessibility features of a particular unit. As part of this 
requirement, owners must assign available accessible units to residents/applicants in the following order:

Current Residents. Owners must first offer the unit to an individual with disabilities currently residing in a non- 
accessible unit in the same project or comparable project under common control, who requires the features of the 
unit.

Current Residents, not requiring an accommodation, in good standing, who may qualify for rental assistance or who 
meet the qualifications listed below, shall be given priority over applicants waiting to be admitted.

1) Per the HUD Handbook 4350.3, Revision 1, Change 2, Chapter 4, Paragraph 4-4-C, the following are 
reasons a unit transfer will be reviewed and may be granted:

A. A unit transfer because of family size;
B. A new unit because of changes in family composition;
C. Deeper subsidy (Rent Supplement, RAP or Section 8 assistance);
D. A unit transfer for a medical reason certified by a doctor; or
E. A unit transfer based on the need for an accessible unit-reasonable accommodation 

 Note: A and B above will be based on the property’s Occupancy Standards. Any resident requesting 
Section 8 assistance must be placed on the waiting list.

1) Residents requesting transfers for the above reasons will be placed on a transfer list based on apartment 
size and preference after a determination has been verified.

2) Over or under housed residents will be notified of the need to transfer by management. The resident has 
30-days to comply with the required transfer. If the resident refuses per the HUD Model Lease, the resident 
will be required to: (1) remain in the current unit and pay the HUD-approved market rent (2) move within 30 
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days after the owner notifies the family that a unit of the required size is available within the property.
3) Residents with a disability(s) will be given priority for accessible units or units with accessible features.
4) Transfers should occur after the completion of the initial lease term. (Except if based on accessibility needs 

or maintenance emergency) Residents are limited to two days, one to move out of the current apartment, 
and one to move into the new apartment. The unit being transferred from should be cleaned and left in 
good condition. The change in rent, regardless if there is an increase in the tenant portion and change in 
the assistance payment are effective on the day the tenant actually occupies the new unit.

5) Residents requesting to transfer will be required to have a zero balance prior to the unit transfer. 
Management will perform a unit inspection prior to a transfer being granted. In addition, resident’s past and 
current unit inspections must reflect a passing/satisfactory housekeeping score. Residents with 
unfavorable housekeeping inspections and constant damages will not be transferred. An exception would 
apply if the agent is requesting the transfer due to rehab or maintenance emergency.

6) Residents will be obligated to pay all costs associated with a move, unless the resident is transferred as an 
accommodation to a household member’s disability, then the owner may be obligated to pay the costs 
associated with the transfer; unless it would cause a financial or administrative burden on the property. The 
owner is not responsible for transferring cable, telephone, utilities, etc.

7) When a household transfers to a new apartment, management may:
• Section 8 and 236 properties will transfer the existing deposit
• Non-Eligible households occupying an accessible unit are to sign an agreement to move 

at their own expense should the unit be needed by a household requiring the accessible 
unit.

24. OCCUPANCY STANDARDS

Applicants must meet the established occupancy standards. As a general policy there should be a minimum of one 
person per bedroom and no more than two persons per bedroom. Management shall take into consideration 
mitigating circumstances in cases where applicants or residents have a verifiable need for a larger unit.

Any family placed in a unit size different than that defined in these Occupancy Standards shall agree to transfer to an 
appropriate size unit when one becomes available (in accordance with the Transfer Policy and Lease Addendum).

Dwelling units will be assigned in accordance with the following 

standards: Persons Per Household

Bedroom Size Minimum Maximum
0 1 2
1 1 2
2 2 4
3 3 6
4 4 8

NOTE: The Property consists of the following unit / bedroom sizes:   2, 3, 4

25. FAILURE TO MOVE IN ON TIME

If a household fails to move in on the agreed date, the application will be declined, and the apartment will 
be offered to the next household on the Waiting List.

26. COLLECTION OF SECURITY DEPOSIT

1. Residents on the Section 8 Program will be required to pay an amount up to, but no greater than, one
month’s total resident payment. (Unless New Construction/Substantial Rehab the higher of $50 or the 
TTP.)

