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To Whom It May Concern: 
 
The following information is being submitted as the Affirmative Fair Housing Marketing Plan for Riverview 
220 located on the 220 East Kalamazoo St, Lansing, Ingham County, Michigan 48933. 
 
The intent of this document is to define what minority populations exist within the community and to outline 
the methods which will be used by KMG Prestige, Inc. to make these groups aware of the opportunity for 
them to reside at Riverview 220. 
 
The goal of the Affirmative Marketing Plan is to contact group members that are least likely to apply so a 
representative portion of the total population of the community will reside at Riverview 220.  Who then are 
these target population members, and how do their numbers relate to the total population of the people who 
live within the market area for Riverview 220? 
 
According to the Market Study, Riverview 220 Primary Market Area (PMA) consists of the city of Lansing.  
However, for purposes of this report, the 2020 Census data for Ingham County is utilized (see Attachment 
E).  According to the 2020 census there were 296,466 people in the Primary Market Area.  The minority 
group within the PMA is comprised of 82,026 people, which equates to 27.7% of the population is non-
white.  The minority populations that will be least likely to apply have been identified as: Black or African 
American, Asian, Hawaiian and Other Pacific Islander, Some Other Race, and Hispanic.  If we take a 
statistical approach to our goal for Riverview 220, Seventeen (17) units will be rented to minorities. An 
additional Seven (7) units will be rented to handicap individuals.  Attachment A highlights local organizations 
that will be contacted to market to the minority and handicapped population. 
 
The method used to initiate contact with minority group members will be threefold and begin 120 days 
before the first unit is released: newspaper, community outreach (business and industry); governmental 
agencies; contact with community groups whose membership is either primarily composed of minorities, or 
at least heavily represented by that segment of the population and contact with well-known and/or influential 
individuals within the minority community itself. 
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KMG Prestige, Inc.’s approach toward media advertising to attract members of minority groups will center on 
newspaper and flyer/brochure mailings.  The largest newspaper in the area is the Lansing State Journal. The 
newspapers readership is within the Primary Market Area.  The classified section will be utilized weekly during the 
initial marketing of the project.   
 
A flier/brochure will be developed for Riverview 220.  The brochure will indicate location in relation to community 
amenities, unit layout, and information on appliances and will contain all necessary slogans and logos.  The 
brochure as well as all advertising will contain the words "Equal Housing Opportunity" and logo as well as the 
wheelchair logo. 
 
The community outreach portion of the Affirmative Marketing Plan will center on personal contact and written 
correspondence with business and industry, major employers and governmental agencies, and influential members 
of the minority/handicap population of the community.  Major employers in the area will be contacted via letter, 
brochure and personal visit and asked to assist in helping to reach minority/handicap employees for housing at 
Riverview 220.  Chief operating officers of governmental agencies who deal with minority/handicap group members 
will be personally contacted and their assistance in reaching this target population will be solicited.  Follow-up 
contact will be via letter/brochure describing the apartments and amenities.  A partial list of these groups along with 
their addresses and telephone numbers are included as Attachment A. 
 
The foregoing list of advertising media, outreach agencies, and individuals whose services KMG Prestige, Inc. 
intends to solicit, should in no way be construed as complete.  The Affirmative Marketing Plan is a plan that is in 
place for the life of the mortgage, constructed to accomplish marketing of Riverview 220 to a representative minority 
population.  If, after marketing efforts have begun, it is perceived that this goal can be better achieved by advertising 
with different or additional agencies or individuals, this plan will be flexible enough to be changed and/or expanded. 
 
The marketing office will be established at Riverview 220 and will be staffed by employees of KMG Prestige, Inc. 
The staff will pay particular attention to serving minority group members when they contact the marketing office and 
are aware of KMG Prestige’s commitment to renting housing units to minority individuals. The Regional Property 
Manager of KMG Prestige, Inc. that will be responsible for marketing is knowledgeable in Affirmative Marketing and 
will be aware of the specific goals as they apply to the community. 
 
The marketing staff will meet as a group, at least once a week to discuss individual prospects they have met.  Each 
staff member will be instructed to take special note of all applicants who contact him or her, and to record the 
applicant’s opinion of the project in general, and the degree of interest in any specific unit.  The entire staff will 
review these notes. 
 
Staff members will be required to read the Affirmative Marketing Plan as a prerequisite to working at Riverview 220.  
Additionally, they will be asked to query all applicants as to how they heard about the apartments. This information 
will be continually evaluated to ensure advertising efforts are effective. 
 
