LIHTC/100%/IN

SOUTHSIDE PARTNERS II, LP 
Indianapolis, Indiana 

ADMISSION, TRANSFER, AND CONTINUING OCCUPANCY POLICY
March 1999, 1/18/05 and Revised 9-18-09
PROPERTY DESCRIPTION

Southside Partners II is a LIHTC rental property consisting of two, three and four bedroom duplexes and single family homes which have been newly built or beautifully renovated.  These rental homes are available in the SEND, Concord and WIDC areas. There are a total of 31 units.

As a part of the Section 42 Tax Credit Program, which is intended to make affordable housing available to lower-income persons and households, income limits apply based on the family size.  All applicants must meet eligibility requirements of the Section 42 program and the selection criteria for Southside Partners II, including acceptable credit, criminal background check, and rental history. Rents are restricted by the Section 42 program to make them affordable to low-income persons, but they do not vary according to the residents' incomes.  However, persons with Section 8 certificates or vouchers are encouraged to apply.  All renters will have a set rental rate they would pay SSP II and utilities are paid by the residents not the landlord.
Rents depend on the size of the housing not on the income of the residents.  However, some residents may be able to receive Section 8 rental assistance through the Indianapolis Public Housing Agency.

As required by the LIHTC program, a utility allowance for resident-paid utilities has been taken into account in determining the rents residents pay.  The utility allowance is 
Southside Partners II, LP does not offer health care or medical services, food services, or housekeeping services.

ELIGIBILITY

To be eligible for admission and for continuing occupancy, applicants must meet the eligibility requirements of Section 42 AND the Southside Partners II, LP resident selection criteria.

ELIGIBLE HOUSEHOLD CHARACTERISTICS

1.
Occupancy is open to qualified households of one or more persons, at least one of whom is 18 years of age or older.  Southside Partners II, LP does not require that all household members be related to one another.

2.
One or more eligible persons living with another person who is essential to their care and well-being, based on a licensed physician's certification, and who meets the following definition for a live-in aide/attendant. 

LIVE-IN AIDE/ATTENDANT:  A person who lives with an elderly, handicapped or disabled individual and is essential to that individual's care and well-being, is not obligated for the individual's support, and would not be living in the unit except to provide the support services.  While a relative may be considered to be a live-in aide/attendant, this definition must be met, especially the last part of it.  The live-in qualifies for occupancy only as long as the individual needing supportive services does and may not qualify for continued occupancy as a remaining family member Live-in aides/attendants will be subject to resident criteria screening of credit, criminal, and landlord references.

3.
Families with children are welcome at Southside Partners II, LP.  Documentation is required to establish that one or both natural or adoptive parents are in the household and/or that an adult in the household has legal custody or guardianship at least 50% of the year.

4.
An "emancipated minor" can be admitted as an adult with adequate documentation to prove the emancipation, e.g., court order or proof of marriage.  (Required documentation for proof of marriage include the minor's maiden name, where the couple were married, and a copy of the official marriage record signed by the county clerk or clerk of courts.)

5.
Full-time students are not generally permitted on this program, but some households including one or more full-time students qualify for one of the exemptions to this I.R.S. ruling, e.g., married students who file a joint tax return or as outlined on page 2 of the Tenant Income Certification.

UNIT SIZE

1.
A dwelling unit of the appropriate size must be available in order to permit occupancy by an eligible household.

2.
Minimum space requirements for residential buildings are specified in square feet in the local building code and depend on the age and number of occupants.  Typically, management considers a maximum of two persons per bedroom to be a reasonable standard.

3.
Applicants who choose to be on the waiting list for more than one unit size or type for which they may qualify should be aware that:


A.
Refusal of an offered unit of either size and type applied for will cause the application to be canceled UNLESS the applicant still has his/her one "pass" privilege and wishes to use it to remain on the waiting list for the other unit size/type.


B.
Acceptance of an offered unit for move-in will cause the applicant's name to be removed from any other size/type unit’s waiting list.