2. Within 30 days after the move-out date (or shorter time if required by state and/or local laws), the 
owner must either:

3. Refund the full security deposit to a resident that does not owe any amounts under the lease and a 
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written 30- day notice to vacate has been provided to the owner; or
4. Provide the resident with an itemized list of any unpaid rent, damages to the unit, and an estimated 

cost for repair, along with a statement of the resident’s rights under state and local laws.
5. If the amount the owner claims is less than the security deposit, the 

owner must refund the unused balance to the resident.
6. If the owner fails to provide the list to the resident, the resident is entitled to a full refund 

of the resident’s security deposit.

27. VIOLENCE AGAINST WOMEN ACT

The Violence Against Women and Justice Department Reauthorization Act of 2005 for the Multifamily Project-
Based Section 8 Housing Assistance Payments Program has been implemented in accordance with NOTICE: 
H 08-07. All existing residents and new move-ins will be provided with the applicable HUD model lease along 
with the Lease Addendum Form HUD 91067.

In addition to providing the VAWA Lease Addendum, please provide the VAWA Notice (Form HUD-5380) 
and the VAWA Certification (Form HUD-5382) (§5.2005 VAWA Protections):

 At the time the applicant is denied assistance or admission;
 At the time the individual is provided assistance or admission (move in or initial certification);
 With any notification of eviction or notification of termination of assistance; and
 During the 12-month period following December 16, 2016, either during the annual recertification or lease 

renewal process, whichever is applicable, or if there will be no recertification or lease renewal for a tenant 
during the first year after the rule takes effect, through other means.

Although HUD has not mandated that households sign an Acknowledgement of Receipt of the 5380 & 5382 at 
move in and for existing residents, BSR/LRC has created an Acknowledgement be signed to show your compliance 
as an owner/agent to HUD regulations.

Tenants and family members of tenants who are victims of domestic violence, dating violence, sexual assault or 
stalking will be protected by the VAWA from being evicted or from housing assistance being terminated because of 
the acts of violence against them. If requested, tenants are required to submit to the Agent a completed 
Certification of Domestic Violence, Dating Violence or Stalking, Form HUD-91066, or other supporting 
documentation as described in the Act within 14 business days of the Agent’s request, or any extension of that date 
provided by the Agent. If the certification or other supporting documentation is not provided within the specified 
timeframe, the landlord may begin eviction proceedings.

28. ENTERPRISES INCOME VERIFICATION (EIV) EXISTING RESIDENT SEARCH

All Applicants MUST disclose if they are currently receiving HUD housing assistance. The owner/agent will not 
knowingly assist applicants who will maintain a residence in addition to the HUD-assisted unit.

HUD provides the owner/agent with information about an applicant’s current status as a HUD housing assistance 
recipient. Once the applicant has passed the owner/agent’s suitability screening criteria, the owner/agent will use 
the Enterprise Income Verification System (EIV) to determine if the applicant or any member, including foster 
children/foster adults/live-in-aides, of the applicant household is currently receiving HUD assistance.

Nothing prohibits a HUD housing assistance recipient from applying to this property. However, the applicant must 
move out of the current property and/or forfeit any voucher before HUD assistance on this property will begin. 
Special consideration applies to

1. Minor children where both parents share 50% custody

2. Recipients of HUD assistance in another unit who are moving to establish a new household 
when other family/household members will remain in the original unit

If the applicant or any member of the applicant household fails to fully and accurately disclose rental history, the 
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application may be denied based on the applicant’s “misrepresentation” of information.

This information will be reviewed on a monthly basis and at each annual certification. If any household member 
receives or attempts to receive assistance in another HUD assisted unit while receiving assistance on this property, 
the household member will be required to reimburse HUD for assistance paid in error. This is considered a material 
lease violation and may result in penalties up to and including eviction and pursuit of fraud charges.

29. PET POLICY
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PET POLICY

The owner/agent has established a No Pets Policy for this property.  Residents are not allowed to 
house pets.  Assistance animals, companion animals, service animals and therapy animals are not 
considered pets.  If an applicant wishes to request an assistance/companion/service/therapy animal, please 
review the process to request a reasonable accommodation.  There are no pet deposits or fees for assistance 
animals, companion animals, service animals and/or therapy animals.