The target population least likely to apply for housing at Riverview 220 is the minority and handicap population.  The 
goal of KMG Prestige, Inc. is to market at least Seventeen (17) units at the community to minority individuals.  
Seven (7) units will be rented to handicap individuals.   To accomplish this goal, KMG Prestige, Inc. will make a 
concentrated effort through advertising, community outreach, and staff orientation and training. 
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The following is a breakdown of the overall annual marketing budget for Riverview 220.  The portions of expenses 
utilized to implement this Affirmative Marketing Plan are noted. 
Item Affirmative Marketing General Total 

Brochures/Logo/Flyer/Posters $    100 $      900 $      1,000 

Stationary & Envelopes 100 500 600 

Newspaper  500 7,500 8,000 

Signage (Temporary) 100 500 600 

Open House 100 650 750 

Postage 100 500 600 

Staff 4,000 21,000 25,000 

Total Budget $5,000 $31,550 $36,550 

 
Listed below is a breakdown of all employees presently working for KMG Prestige, Inc.: 

Executive Management Level  W B Other Total 

M  04 00 01 05 

F  05 00 00 05 

  09 00 01 10 

      

Regional Property Manager      

M  05 02 00 07 

F  10 00 00 10 

  15 02 00 17 

Administrative Assistants      

M  01 00 00 01 

F  07 01 01 09 

  08 01 01 10 

      

Site Manager      

M  16 03 00 19 

F  56 06 00 62 

  72 9 00 81 

      

Maintenance Sup.      

M  06 04 01 11 

F  00 00 00 00 

  06 04 01 11 

      

Maintenance      

M  38 14 00 52 

F  01 00 00 01 

  38 14 00 53 

      

Asst Mgr/Leasing/Office 

Recept/Activities 

     

M  00 00 00 00 

F  29 3 02 34 

  29 3 02 34 

      

Janitor/Security      

M  00 00 00 00 

F  03 01 00 04 

  03 01 00 04 
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In the past, KMG Prestige, Inc. has always tried to seek out and hire minorities for key positions as those positions 
become available.  KMG Prestige, Inc. will continue to maintain this position.  In the structuring of Riverview 220, we 
will make a strong effort to find minority individuals to fill any positions that will be available.  We will also note in all 
advertising for employment that all positions qualify under the Equal Employment Opportunity Regulations. 
 
KMG Prestige, Inc., as a Managing Agent, specializes in the management of subsidized housing that has been 
constructed and built under HUD, MSHDA or FHA programs.  In the past, KMG Prestige, Inc. has been able to 
reach its Affirmative Marketing goals, as indicated with the attached Affirmative Fair Housing Marketing goal results 
(see Attachment B). 
 
Riverview 220 will continue to be marketed by KMG Prestige, Inc. Affirmative Fair Housing Plan.  We will also 
comply with the following requirements: 
 
The handicap logo (see bottom of application) will be in all advertisements if the development has barrier free or 
accessible units. 
  
We will include the MSHDA approved equal opportunity housing slogan and/or logo in all advertising (see bottom of 
application). 
  
The Resident Selection Criteria (Attachment C) will be made available to all applicants. 
  
We will maintain a log of community contacts; daily traffic records and any other record keeping material will be 
maintained for inspection to show our efforts in our Affirmative Outreach program.  A copy of this Affirmative Fair 
Housing Marketing Plan will be kept on-site. 
  
We will include the housing discrimination disclaimer clause on any preliminary or full application (see attached 
Attachment D).  (We pledge not to discriminate against applicant based on their race, sex, age, religion, national 
origin, familial status, or handicap.) 
  
We agree to post all required fair housing signs in designated areas (i. e.: equal opportunity in office). 
  
KMG Prestige, Inc., managing agent, will begin its marketing efforts as noted in this Affirmative Fair Housing 
Marketing Plan with respect to the "target population" and will begin 120 days before the first unit is released.  As 
stated previously, the brochure will be completed at this time and will be utilized in our marketing efforts. 
  
A continuous outreach program will be conducted to maintain a well-balanced waiting list that will assure the 
meeting of the affirmative marketing goal at all times. 
  
Any prospective residential preferences will be identified and made known. 
 
Respectfully submitted, 
 
KMG PRESTIGE, INC.     
 
 
Karen M. Mead 
Vice President     
 
Enclosures        
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Attachment A 
 

Contact List 
 
 
 
 
Letts Community Center 
1220 W Kalamazoo St 
Lansing, MI 48915 
(517) 483-4051 
 
 

Gier Community Center 
2400 Hall St 
Lansing, MI 48906 
(517) 483-4313 
 

Foster Community Center 
200 N Foster Ave 
Lansing, MI 48912 
(517) 483-4233 
 
 

Village Summit 
119 E Barnes Ave 
Lansing, MI 48910 
(517) 575-5749 
 

Humane Resource Division 
530 Allegan St #7 
Lansing, MI 48933 
(517) 373-1207 
 
 

Aging Service Office 
300 E Michigan Ave #3 
Lansing, MI 48933 
(517) 373-8230 
 

Red House Community Outreach 
1518 S Washington Ave 
Lansing, MI 48910 
(517) 316-1721 
 
 

River Oak Community Health Center 
1115 S Pennsylvania Ave 
Lansing, MI 48912 
(517) 244-8060 
 

Sparrow Health Center 
500 E Thomas St 
Lansing, MI 48906 
(517) 364-3074 
 
 

Ingham Community Health Centers 
2316 S Cedar St 
Lansing, MI 48910 
(517) 887-4517 
 

Family Life Baptist Church 
909 W Saginaw St  
Lansing, MI 48915 
(517) 393-9399 
 

Christ Community Church 
227 N Capitol Ave 
Lansing, MI 48933 
(517) 482-0600 
 

  

  
 

 



KMG PRESTIGE, INC.