4.
No additions to the household may be made after move-in unless previously approved in writing by management.  Management will not be able to approve the addition of any person to the household until all necessary verifications (credit report, landlord verifications, income and asset verifications, etc.) have been received and management has been able to determine that the addition is acceptable. Permitting unauthorized persons to occupy the unit violates the lease and is grounds for termination of tenancy (eviction).

A.
Management will not be able to approve the addition of a person or persons to the household if this would cause the family to exceed the maximum number permitted by the local occupancy code for the present unit size. 

B.
Management will also not be able to approve the addition of any adult (18 or older) to the household until all necessary verifications (credit report, landlord verifications, criminal background checks, verifications of income, assets, etc.) have been received and management has been able to determine that the addition is acceptable. 


C.
To approve the addition of a person under age 18, management must receive documentation to prove that the minor is the child of one or both natural or adoptive parents living in the household and/or proof of legal custody or guardianship.  In the event of split custody, an adult living in the household must have custody of the child 50% of the year or more.


D.
Verification required before admitting a live-in aide/attendant is less, as income and asset verification are not necessary, and the live-in attendant cannot become a remaining member, but a criminal background check, landlord verifications, etc. are required by management.

INCOME LIMITATIONS

Income limits for the Section 42 program are published annually by IHCDA, which is the state monitoring agency for this program.  Income limits vary according to the household size.

ADDITIONAL SELECTION CRITERIA

Applicants must also be determined acceptable according to the following criteria in order to be approved for admission:

1.
APPLICANT'S WILLINGNESS TO PAY RENT IN A TIMELY MANNER, as determined from information obtained from current and prior landlords or mortgage companies, if any, for at least the past two years; from a credit report; and from credit references provided by the applicant or disclosed by the credit report; AND

2.
APPLICANT'S ABILITY AND WILLINGNESS TO CARE FOR THE APARTMENT, based on landlord references, credit report, and/or a home visit; AND

3.
APPLICANT'S ABILITY AND WILLINGNESS TO ABIDE BY THE TERMS OF THE LEASE, as determined from landlord references, credit report, and by police records to provide the applicant's or household member's history of arrest and or conviction for crimes against persons or property, drug-dealing, drug possession, etc.; AND

4.
A record of criminal acts against persons or property; drug-related criminal activity including the illegal manufacture, sale, distribution, use, or possession of a controlled substance; acts of violence against other persons; or confinement in a correctional facility following conviction for any of the foregoing criminal activities; or serious or repeated disturbances that disturb the livability of a residential property or community, adversely affect the health or safety of any person, have an adverse financial effect on a residential property, interfere with the management of a property, or interfere with the rights and quiet enjoyment of other residents during the five years prior to application will be grounds for rejection of the application.  Unless otherwise provided by law, proof of violation shall not require criminal conviction but shall be by a preponderance of the evidence cannot be approved.
5.
Any applicant that has had a termination of assistance or tenancy in a subsidized housing program for fraud, nonpayment of rent, or failure to cooperate with recertification procedures cannot be approved.

 6.
Any household member that is subject to a state sex offender lifetime requirement cannot be approved.

7.
Any household member for whom there is reasonable cause to believe that the members behavior from abuse or pattern of abuse of alcohol, may interfere with the health, safety, and right to peaceful enjoyment by other residents, The screening standard must be based on behavior, not the condition of alcoholism or alcohol abuse.  If there is reasonable cause then the applicant cannot be approved.
8.
Criminal convictions that involved physical violence to persons or property, or endangered the health and safety of other persons within the last fifteen (15) years cannot be approved.

9.
Criminal convictions in connection with the manufacture or distribution of a controlled substance within the last fifteen (15) years cannot be approved.

10.
APPLICANT'S must be physically able to live within the property's facilities AND mentally competent to execute the lease, to abide by its terms, and to handle his/her personal affairs, with or without the aid of a live-in attendant.