Please keep in mind that the following criteria must be met in order for the owner/agent to approve such an 
accommodation:  

 The applicant or resident must meet the DOJ/HUD’s definition of person with disabilities
 The animal must be necessary to afford a person with a disability an equal opportunity to use and enjoy a 

dwelling
 The disability and need must be verified unless previously known or obvious
 The animal must not pose a threat to other residents, the property staff, or vendors
 The resident must agree to abide by the assistance animals’ rules (available for review upon request)  



      

NOTICE OF OCCUPANCY RIGHTS UNDER THE 
VIOLENCE AGAINST WOMEN ACT        

U.S. Department of Housing and Urban Development
OMB Approval No. 2577-0286

Expires 06/30/2017
Form HUD-5380

(12/2016)
  

Sherwood Apartment Homes

Notice of Occupancy Rights under the Violence Against Women Act1

To all Tenants and Applicants

The Violence Against Women Act (VAWA) provides protections for victims of domestic violence, dating violence, sexual 

assault, or stalking.  VAWA protections are not only available to women, but are available equally to all individuals 

regardless of sex, gender identity, or sexual orientation.2  The U.S. Department of Housing and Urban Development 

(HUD) is the Federal agency that oversees that project based Section 8 is in compliance with VAWA.  This notice explains 

your rights under VAWA.  A HUD-approved certification form is attached to this notice.  You can fill out this form to 

show that you are or have been a victim of domestic violence, dating violence, sexual assault, or stalking, and that you 

wish to use your rights under VAWA.”  

Protections for Applicants

If you otherwise qualify for assistance under project-based Section 8, you cannot be denied admission or denied 

assistance because you are or have been a victim of domestic violence, dating violence, sexual assault, or stalking.   

Protections for Tenants

If you are receiving assistance under HUD project-based Section 8, you may not be denied assistance, terminated from 

participation, or be evicted from your rental housing because you are or have been a victim of domestic violence, dating 

violence, sexual assault, or stalking.   

Also, if you or an affiliated individual of yours is or has been the victim of domestic violence, dating violence, sexual 

assault, or stalking by a member of your household or any guest, you may not be denied rental assistance or occupancy 

1 Despite the name of this law, VAWA protection is available regardless of sex, gender identity, or sexual orientation.
2 Housing providers cannot discriminate on the basis of any protected characteristic, including race, color, national origin, religion, 
sex, familial status, disability, or age.  HUD-assisted and HUD-insured housing must be made available to all otherwise eligible 
individuals regardless of actual or perceived sexual orientation, gender identity, or marital status.  



      

rights under HUD project based Section 8 solely on the basis of criminal activity directly relating to that domestic 

violence, dating violence, sexual assault, or stalking.

Affiliated individual means your spouse, parent, brother, sister, or child, or a person to whom you stand in the place of a 

parent or guardian (for example, the affiliated individual is in your care, custody, or control); or any individual, tenant, or 

lawful occupant living in your household.

Removing the Abuser or Perpetrator from the Household

HP may divide (bifurcate) your lease in order to evict the individual or terminate the assistance of the individual who has 

engaged in criminal activity (the abuser or perpetrator) directly relating to domestic violence, dating violence, sexual 

assault, or stalking.  

If HP chooses to remove the abuser or perpetrator, HP may not take away the rights of eligible tenants to the unit or 

otherwise punish the remaining tenants.  If the evicted abuser or perpetrator was the sole tenant to have established 

eligibility for assistance under the program, HP must allow the tenant who is or has been a victim and other household 

members to remain in the unit for a period of time, in order to establish eligibility under the program or under another 

HUD housing program covered by VAWA, or, find alternative housing.  

In removing the abuser or perpetrator from the household, HP must follow Federal, State, and local eviction procedures.  

In order to divide a lease, HP may, but is not required to, ask you for documentation or certification of the incidences of 

domestic violence, dating violence, sexual assault, or stalking.