Units % Units % Units % Units %

957 121 15 12% 2 2% 5 4% 0 0%

3252 48 2 4% 0 0% 3 6% 0 0%

667 50 2 4% 0 0% 4 8% 0 0%

925 57 14 25% 6 11% 6 11% 0 0%

919 18 7 39% 11 61% 2 11% 0 0%

1661 7 1 14% 2 29% 0 0% 0 0%

934-2 150 5 3% 5 3% 6 4% 4 3%

978 72 3 4% 5 7% 1 1% 5 7%

654 120 29 24% 117 98% 8 7% 8 7%

524 162 16 10% 79 49% 8 5% 19 12%

352 100 24 24% 53 53% 9 9% 0 0%

3362 230 68 30% 190 83% 4 2% 20 9%

1436 12 1 8% 0 0% 1 8% 0 0%

330 200 14 7% 44 22% 3 2% 10 5%

3090 24 3 13% 24 100% 1 4% 0 0%

3055 24 3 13% 0 0% 2 8% 2 8%

671 100 13 13% 5 5% 10 10% 28 28%

1076 39 2 5% 8 21% 2 5% 2 5%

3145 60 8 13% 26 43% 4 7% 0 0%

1039 24 5 21% 17 71% 3 13% 3 13%

3361 51 2 4% 2 4% 5 10% 9 18%

546 241 18 7% 52 22% 12 5% 0 0%

3129 36 3 8% 0 0% 0 0% 4 11%

1107 22 1 5% 0 0% 1 5% 2 9%

1084 32 8 25% 5 16% 2 6% 2 6%

508 298 39 13% 58 19% 15 5% 58 19%

1012 34 4 12% 0 0% 2 6% 1 3%

1090 48 2 4% 6 13% 2 4% 3 6%

1089 38 2 5% 0 0% 3 8% 4 11%

933 81 18 22% 75 93% 4 5% 4 5%

1009 49 2 4% 1 2% 5 10% 11 22%

699 61 59 97% 5 8% 5 8% 2 3%

3293 24 1 4% 1 4% 2 8% 0 0%

663 252 38 15% 137 54% 25 10% 110 44%

616 351 74 21% 21 6% 39 11% 0 0%

3196 147 73 50% 63 43% 3 2% 4 3%

974 151 3 2% 3 2% 15 10% 23 15%

967 52 16 31% 45 87% 5 10% 14 27%

1100 49 4 8% 8 16% 3 6% 0 0%

935 108 26 24% 13 12% 8 7% 0 0%

803 83 12 14% 81 98% 8 10% 1 1%

684 71 9 13% 9 13% 0 0% 0 0%

1032 47 3 6% 3 6% 4 9% 0 0%

3013 80 3 4% 3 4% 4 5% 1 1%

3303 24 4 17% 10 42% 0 0% 7 29%

537 351 81 23% 59 17% 16 5% 0 0%
672 201 33 16% 112 56% 17 8% 33 16%

Alpine Alten Zimmer II

Alpine Haus

Avery Square

Harbour Pointe

Hastings Ponds Family

Fraser Woods

Gateway Village

Golden Bridge Manor

Ballentine Apartments

Bay Front Apartments

Bay Hill I

Green Park Townhomes

Northland Meadow

Lawrence Park

Lexington Village

Lincolnshire Village Apartments

Lost Creek

M.A. Houston Towers

Maple Village II

Marsh Pointe

Meadowcrest Senior 

New Center Commons

Nisbett Fairman Residences

Park Place City Center

Parkway Meadows
Phoenix Place

 AFFIRMATIVE/DISABILITY MARKETING GOALS AND 

ACHIEVEMENTS
Management Agent:

MSHDA                     

No.