"INELIGIBLE APPLICANTS"

Applicants who are over the income limit for the specific house are "ineligible applicants" and may not be admitted.
THE VIOLENCE AGAINST WOMEN AND DEPARTMENT OF JUSTICE REAUTHORIZATION ACT OF 2005
· The act protections apply to families applying for or receiving rental assistance payments under the project-based Section 8 program.  The law protects victims of domestic violence, dating violence or stalking, as well as their immediate family members generally, from being evicted or being denied housing assistance if an incident of violence is reported and confirmed.  The VAWA also provides that an incident of actual or threatened domestic violence, dating violence or stalking does not qualify as a serious or repeated violation of the lease nor does it constitute good cause for terminating the assistance, tenancy, or occupancy rights of the victim.  Furthermore, criminal activity directly relating to domestic violence, dating violence or stalking is not grounds for terminating the victim’s tenancy.  Southside Partners II, LP may bifurcate a Lease Agreement in order to evict, remove, or terminate the assistance of the offender while allowing the victim, a lawful occupant, to remain in the unit.
FAIR HOUSING AND EQUAL OPPORTUNITY REQUIREMENTS

Southside Partners II, LP  will not knowingly violate any applicable Federal, State, or local fair housing, civil rights laws, or any equal opportunity requirements.  The property's Affirmative Fair Housing Marketing Plan is attached hereto by reference and is available for review.

HOMES DESIGNED SPECIFICALLY FOR HANDICAPPED PERSONS

Otherwise eligible residents and applicants who have verifiable mobility impairments or disabilities and who need one or more of the accessibility features in the houss will be given a preference above other applicants.

Applications for a move into a handicap-accessible house will be accepted from eligible residents and applicants and processed on a first-come, first-served basis.
A non-handicapped applicant may be permitted to move into a handicap-accessible house if there is no eligible disabled or handicapped person available at the time the apartment is assigned for move-in, however, they must sign a Lease Addendum for Accessible Unit Availability.

APPLICATIONS, WAITING LIST, AND CERTIFICATION PROCEDURES

TAKING APPLICATIONS:  

1.
If the waiting list is open, interested persons are encouraged to come into the office to review the Admission, Transfer, and Continuing Occupancy Policy and to make application, if they wish.  They are advised of the days and hours during which this may be done.  

2.
The applicant completes and signs the application and returns it to the property in person or by mail.

3.
ALL BLANKS ON THE APPLICATION MUST BE COMPLETED BY THE APPLICANT.  Some questions can be answered by YES or NO.  The applicant is to enter N/A (not applicable) or NONE if the question does not apply.

4.
It is the responsibility of the applicant to provide complete information, as requested, in order to verify the application (including names, current addresses, telephone numbers, account numbers, periods of occupancy, etc.) and to provide it on a timely basis.  Applicants must keep scheduled appointments and provide any required authorizations for release and any verification material which is not required to be obtained or is unavailable from third-party sources.  Incomplete information can result in cancellation or delays in the application processing and approval.

5.
When the application is received, it is assigned a tracking number, (application number), the receipt date and time are noted on the application, and the application is logged into the Application Master Control, and the first entry is made on the Record of Contact form.

REVIEWING THE APPLICATION TO DETERMINE TENTATIVE ELIGIBILITY AND UNIT SIZE NEEDED:

1.
The application is checked to assure that it has been FULLY COMPLETED.  If it is incomplete, the applicant is asked to provide the missing information.  Failure to provide the missing information within 10 days from the date of the written request will result in the cancellation of the application.

2.
The site manager reviews the information provided by the applicant to see if the applicant APPEARS TO BE ELIGIBLE based on family size and composition; household characteristics - such as elderly or handicapped status; age of applicant and spouse, if any; etc.

3.
If the applicant appears to be otherwise eligible, the manager proceeds to a PRELIMINARY COMPUTATION using the unverified information provided by the applicant to determine if the applicant's gross income is within the applicable income limit.

4.
If the information provided on the application shows the applicant to be INELIGIBLE, the manager rejects the application and sends a rejection letter; attaches a copy to the rejected application; and enters the action and rejection date in the Application Master Control. 

5.
If the applicant STILL APPEARS TO BE ELIGIBLE, the manager adds the applicant's information to the appropriate unit size waiting list(s) and schedules an application interview IF a unit of the appropriate size is available or will soon be available, AND IF the applicant's preference and/or position would cause this application to be one of the next to be considered.  Otherwise, the manager waits to schedule the interview until the number of applicants ahead of this applicant has been reduced, and this applicant be expected to be considered soon for a unit.