Moving to Another Unit

Upon your request, HP may permit you to move to another unit, subject to the availability of other units, and still keep 

your assistance.  In order to approve a request, HP may ask you to provide documentation that you are requesting to 

move because of an incidence of domestic violence, dating violence, sexual assault, or stalking.  If the request is a 

request for emergency transfer, the housing provider may ask you to submit a written request or fill out a form where 

you certify that you meet the criteria for an emergency transfer under VAWA.  The criteria are:



      

(1) You are a victim of domestic violence, dating violence, sexual assault, or stalking.  If 

your housing provider does not already have documentation that you are a victim of domestic 

violence, dating violence, sexual assault, or stalking, your housing provider may ask you for such 

documentation, as described in the documentation section below.

(2) You expressly request the emergency transfer.  Your housing provider may choose to 

require that you submit a form or may accept another written or oral request.  

(3) You reasonably believe you are threatened with imminent harm from further violence if 

you remain in your current unit.  This means you have a reason to fear that if you do not 

receive a transfer you would suffer violence in the very near future.  

OR

You are a victim of sexual assault and the assault occurred on the premises during the 90-

calendar-day period before you request a transfer.  If you are a victim of sexual assault, then 

in addition to qualifying for an emergency transfer because you reasonably believe you are 

threatened with imminent harm from further violence if you remain in your unit, you may qualify 

for an emergency transfer if the sexual assault occurred on the premises of the property from 

which you are seeking your transfer, and that assault happened within the 90-calendar-day period 

before you expressly request the transfer.     

HP will keep confidential requests for emergency transfers by victims of domestic violence, dating violence, sexual 

assault, or stalking, and the location of any move by such victims and their families.

HP’s emergency transfer plan provides further information on emergency transfers, and HP must make a copy of its 

emergency transfer plan available to you if you ask to see it.

Documenting You Are or Have Been a Victim of Domestic Violence, Dating Violence, Sexual Assault or Stalking

HP can, but is not required to, ask you to provide documentation to “certify” that you are or have been a victim of 

domestic violence, dating violence, sexual assault, or stalking.  Such request from HP must be in writing, and HP must 



      

give you at least 14 business days (Saturdays, Sundays, and Federal holidays do not count) from the day you receive the 

request to provide the documentation.  HP may, but does not have to, extend the deadline for the submission of 

documentation upon your request.

You can provide one of the following to HP as documentation.  It is your choice which of the following to submit if HP 

asks you to provide documentation that you are or have been a victim of domestic violence, dating violence, sexual 

assault, or stalking.

 A complete HUD-approved certification form given to you by HP with this notice, that documents an incident of 

domestic violence, dating violence, sexual assault, or stalking. The form will ask for your name, the date, time, 

and location of the incident of domestic violence, dating violence, sexual assault, or stalking, and a description of 

the incident.  The certification form provides for including the name of the abuser or perpetrator if the name of 

the abuser or perpetrator is known and is safe to provide. 

 A record of a Federal, State, tribal, territorial, or local law enforcement agency, court, or administrative agency 

that documents the incident of domestic violence, dating violence, sexual assault, or stalking.  Examples of such 

records include police reports, protective orders, and restraining orders, among others. 

 A statement, which you must sign, along with the signature of an employee, agent, or volunteer of a victim 

service provider, an attorney, a medical professional or a mental health professional (collectively, 

“professional”) from whom you sought assistance in addressing domestic violence, dating violence, sexual 

assault, or stalking, or the effects of abuse, and with the professional selected by you attesting under penalty of 

perjury that he or she believes that the incident or incidents of domestic violence, dating violence, sexual 

assault, or stalking are grounds for protection.

 Any other statement or evidence that HP has agreed to accept. 

If you fail or refuse to provide one of these documents within the 14 business days, HP does not have to provide you 

with the protections contained in this notice. 



      

If HP receives conflicting evidence that an incident of domestic violence, dating violence, sexual assault, or stalking has 

been committed (such as certification forms from two or more members of a household each claiming to be a victim and 

naming one or more of the other petitioning household members as the abuser or perpetrator), HP has the right to 

request that you provide third-party documentation within thirty 30 calendar days in order to resolve the conflict.  If you 

ail or refuse to provide third-party documentation where there is conflicting evidence, HP does not have to provide you 

with the protections contained in this notice.