Development                                                                            

Name

Affirmative Marketing Disability Marketing 

Goals Achievements Goals 

Horizon Pointe

Breton Village Green

Jefferson Street Square

Keystone Village

Total 

Units

Bay Hill II Apartments

Birch Park

Chesterfield Apartments

Clinton Street Place

Coventry Woods

Bridge Village

Bridgton Place Townhomes

Carriage Towne Place I

Charring Square

Greenwood Villa

Crossroads Apartments

Alberta W. King Village

Achievements

Hastings Ponds Senior

Hayward Wells

Devon Square Apartments

Duvernay Park

East Side Manor



Units % Units % Units % Units %

3089 32 2 6% 2 6% 2 6% 0 0%

3182 24 3 13% 6 25% 8 33% 1 4%

910 68 9 13% 11 16% 7 10% 8 12%

706 185 23 12% 1 1% 2 1% 5 3%

1019 48 2 4% 3 6% 0 0% 3 6%

1406 30 5 17% 29 97% 1 3% 1 3%

3223 23 3 13% 0 0% 2 9% 0 0%

3109 48 3 6% 6 13% 3 6% 3 6%

3052 34 2 6% 1 3% 4 12% 2 6%

3023 28 2 7% 0 0% 2 7% 0 0%

1013 48 3 6% 6 13% 1 2% 0 0%

1102 48 3 6% 4 8% 5 10% 1 2%

909 82 21 26% 40 49% 1 1% 1 1%

942 68 17 25% 37 54% 0 0% 0 0%

966 64 16 25% 57 89% 1 2% 1 2%

697 101 13 13% 39 39% 6 6% 14 14%

3056 48 3 6% 0 0% 0 0% 3 6%

3057 30 3 10% 2 7% 2 7% 0 0%

3217 128 7 5% 7 5% 6 5% 0 7%

1412 30 6 20% 30 100% 2 7% 9 33%

1415 30 6 20% 21 70% 2 27% 10 0%

300 245 49 20% 1 0% 8 2% 0 0%

889 53 22 42% 1 2% 5 0% 0 38%

1033 39 5 13% 0 0% 0 0% 20 51%

3409 58 10 17% 5 9% 3 5% 11 19%

015 260 47 18% 13 5% 6 2% 0 0%

1444 28 2 7% 1 4% 2 7% 0 0%

1088 40 3 8% 1 3% 2 5% 2 5%

3050 48 2 4% 2 4% 3 6% 8 17%

3392 24 7 29% 24 100% 2 8% 0 0%

2346 11 1 9% 2 18% 6 55% 0 0%

436 153 19 12% 2 1% 8 5% 0 0%

MSHDA                     

No.

Development                                                                            

Name

Total 

Units

Affirmative Marketing Disability Marketing 

Goals Achievements Goals Achievements

Pond Street Village

Raupp Street Apartments

University Meadows

Setters Pointe II

Sawmill Family Estates

White Pines - Harrison

White Pines II

Townline Apartments

Sawmill Senior Estates

Scott Building

Setters Pointe

Stonebrook I

Stonebrook II

Stonebrook III

Summer Haven

Sunrise Village Senior 

Traverse Woods

Trinity Village I

Trinity Village II

Trumbull Crossing

Reflections

Renaissance Village

Rietz Park Village

Roosevelt Hill

Rouge Woods

Wickes Park Homes

Woodmere Ridge

Young Manor

Valley View III

Village Commons

Walled Lake Villa

West Bridge Apartments
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SECTION I – RESIDENT SELECTION 
 
This property is managed by KMG Prestige, Inc, Affinity Property Management, Inc., Watermark Management 
Group, LLC or its affiliates, hereinafter referred to as “Management”.   
 
We provide housing for individuals and families.  We do not discriminate against any person(s) on the basis of 
race, color, religion, sex, age, national origin, familial status, disability, or handicap and provide housing to all 
families and individuals without regard to actual or perceived sexual orientation, gender identity or marital status.  
In addition, we are committed to providing "reasonable accommodations" to person(s) who have a disability.  
Reasonable accommodations may include structural and non-structural modifications.  See Addendum to Resident 
Selection Criteria for Site Specific project eligibility requirements. 
 
1.1. Accepting Applications 
 

The rental office will be open at convenient times throughout the week to accept applications.  The 
Manager and/or Leasing Consultant will interview the applicant and provide an explanation of the site-
specific regulations, eligibility rules and policies associated with the development. 

 
If applicable, the applicant will be made aware of the income limit schedule and economic mix (i.e. very 
low, low income, etc) specific to property.  Updated income limit schedules will be distributed to the 
property by the corporate office, as published periodically by HUD and/or MSHDA. 

 
Any person(s) who wishes to be admitted to a community, or placed on a community waiting list, must 
complete an application or complete a pre-application card.  For properties with waiting lists that are 
expected to last longer than 120 days, a pre-application card will be used and the applicant will be invited 
back to complete an application when their name reaches the top of the waiting list.  In addition to 
providing applicants the opportunity to complete an application/pre-application card on-site, applicants 
may also submit a completed application or pre-application card via regular mail.  Persons with 
disabilities who, as a result of such disability, cannot complete an application or pre-application card for 
residency either on-site or via regular mail, may submit an application or pre-application card  via these 
alternative methods: 

 
a. Email 
b. Scan 
c. Facsimile 

 
The application will contain enough information to enable the  Manager to: 

 
1. Tentatively determine the households’ eligibility (household size; estimated anticipated annual 

income and assets.) 
 
2. Determine the apartment size and type requested 

 
3. Screen applicants (obtain information concerning previous landlords, credit information, criminal 

history, convictions, etc.) 
 

4. Determine if applicant meets the government eligibility requirements in regard to age, income, 
family size, etc.  When determining family size for establishing income eligibility, the applicant must 
include all persons who will live in the apartment, except the following: 

 
Live-In Aides.  A person who resides with one or more elderly persons, near-elderly persons, or 
persons with disabilities, and who: 
 

a. Is determined to be essential to the care and well-being of the person(s); 
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b. Is not obligated for the support of the person(s); and 
c. Would not be living in the apartment except to provide necessary supportive services. 