6.
If the applicant is assigned to a waiting list, the applicant will be given or mailed a Letter to Applicants which:


A.
estimates the length of the wait;


B.
advises of the necessity for promptly notifying us of changes which will affect the application and for contacting us every six months to keep the application active;


C.
gives the applicant his/her application number to use on future contacts with the office; AND


D.
explains that eligibility determination will be made only after verification of the application information and when a dwelling unit of the appropriate size will soon be available.  It further states "BEING PLACED ON THE WAITING LIST DOES NOT ASSURE THAT YOU WILL BE APPROVED FOR ADMISSION." 

7.

In the "PREF" column on the unit size waiting list, the following codes are to be entered IN PENCIL to indicate a claimed preference.  The date Southside Partners II, L.P. received the applicant's preference claim is to be entered in the same space.



HC  -  applicant claiming a preference for a handicapped unit


When the claimed preference is later verified, the code in this column is changed to VHC (Verified Handicap Preference), and the DATE THE DECIDING VERIFICATION WAS RECEIVED is entered in the same space.


If the applicant claiming a preference does not qualify for the preference, the penciled code in the PREF column is erased.

8.
The application is filed numerically in the Active Applications file.

RECONFIRMATION OF INTEREST AND MAINTENANCE OF THE WAITING LISTS:

1. Applications are culled from the waiting lists at six-month intervals.

2.
Applicant reconfirmation's and management contacts are noted, dated, and initialed on the "RECORD OF CONTACT" form, which is maintained ON TO THE TOP OF EACH ACTIVE APPLICATION.  This form is also used to record changes in applicant data, efforts to contact, unit offerings, etc. as they occur.

3.
If the applicant fails to reconfirm continuing interest at any six-month interval, a "CANCELLATION NOTICE" is sent advising the applicant of the reason for the cancellation and allowing a 14-day period in which the canceled application may be reactivated upon written request of the applicant.  


The cancellation is ENTERED IN PENCIL on the Application Master Control and on the waiting list(s).  The application number and name are LINED out with a single pencil line; the date of the Cancellation Notice is entered as the Action Date; and the Action entry is "Canc."  No other information should be entered on the waiting lists at this time.


A copy of the Cancellation Notice is ATTACHED TO THE TOP OF THE APPLICATION, and it is filed in NUMBER ORDER in the Inactive Pending file.  

4.
If reconfirmation is not made by the applicant within the prescribed period, the CANCELLATION BECOMES FINAL, and the application is moved to the Inactive Applications file.  Applicants who respond after the 14-day deadline will be invited to reapply, if applications are still being accepted, but a new application number and receipt date will be assigned to the new application.


If the cancellation becomes final, this is noted in the Application Master Control and the Unit Size Waiting List(s) by marking through the application number and name with a colored HIGHLIGHTER.

INTERVIEWING THE APPLICANT:

1.
Applicants CLAIMING A PREFERENCE for a unit designed for the physically handicapped are contacted ahead of non-preferenced applicants when they are near the top of the waiting list.  The claimed preference should be verified before proceeding with other unrelated verifications.  

2.
If the applicant does NOT qualify for the claimed preference, the code indicating a claimed preference is erased, causing the application to be considered in chronological order along with other non-preferenced applicants. 

3.
The date the claimed preference WAS VERIFIED will determine the order in which preferenced applicants are to be contacted for further processing when the appropriate unit/assistance are available or are expected to be available soon.  IF ALL CLAIMED PREFERENCES HAVE BEEN VERIFIED AND NO PREFERENCED APPLICANTS ARE AVAILABLE, the next non-preferenced applicant is to be contacted.  

4.
The APPLICATION INTERVIEW  is scheduled, and the applicant is asked to bring to the application interview certain information and documents to expedite verification, e.g., birth certificates, Social Security cards, marriage license, divorce papers, tax records, and other income/asset records. 