Confidentiality

HP must keep confidential any information you provide related to the exercise of your rights under VAWA, including the 

fact that you are exercising your rights under VAWA.  

HP must not allow any individual administering assistance or other services on behalf of HP (for example, employees and 

contractors) to have access to confidential information unless for reasons that specifically call for these individuals to 

have access to this information under applicable Federal, State, or local law. 

HP must not enter your information into any shared database or disclose your information to any other entity or 

individual.  HP, however, may disclose the information provided if:

 You give written permission to HP to release the information on a time limited basis.

 HP needs to use the information in an eviction or termination proceeding, such as to evict your abuser or 

perpetrator or terminate your abuser or perpetrator from assistance under this program.

 A law requires HP or your landlord to release the information.

VAWA does not limit HP’s duty to honor court orders about access to or control of the property. This includes orders 

issued to protect a victim and orders dividing property among household members in cases where a family breaks up.

Reasons a Tenant Eligible for Occupancy Rights under VAWA May Be Evicted or Assistance May Be Terminated

You can be evicted, and your assistance can be terminated for serious or repeated lease violations that are not related 

to domestic violence, dating violence, sexual assault, or stalking committed against you.  However, HP cannot hold 

tenants who have been victims of domestic violence, dating violence, sexual assault, or stalking to a more demanding 



      

set of rules than it applies to tenants who have not been victims of domestic violence, dating violence, sexual assault, or 

stalking.   

The protections described in this notice might not apply, and you could be evicted, and your assistance terminated, if HP 

can demonstrate that not evicting you or terminating your assistance would present a real physical danger that:

1)  Would occur within an immediate time frame, and 

2)  Could result in death or serious bodily harm to other tenants or those who work on the property.

If HP can demonstrate the above, HP should only terminate your assistance or evict you if there are no other actions 

that could be taken to reduce or eliminate the threat.

Other Laws

VAWA does not replace any Federal, State, or local law that provides greater protection for victims of domestic violence, 

dating violence, sexual assault, or stalking.  You may be entitled to additional housing protections for victims of domestic 

violence, dating violence, sexual assault, or stalking under other Federal laws, as well as under State and local laws.  

Non-Compliance with The Requirements of This Notice

You may report a covered housing provider’s violation of these rights and seek additional assistance, if needed, by 

contacting or filing a complaint with 

U.S. Department of Housing and Urban Dev

950 22nd Street North, Suite 900

Birmingham, AL 35203

For Additional Information

You may view a copy of HUD’s final VAWA rule at  https://www.govinfo.gov/content/pkg/FR-2016-11-16/pdf/2016-25888.pdf.

Additionally, HP must make a copy of HUD’s VAWA regulations available to you if you ask to see them.  

For questions regarding VAWA, please contact your community manager.  

For help regarding an abusive relationship, you may call the National Domestic Violence Hotline at 1-800-799-7233 or, 

for persons with hearing impairments, 1-800-787-3224 (TTY).  You may also contact

 One Place Family Justice Center

530 S. Lawrence Street

https://www.govinfo.gov/content/pkg/FR-2016-11-16/pdf/2016-25888.pdf


      

Montgomery, AL 36104

334-262-7378

For tenants who are or have been victims of stalking seeking help may visit the National Center for Victims of Crime’s 

Stalking Resource Center at  https://www.victimsofcrime.org/our-programs/stalking-resource-center.

For help regarding sexual assault, you may contact

Family Sunshine Center

P.O. Box 5160

Montgomery, AL  36103

800-650-6522

Victims of stalking seeking help may contact 

One Place Family Justice Center

530 S. Lawrence Street

Montgomery, AL 36104

334-262-7378.