 
While a relative may be considered to be a live-in aide/attendant, they must meet the above 
requirements above.  The live-in aide qualifies for occupancy only as long as the individual needing 
supportive services requires the aide’s services and remains a tenant, and may not qualify for 
continued occupancy as a family member. 

 
All applications/pre-applications will be dated, time stamped when received and placed on the waiting list  
The application will be screened/processed  for move-in when there is an available unit.  

 
1.2. Screening Applicants 
 

When the application is complete and an apartment is available for the applicant, the following criteria 
will be used to determine the applicant’s eligibility in the following areas: 

 
1.  Applicant's ability and willingness to pay rent and utilities in a timely manner.  This will be 

determined by contacting current and prior landlords within the past five (5) years.   
 
2.  Comments from former landlords. Endorsement from at least two non-related landlords will 

effectively assess the applicant's previous housing situations.  Former landlord references will be 
based upon information obtained regarding rent payments, utility payments, compliance to rules 
and regulations of the lease, maintenance of the apartment in decent, safe and sanitary physical 
condition, non-interference of the enjoyment of the housing by other residents, and avoidance of 
criminal activity by the applicant and/or their guests. 

 
3.  Applicants will provide (3) personal references. Management may utilize these additional 

references named on the application.  A negative reference obtained would imply that the 
applicant could not abide by the lease terms and may be grounds for denial of the application. 

 
4.  While talking with prospective renters, the Manager and/or Leasing Consultant may document 

any undesirable behavior such as, unruly conduct, noisiness or use of profanity.  It is acceptable 
to attach such comments to the application - as long as comments are fair, impartial, and 
consistent. 

 
5.  Background checks will be completed for the applicant, and all anticipated household members, 

in the State where the housing is located, and in other States where the applicant(s) are known to 
have previously resided.  The background check will consist of: 

 
a. Credit history to include public records, NSF records, and any other information included 

in the applicants credit report.. 
b. Landlord / Tenant Eviction History 
c. Criminal history  
d. Dru Sjodin National Sex Offender website. 
 
Applicant Score Rating:  Each applicant will be assigned a computer generated Background 
History Score.   The Applicant will be accepted or rejected based on a predetermined acceptable 
baseline.  A  lack of a credit history (as opposed to a poor credit history) is not sufficient 
justification to reject an applicant.   

 
6.  Criminal history background checks will be completed for the applicant, and all anticipated 

household members, in the State where the housing is located, and in other States where the 
applicant(s) are known to have previously resided.   
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Admission may be denied to an applicant if the criminal background check indicates the applicant 
provided false information. If the determination is made to deny admission to the applicant, the 
Manager must: 
 
a.  Notify the applicant of the proposed denial of admission. 
b.  Provide the subject of the record and the applicant with a copy of the information the 

action is based upon. 
c.  Provide the applicant with an opportunity to dispute the accuracy and relevance of the 

information obtained from any law enforcement agency. 
 

7.  Applicants will be screened for any registration requirement under a State sex offender 
registration program. 

 
8.  Applicant's ability and willingness to abide by the lease.   This information can be obtained 

through past landlord references.  Criminal history checks of police records will be utilized to 
determine the applicant’s and or applicants household member's history of conviction for crimes 
and/or current illegal use of a controlled substance.   

 
9.  Citizen / Immigration Status 
 

a. Rural Development Properties 
 

Citizenship declaration / immigration status is required for “all household members” for 
farm labor only.  Non farm labor properties do not require documentation of U.S. 
Citizenship. 

 
b. LIHTC Properties 

 
Low income housing properties may not be occupied by households comprised  entirely 
of illegal aliens. 

 
Applicants will be required to declare citizenship.  In some cases, further documentation 
may be required to prove that the entire household is not comprised of illegal aliens. 

 
c. HUD Properties 
 

All applicants/residents must sign a verification form declaring citizenship status. U.S 
Citizens are not required to provide proof of citizenship. If the applicant is not a citizen of 
the United States of America, the applicant must sign a verification form and submit 
documentation of their status, or sign a declaration that they do not claim to have eligible 
status.  Non-citizens aged 62 years and older, must sign a declaration of eligible 
immigration status and provide documentation that shows proof of age.  Management 
will verify such documentation for validity with the Department of Homeland Security.  
Verification will be made utilizing the Systematic Alien Verification for Entitlements 
system (SAVE), which is available at site level or at the corporate office.  Section 8 
assistance for the family will not be delayed if the family submitted its immigration 
documentation in a timely manner but the DHS verification or appeals process has not 
been completed.  If a apartment is available and at least one member of the family has 
been determined to be eligible, the family will be offered the apartment.  Assistance will 
be provided 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 will 
be prorated. 
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10.  Social Security Numbers 

 
a. Rural Development Properties 

   
All Rural Development applicants must provide a social security number or proof that a 
number is in the process of being assigned. 

 
b. All other Properties including HUD 
 

All applicants (including each member of the household), who are not exempt under 
Paragraph C below, must provide documentation of each disclosed social security 
number.  Acceptable evidence of the social security number consists of: 

 
i. An original SSN card issued by SSA; 

ii. An original SSA-issued document, which contains the name and SSN of the 
individual; or 

iii. An original document issued by a federal, state, or local government agency, 
which contains the name and SSN of the individual. 