5.
At the application interview, the manager will give the applicant an overview of the resident selection criteria and certification process, the monthly rent, the security deposit, the lease provisions, the rules and regulations, the pet policy, and other information about the apartment community.

6.
The manager is to stress the importance of disclosing all information about the family's income, assets, etc., and the penalties for failure to do so.

7.
The manager and the applicant family confirm or update the application data and begin the verification processing.

8.
The manager witnesses documentation supplied by the applicant for which third-party verification is permitted by HUD Handbook 4350.3 and copies or documents same for the applicant's file.  The manager COMPLETES THE REQUEST PORTION of all necessary verification forms.  All household members age 18 or older MUST COMPLETE HUD FORMS 9887 and 9887-A.  A copy of the HUD Form 9887-A is attached to each verification for mailing.  On the signature line of each verification, the manager writes "See Attached Signature."  The original signed copies of the HUD Form 9887 and 9887-A are maintained with the applicant file.  

9.
If the applicant fails to keep an appointment, the application is to be CANCELED following cancellation procedures noted above.  The applicant may reactivate in writing within the 14-day period and schedule a new appointment time.  

10.
The applicant may ONCE elect to "pass" and retain his/her same position on the waiting list for a later unit.  This decision is noted on the Record of Contact.  If the applicant passes a second time, the application may be canceled and the applicant so notified.  If the applicant is still or subsequently interested in housing at this property, a new application with a new receipt date will be required, and it will be entered at the bottom of the waiting list as of the date the new application is received.

VERIFYING INFORMATION:

The manager verifies all the information needed to determine the applicant's eligibility AND compliance with the property's selection criteria.

DETERMINING ELIGIBILITY:

1.
If the verified information shows the applicant exceeds the applicable area median income, the manager rejects the applicant.

2.
When the manager has verified all required information and believes the applicant to meet the requirements for approval, the manager submits a complete copy of the application, with all attachments and verifications, to the designated individual in the management company for review and eligibility determination.
3.
Following receipt of the eligibility determination from the management company, the site manager notifies the applicant if additional documentation is required and/or of the application’s approval or rejection.

KEEPING VERIFICATIONS CURRENT:

As verifications are valid for 120 days, the manager must assure that verifications are obtained to keep the application file current if there are extended delays before a house is available for the applicant.

NOTIFYING THE APPLICANT OF REJECTION:

1.
If the applicant does not meet income requirements or the property's selection criteria, the manager must send a rejection letter to the applicant (in a form approved by the management company) giving the reason(s) for the rejection and advising the applicant of the opportunity to meet with management (someone other than the person who made the rejection decision) if the applicant disagrees with the determination, etc.

2.
If the application is rejected, this date and action must be entered on the appropriate office controls and waiting list(s); and the application is filed with all its attachments in the Inactive Pending file.  

3.
If no appeal of the rejection is made within the specified period or if the rejection is upheld following appeal, the application is moved to the Inactive Applications file and retained for at least three years from the date of the last action or correspondence in connection with the application.  

NOTIFYING THE APPLICANT OF APPROVAL:

1.
When an appropriate apartment is available or will soon be available for the applicant, the manager notifies the applicant of the approval by letter or by telephone confirming the apartment size and type; the amount of the monthly rent and the security deposit the applicant will be required to pay.  If the terms are acceptable, the move-in appointment is scheduled.

2.
If more than one apartment of the appropriate size and/or type is or will be available for occupancy when the applicant wants to move in, the applicant will be given his/her choice of those apartments.  However, if an appropriate apartment is available, but the applicant wants to wait for a later unit, the applicant may do so and retain his/her position on the waiting list only if the applicant has not already used his/her one "pass."

CERTIFYING THE APPROVED APPLICANT:

1.
THE MOVE-IN INSPECTION IS CONDUCTED FIRST.  If the approved applicant accepts the apartment, the Income Certification, the lease and other documents are signed, the monies are collected IN SEPARATE CASHIER'S CHECKS OR MONEY ORDERS and receipted, the move-in processing is completed, and the approved applicant moves in.  

2.
On the Application Master Control and on the waiting list(s), entries are made to show the move-in date under Action Date and "M. I." with the UNIT NUMBER in the Action column.