Attachment:  Certification form HUD-5382 

https://www.victimsofcrime.org/our-programs/stalking-resource-center


      

CERTIFICATION OF     
DATING VIOLENCE,
SEXUAL ASSAULT, OR STALKING,                                                      
AND ALTERNATE DOCUMENTATION        

U.S. Department of Housing
and Urban Development

OMB Approval No. 2577-0286
               Exp. 06/30/2017

Form HUD-5382
(12/2016)

  
Purpose of Form:  The Violence Against Women Act (“VAWA”) protects applicants, tenants, and program participants in 
certain HUD programs from being evicted, denied housing assistance, or terminated from housing assistance based on 
acts of domestic violence, dating violence, sexual assault, or stalking against them.  Despite the name of this law, VAWA 
protection is available to victims of domestic violence, dating violence, sexual assault, and stalking, regardless of sex, 
gender identity, or sexual orientation.

Use of This Optional Form:  If you are seeking VAWA protections from your housing provider, your housing provider 
may give you a written request that asks you to submit documentation about the incident or incidents of domestic 
violence, dating violence, sexual assault, or stalking.  

In response to this request, you or someone on your behalf may complete this optional form and submit it to your 
housing provider, or you may submit one of the following types of third-party documentation:

(1) A document signed by you and an employee, agent, or volunteer of a victim service provider, an attorney, or 
medical professional, or a mental health professional (collectively, “professional”) from whom you have sought 
assistance relating to domestic violence, dating violence, sexual assault, or stalking, or the effects of abuse.  The 
document must specify, under penalty of perjury, that the professional believes the incident or incidents of domestic 
violence, dating violence, sexual assault, or stalking occurred and meet the definition of “domestic violence,” “dating 
violence,” “sexual assault,” or “stalking” in HUD’s regulations at 24 CFR 5.2003. 

(2) A record of a Federal, State, tribal, territorial or local law enforcement agency, court, or administrative agency; or

(3) At the discretion of the housing provider, a statement or other evidence provided by the applicant or tenant.

Submission of Documentation:  The time period to submit documentation is 14 business days from the date that you 
receive a written request from your housing provider asking that you provide documentation of the occurrence of 
domestic violence, dating violence, sexual assault, or stalking.  Your housing provider may, but is not required to, extend 
the time period to submit the documentation, if you request an extension of the time period.  If the requested 
information is not received within 14 business days of when you received the request for the documentation, or any 
extension of the date provided by your housing provider, your housing provider does not need to grant you any of the 
VAWA protections. Distribution or issuance of this form does not serve as a written request for certification.

Confidentiality:  All information provided to your housing provider concerning the incident(s) of domestic violence, 
dating violence, sexual assault, or stalking shall be kept confidential and such details shall not be entered into any shared 
database.  Employees of your housing provider are not to have access to these details unless to grant or deny VAWA 
protections to you, and such employees may not disclose this information to any other entity or individual, except to the 
extent that disclosure is: (i) consented to by you in writing in a time-limited release; (ii) required for use in an eviction 
proceeding or hearing regarding termination of assistance; or (iii) otherwise required by applicable law.



      

TO BE COMPLETED BY OR ON BEHALF OF THE VICTIM OF DOMESTIC VIOLENCE, DATING VIOLENCE, SEXUAL ASSAULT, 
OR STALKING 

1.  Date the written request is received by victim: _________________________________________

2.  Name of victim: ___________________________________________________________________

3.  Your name (if different from victim’s): ________________________________________________

4.  Name(s) of other family member(s) listed on the lease: ___________________________________

___________________________________________________________________________________

5.  Residence of victim: ________________________________________________________________

6.  Name of the accused perpetrator (if known and can be safely disclosed): ____________________

__________________________________________________________________________________

7.  Relationship of the accused perpetrator to the victim: ___________________________________

8.  Date(s) and times(s) of incident(s) (if known): ___________________________________________

_________________________________________________________________

10.  Location of incident(s): _____________________________________________________________

This is to certify that the information provided on this form is true and correct to the best of my knowledge and 
recollection, and that the individual named above in Item 2 is or has been a victim of domestic violence, dating violence, 
sexual assault, or stalking. I acknowledge that submission of false information could jeopardize program eligibility and 
could be the basis for denial of admission, termination of assistance, or eviction.