 
An applicant may not be admitted until SSNs for all household members have been 
disclosed and verification provided as follows: 
 
i. If all household members have not disclosed and/or provided verification of their 

SSNs at the time a unit becomes available, the next eligible applicant must be 
offered the available unit. 

ii. The applicant who has not disclosed and provided verification of SSNs for all 
household members must disclose and provide verification of SSNs for all 
household members within 90 days from the date they are first offered an 
available unit. 

iii. If it is determined that the applicant is otherwise eligible for admission to the 
property, and the only outstanding verification is that of disclosing and providing 
verification of the SSN, the applicant may retain his or her place on the waiting 
list for the 90-day period during which the applicant is trying to obtain 
documentation. 

iv. After 90 days, if the applicant has been unable to supply the required SSN and 
verification documentation, the applicant will be determined ineligible and 
removed from the waiting list. 

 
c. In accordance with 24 CFR 5.216, applicants and participants (including each member of 

the household) are required to disclose his/her assigned social security number, with the 
exception of the following individuals: 

 
i. Those individuals who do not contend to have eligible immigration status 

(individuals who may be unlawfully present in the United States).  These individuals 
in most instances would not be eligible for a SSN. 

 
1. A family that consists of a single household member (including a pregnant 

individual) who does not have eligible immigration status is not eligible for 
housing assistance and cannot be housed. 
 

2. Mixed Families:  For projects where the restriction on assistance to 
noncitizens applies and where individuals are required to declare their 
citizenship status, proration of assistance or screening for mixed familieies 



 

Page 7 of 30 
 

 

must continue to be followed.  In these instances, the tenant’s Citizenship 
Declaration will be on file whereby the individual did not contend eligible 
immigration status to support the individual not being subject to the 
requirements to disclose and provide verification of a social security number. 

 
3. For Section 221(d)(3) BMIR, Section 202 PAC, Section 202 PRAC and 

Section 811 PRAC communities, the restriction on providing assistance to 
noncitizens does not apply.  At these properties, individuals who do not 
contend eligible immigration status must sign a certification, containing the 
penalty of perjury clause, certifying to that effect.  The certification will 
support the individual not being subject to the requriements to disclose or 
provide verification of a social security number.  The certification must be 
retained in the tenant file. 

 
ii. Existing program participants as of January 31, 2010, who are 62 years of age or 

older, and whose initial determination of eligibility for assistance was begun before 
January 31, 2010 and had not previously disclosed a valid SSN.  The exception status 
for these individuals is retained even if there is a break in his or her participation in a 
HUD assisted program. 

 
iii. If a child under the age of 6 years is was added to the applicants household within a  

six (6) month period prior to admission, documentation of the Social Security number 
must be provided to management within ninety (90) calendar days from the date of 
move-in.  Management will grant an extension of one additional ninety (90) day 
period if it is determined that the applicants failure to comply was due to 
circumstances that could be not reasonably have been foreseen and were outside the 
control of the applicant.  If the applicant fails to produce the required documentation 
within the required time period, the applicant may face eviction. 

 
iv. In the event of the addition of new household member who is under the age of 6 and 

has no assigned social security number, the participant shall be required to provide 
the complete and accurate social security number assigned to each new child and the 
documentation to verify the SSN for each new child within 90 calendar days of the 
child being added to the household.  One 90-day period extension may be granted. 

 
11.  EIV (Enterprise Income Verification) 

 
This section applies only to federally subsidized programs.  EIV is a web based computer system 
containing employment and income information on individuals participating in HUD’s subsidy 
programs.  This information assists HUD in making sure “the right benefits go to the right 
persons”.  The EIV system provides the owner and/or manager of the property with the residents 
income information and employment history.  This information is used to meet HUD’s 
requirement to independently verify employment and/or income when the resident certifies or 
recertifies for subsidy.   
 
Property owners and managers are able to use the EIV system to identify if the applicant or 
resident: 
 

 Correctly reported income 
 Used a false social security number 
 Failed to report or under reported income of spouse or other household member 
 Receives subsidy at a different property – existing tenant search. 
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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.  The owner/agent will use the existing tenant search to identify if the 
applicant or any member 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 application may be denied based on the applicant’s “misrepresentation” of 
information.   
 
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.   