3.
The resident file is arranged as required and is placed in unit order with the active resident files.  Entries are made on other controls and reports as directed by the management company’s procedures.

4.
If the applicant DOES NOT ACCEPT the apartment, the terms, etc., the manager cancels the application and starts it through the inactive files, making appropriate notations and entries for a cancellation, provided the applicant has used his/her one "pass."

GENERAL APPLICATION INFORMATION:

1.
The Application Master Control, Application Processing Control, and waiting lists are maintained in a top-opening (no binding on the sides), legal size Acco-type binder with dividers to separate the various controls and lists.

2.
Entries for actions (rejections, cancellations, and move-ins) and the action dates, as well as other information requested on the forms, are made as they occur.  

3.
Canceled and rejected applicants' entry lines are lined out IN PENCIL only until the 14-day appeal period has passed.  If the application is not reactivated during the pending period or following appeal made during the specified period, the cancellation or rejection action becomes final.  When the action is final, a colored highlighter is used to mark through the line in the controls and waiting list(s).  (The highlighter marker allows easy reading of the entered information, but it shows at a glance that the applicant is no longer active.)

4.
MOVE-INS are lined out in HIGHLIGHTER as soon as they occur.
5.
The Application Processing Control records the progress of application processing.  Applications which are canceled or rejected prior to their start into the verification process need not be entered on this control.

6.
The applications are FILED NUMERICALLY BY APPLICATION NUMBER IN ONE OF THREE FILES:  Active Applications, Inactive Pending, Inactive Applications

7.
Inactive applications (canceled and rejected) with attachments must be retained for at least three years from the date their inactive status became final.  All completed pages from the controls and waiting lists must also be retained for at least three years from the date of their last entry.

CLOSING THE WAITING LIST:

1.
If a waiting list is so long that the average wait for a house will be a year or longer (after the waiting list has been purged of applicants from whom there has been no contact in the past 6 months), the manager is to contact Triangle to discuss the advisability of closing the waiting list.  (The waiting list remains open until approval to close the waiting list has been obtained IN WRITING from Triangle.)

2.
Triangle will need to review the manager's statistics for the unit size/type in question, including the number of active applications on hand and how many move-outs, cancellations, and rejections have occurred in the past year before making this determination.

3.
If written approval is given for either a complete or a partial closing of the waiting list, the approval will be in the form of a notice to be POSTED in the Site Office in a place clearly visible to the public.  NO FURTHER APPLICATIONS may be accepted in any closed categories until the waiting list is officially reopened.

4.
It is the MANAGER'S RESPONSIBILITY to monitor the activity on applications and move-outs while the waiting list remains closed to new applicants and to notify the Marketing Director when the number of applications in any closed category has decreased to less than a year's supply.  

REOPENING A WAITING LIST:

1.
Approval IN WRITING must be obtained from Triangle confirming the date on which the waiting list is to reopen, AND 

2.
COMMUNITY CONTACT LETTERS must be sent to alert referral agencies and organizations that applications will again be accepted as of the specified date, AND

3.
An ADVERTISEMENT must be placed in the appropriate "APARTMENT" section of a leading newspaper in the area for at least one day to advise interested persons that applications are again being accepted.  

ADDITIONAL CONTINUING OCCUPANCY REQUIREMENTS

In addition to continuing occupancy requirements stated above, such requirements include but are not limited to the following:

1.
Residents must comply with recertification and other Section 42 program requirements and with the terms of the lease, rules and regulations, pet policy, and other agreements they have signed.  (Changes may be made to the rules and regulations or to the pet policy with 30-day advance notice to residents.)

2.
All payments due to the property are to be made in full and in a timely manner.  The property is under no obligation to accept any less.  Any requested deviation from this policy will be considered on a case-by-case basis (taking into account the resident's circumstances and prior payment history, etc.) and can be approved only if authorized by the Triangle Regional Property Manager.
3.
IF a partial payment is accepted by the property, it will be applied to amounts owed by the resident IN THE ORDER SPECIFIED IN THE COLLECTION POLICY as posted in the property's office.  
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