Signature __________________________________Signed on (Date) ___________________________

Public Reporting Burden:  The public reporting burden for this collection of information is estimated to average 1 hour 
per response.  This includes the time for collecting, reviewing, and reporting the data.  The information provided is to be 
used by the housing provider to request certification that the applicant or tenant is a victim of domestic violence, dating 
violence, sexual assault, or stalking.  The information is subject to the confidentiality requirements of VAWA. This agency 
may not collect this information, and you are not required to complete this form, unless it displays a currently valid 
Office of Management and Budget control number.              

In your own words, briefly describe the incident(s): 

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

__________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

_________________________________________________________________



Company Name (Code):
LEDIC Screening Policy, Credit Policy: LED09, 595 Credit Product

Last Revision
Date:

3/26/18 -
Pending Crim Applies to: Affordable C - Section 8 Standard

RESIDENT SCREENING CRITERIA

WORKFLOW

1. RUN CREDIT (INCLUDING SOCIAL SECURITY FRAUD CHECK), PREMIUM NATIONAL CRIMINAL WITH BEST PRACTICE SUPPLEMENTAL (INCLUDING
NATIONAL SEX OFFENDER), PREMIUM NATIONAL CIVIL COURT, RENTBUREAU, AND OFAC.

2. IF CREDIT FAILS, REVIEW THE APPLICANT FILE FOR REEVALUATION ITEMS & REQUEST A REEVALUATION.

A. IF NO ITEMS CAN BE REEVALUATED THE SCREENING IS COMPLETE.

CREDIT SCORING PARAMETERS CREDIT RESULTS

Problem Type Years/Balances
Scored Credit Risk Result

Collections,
Charge-offs,

Judgments, Open
Bankruptcy

2 Years Limited Established Credit Accept Applicant (Standard Deposit)

Late Payments 1 Year No Established Credit Accept Applicant (Standard Deposit)

Closed
Bankruptcy Do Not Score Minor Accept Applicant (Standard Deposit)

Foreclosures
(Reevaluation) Do Not Score Moderate Accept Applicant (Standard Deposit)

Student Loans Do Not Score High Accept Applicant (Standard Deposit)

Medical Debt Do Not Score Severe Reject

Account Balances Do Not Score Under
$250

Second Bureau
Pull No

INCOME CRITERIA EMPLOYMENT/ RESIDENCY CRITERIA

Rent-to-Income
Ratio Result

Length of History

Employment Residency Result

N/A N/A N/A N/A N/A

N/A N/A N/A N/A N/A

N/A N/A - No Residency
History N/A

A Negative History A Negative History Decline Applicant

APARTMENT COMMUNITY FILTER UTILITY RELATED COLLECTIONS OR JUDGMENTS

Scoring Criteria Scoring Criteria Scoring Criteria

Sum of Balances
in last

36 months
exceeding $250

Decline Sum of Balances in last
X months exceeding $X N/A

N/A N/A X or more (on credit report) N/A

Exclude from Scoring No

NOVA INTERNATIONAL CREDIT

Minimum Score New Result

N/A N/A

©2018 RentGrow, Inc., a wholly owned subsidiary of Yardi Systems, Inc. All rights reserved.

APPENDIX A



CRIMINAL SCORING POLICY

Product: Premium National Criminal w/ Supplemental Criminal and Civil Court

Activation Date:

Revision Date

NATIONAL SEX OFFENDER REGISTRY RECORDS

National Sex Offender Record Found Decline

©2018 RentGrow, Inc., a wholly owned subsidiary of Yardi Systems, Inc. All rights reserved.