 
 

12.  Determining the eligibility of Students who are Head or Co-head of a Household is as 
follows: 

 
HUD Section 8 Developments 
 
a. Section 8 assistance shall NOT be provided to any individual who: 

 
 Is enrolled as a student at an institution of higher education; 
 Is under the age of 24; 
 Is not a veteran of the United States military; 
 Is unmarried;  
 Does not have a dependent child; 
 Is not a person with disabilities, as such term is defined in section 3(b)(3)(E) of the 

United States Housing Act of 1937 (42 U.S.C.1437a(b)(3)(E)) and was not receiving 
assistance under such section 8 as of November 30, 2005;  

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

 Is not otherwise individually eligible, or has parents who, individually or jointly, are 
not eligible on the basis of income to receive section 8 assistance. 

 Is not classified as Vulnerable Youth;  A student meets HUD's definition of a 
vulnerable youth when: 
o 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;  

o 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;  
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o 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 

o A local educational agency homeless liaison, designated pursuant to the 
McKinney-Vento Homeless Assistance Act;  

o The director of a program funded under the Runaway and Homeless Youth Act 
or a designee of the director;  

o 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  

o A financial aid administrator; or  
 The individual is not a student for whom a financial aid administrator makes a 

documented determination of independence by reason of other unusual circumstances 
 

b. 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 fees is included in annual income, except: 

1. If the student is over the age of 23 with dependent children or  

2. If the student is living with his or her parents who are receiving section 8 assistance or 

3. Financial assistance that is provided by persons not living in the unit is not part of annual 
income if the student meets the Department of Education's definition of "vulnerable 
youth". 

 
c. In order to verify a student's independence from his or her parents to determine that the student's 

parents' income is not relevant for determining the student's eligibility for assistance by doing all 
of the following:  

1. The individual must be of legal age to sign a contract.  

2. Reviewing and verifying previous address information to determine evidence of a 
separate household or verifying the student meets the U.S. Department of Education's 
definition of "independent student";  

3. Reviewing a student's prior year income tax returns to verify the student is independent 
or verifying the student meets the U.S. Department of Education's definition of 
"independent student"; and  

4. Verifying income provided by a parent by requiring a written certification from the 
individual providing the support. Certification is also required if the parent is providing 
no support to the student.  

NOTE:  Verification of a Student's Independence is not required if the student meets the 
definition of vulnerable youth.  

 
d. Unless the student is determined independent from his or her parents, then the eligibility of a 

student seeking Section 8 assistance will be based on both the student and the parents being 
determined income eligible for Section 8 assistance.  HUD's student guidelines are intended 
to help ensure that section 8 assistance is provided to those truly in need of and eligible for 
such assistance. Students who are living with his or her parents who are receiving Section 8 
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are eligible for assistance. Determination of eligibility and rent will be made in accordance 
with the student requirements for the Section 8 program as defined under Docket # FR-5036-
N-02 of the Federal Register.   
 

e. A student’s eligibility for Section 8 assistance will be determined 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. 

 
f. 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.   

 
TAX CREDIT PROGRAMS 
 
A household that is comprised entirely of full-time students may still be eligible to reside in a 
LIHTC unit if the household satisfies the conditions of either (1) or (2) below: 
 
g. At least one household member is: 

a. Receiving assistance under Title IV of the Social Security Act (welfare); 
b. Enrolled in a job-training program receiving assistance under the Workforce Investment 

Act (formerly called the Job Training Partnership Act (JTPA)) or under other similar 
federal, state, or local laws; or  

c. An individual who was previously under the care and placement responsibility of the 
State agency responsible for administering a plan under part B or part E of title IV of the 
Social Security Act [foster care]. 

h. A unit occupied entirely by full-time students if such students are: 
13.  A single parent receiving AFDC payments with dependent children who are also 

students; 
14.  A single parent and his or her children and such parents are not dependents of another 

individual and such children are not dependents of another individual other than a parent 
of such children; or  

15.  Married and filing a joint tax return. 
 
ALL OTHER PROGRAMS 
 
a. The individual must be of legal contract age under state law. 
b. The individual must have established a household separate from parents or legal guardians for 

at least one year prior to application for occupancy or the individual meets the U.S. 
Department of Educations definition of an independent student. 

c. The individual must not be claimed as a dependent by parents or legal guardians. 
d. The individual must obtain a certification of the amount of financial assistance that will be 

provided by parents, guardians or others signed by the individual providing the support.  This 
certification is required even if no assistance will be provided.  The financial assistance 
provided by persons not living in the apartment is part of annual income that must be verified 
to determine eligibility and at annual recertification to determine rent. 

 
16.  The screening of live-in aides at initial occupancy, or added to the tenant household after initial 

occupancy are subject to all applicant screening listed in this section.  However, as live-in aides 
are not responsible for rental payments, credit screening for the live-in aide is not required. 

 
1.3. Rejecting Applicants 
 
Applicants may be rejected if: 
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1.  Applicant does not meet the community's project specific requirements. 
 