CRIMINAL RECORDS

Offenses Felony (Years) Pending Felony
(1 Year)

Misdemeanor
(Years)

Pending Misd
(1 Year)

Patterns of
Misdemeanor

Pending
Dispositions

1) Alcohol Related 10 0

2) Arson 20 7

3a) Assault and Battery I Any 3

3b) Assault and Battery II Any 3

4) Bad Checks 10 5

5a) Burglary I 20 3

5b) Burglary II 20 3

6) Crimes Against Animals 10 3

7) Crimes Against Children Any 10

8) Crimes Against Gov't 10 3

9) Cyber Crimes 10 3

10) Destruction of Property 20 3

11) Disturbance of Peace 10 3

12) Domestic Crimes Any 10

13a) Drug Offenses I 10 5

13b) Drug Offenses II 10 5

14a) Drug Offenses III 10 5

14b) Drug Offenses IV 10 5

14c) Drug Offenses V 10 5

14d) Drug Offenses VI 10 5

14e) Drug Offenses VII 10 5

15) Embezzlement 20 3

16a) Fraud I 10 3

16b) Fraud II 10 3

17) Gambling 10 3

18) Harassment 10 3

19a) Homicide I Any 20

19b) Homicide II Any 20

19c) Homicide III Any 20

19d) Homicide IV Any 20

20a) Kidnapping I Any 10

20b) Kidnapping II Any 10

21) Organized Crime 10 5

22) OUI, OVI, DWI 10 0

23) Petit Theft 10 0

24) Purposely Obstructs the
Law 10 3

25) Robbery Any 10

26) Sex Crimes - Other Any 10

27a) Sex Crimes Against a
Person Any 10

27b) Sex Crimes Against a
Child Any 10

28) Theft/Larceny 20 3

29) Traffic Violations 20 - -

30) Trespassing 10 3

31a) Weapons Related I 20 10

31b) Weapons Related II 20 10

32) Incarceration (Due to
Conviction) Release Date 0 0 - -

33) Any Offense Not Listed 10 3

©2018 RentGrow, Inc., a wholly owned subsidiary of Yardi Systems, Inc. All rights reserved.



HOUSING CRITERIA

RENTAL HISTORY

Rental History

Problem Type Quantity Timeframe
(Months) Minimum Value Result

Late Payments N/A N/A - Accept

NSFs 2 12 - Decline

Outstanding Balances 2 24 - Decline

Write-Offs - 36 $250 Decline

Collections - 36 $250 Decline

CIVIL COURT RECORDS

Civil Court
Records

Problem Type Quantity Timeframe Minimum Value Result

Filings / Unlawful Detainers N/A N/A - Accept

Monetary Judgment 1 3 Years $250 Decline

Possession / Forcible Detainers 1 3 Years - Decline

Dispute
Exception If proof of paid judgment is received, ignore any other rejectable civil court problem type with the same case #.

REEVALUATION INSTRUCTIONS

Outstanding Balances to Another Apartment Community: Applicants that have a collection, judgment, or outstanding balance against them from a previous
apartment community is Rejected. If, however the previous judgment or outstanding balance has been satisfied (paid) then the applicant is eligible for rental. If
there are 3 or more paid collections/judgments from apartment community then the applicant is still rejected.

N/A

GROUP SCORING INSTRUCTIONS

Credit Accepted Applicants: Take the lowest (Worst) individual score and apply it to the group.

©2018 RentGrow, Inc., a wholly owned subsidiary of Yardi Systems, Inc. All rights reserved.



SPECIAL INSTRUCTIONS

N/A N/A

N/A N/A

N/A N/A

N/A N/A

 CORPORATE APPLICATION SCORING CRITERIA

INTELLISCORE RESULT

N/A N/A

N/A N/A

N/A N/A

Notes N/A

DISCLAIMER

RENTGROW REPORTS INFORMATION ABOUT APPLICANTS IN ACCORDANCE WITH APPLICABLE STATE AND FEDERAL LAW. HOWEVER, OTHER
FEDERAL, STATE OR LOCAL LAWS AND REGULATIONS MAY APPLY TO YOUR USE OF THIS INFORMATION. IN SETTING UP YOUR SCREENING
POLICY AND WHEN MAKING RENTAL DECISIONS, INCLUDING DECISIONS BASED IN WHOLE OR IN PART ON INFORMATION PROVIDED BY
RENTGROW, IT IS YOUR SOLE RESPONSIBILITY TO UNDERSTAND AND ABIDE BY ALL SUCH LAWS AND REGULATIONS.

©2018 RentGrow, Inc., a wholly owned subsidiary of Yardi Systems, Inc. All rights reserved.