2.  Unacceptable background check as defined in Section 1.2(4). 
 
3.  Household characteristics are not appropriate for the type of apartment available (i.e. accessible 

apartment is available and a non-handicap/disabled household makes application).  In order to 
assure that eligible persons with disability/handicaps benefit from the particular accessibility 
features of a specific apartment, a special priority approach to marketing will take place.  When 
an "accessible apartment" becomes available, the apartment will be offered in the following 
order. 

 
a. To current residents having disabilities who would benefit from the available apartment's 

accessibility features, but whose current apartment does not already offer such features. 
 
b. To eligible and qualified households on the waiting list having disabilities, and who would 

benefit from the available apartment's accessibility features. 
 
c. To other eligible and qualified households on the waiting list (i.e. without disabilities), in 

which case the landlord will require the household to sign a lease addendum agreeing to 
transfer to a non-accessible apartment at the landlord's request. 

 
When an accessible apartment becomes available, households who necessarily require, but 
currently do not have the accessibility features, will assume a position at the top of the waiting 
list, ahead of households with earlier application dates. 

 
4.  Family size is not appropriate for the size of the apartment that is available (See Section 1.6).  If 

the property offers apartments that would be appropriate for the family size, the applicant is 
placed on a waiting list as defined in Section 1.5. 

 
5.  The applicant may be rejected if the applicant or member of the household has a criminal 

conviction for: 
 

a. Any offense related to the use, possession, sale or distribution of a controlled substance 
whether the conviction was a felony or misdemeanor; 

 
b. All felony convictions, in accordance with HUD guidelines taking into consideration severity 

of the crime and when the crime committed. 
 
c. Any misdemeanor, in accordance with HUD guidelines taking into consideration severity of 

the crime and when the crime committed and/or involving an assault or other violent act, drug 
related offense or criminal sexual conduct. 

 
d. Any other criminal activity that threatens the health, safety and right to peaceful enjoyment 

by other residents, or the health and safety of the owner, employees, contractors, 
subcontractors or agents of the owner, shall be sufficient evidence for rejecting the applicant. 

 
NOTE:   Section 8 Developments Only. 
 
The applicant may be eligible for residency at a Section 8 development if: 
 
Criminal activity directly related to domestic violence, dating violence or stalking, engaged 
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in by a member of a tenant’s household or any guest or other person under the tenant’s 
control, shall not be cause for termination of assistance, tenancy, or occupancy rights of the 
victim of the criminal acts.    
 

6.  Applicant has a history of behavior, which if displayed by a resident would be a lease violation; 
the applicant may be denied housing, even if the behavior is a manifestation of a disability 
condition.  However, if the behavior is a manifestation of a disability condition, the person will be 
given an opportunity to submit mitigating circumstances and to demonstrate that a reasonable 
accommodation by the housing provider would address the non-lease compliant behavior. 

 
7.  Applicants will be rejected if any member of the household is the subject to any reporting 

requirements of any State sex offender registration program. 
 
8.  Applicant will be rejected for providing false information on an application. 

 
9.  Applicant will be rejected if they are unable to provide valid proof of a social security number as 

more specifically explained in Section 1.2(9) of the Resident Selection Criteria. 
 

The project must promptly notify the applicant of the rejection of the application for residency  in 
writing and provide the applicant with an explanation including: 

 
a. The reasons for the rejection; and 
 
b. That the applicant has 14 days to respond in writing or to request a meeting to discuss the 

rejection. 
 

Any meeting with the applicant to review the applicant's written response should be conducted by 
a member of the staff who did not make the initial decision to reject the applicant.  Persons with 
disabilities have the right to request reasonable accommodations to participate in the informal 
hearing process. 

 
If the applicant appeals the rejection, the landlord must give the applicant a written final decision 
within five (5) business days of the response or meeting. 

 
The project must keep the following materials on file for at least three (3) years:  application; 
initial rejection notice; any applicant reply; landlord's final response; and all interview and 
verified information on which the landlord based the rejection.  The applicant’s or resident’s file 
should be available for review by the applicant or resident upon request by a third party who 
provides signed authorization for access from the applicant or resident.   

 
Disposal of Applicant or Resident Files 

 
Applicant and resident files must be disposed of in a manner that will prevent any unauthorized 
access to personal information, eg. burn, pulverize, shred, etc. 

 
 
1.4. Ineligible Applicants 
 
Who is ineligible?  An applicant is considered ineligible if: 
 

1.  The family size for which the size of apartment the community has is either too small or too 
large.    
 

2.  To be eligible to sign a lease, one of the following must apply: 
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a. Applicant must be 18 years of age or older 
b. Must have joined the armed services 
c. Must have a court order (emancipation) 

  
4. Program requirements are not met (i.e.:  elderly housing, income limits, tax credit income limits 

and rent limits, etc.) 
 
5. The applicant does not meet the established household income requirements. 
 
6. Illegal immigrants/aliens are not eligible.  Properties financed by Rural Development do not have 

a U.S. citizenship requirement except for farm labor properties. Applicants to farm labor 
properties are required to provide proof of U.S. Citizenship.  See Section 1.2 (9) for further 
details. 

 
7. Any household member has been evicted from federally assisted housing for drug-related 

criminal activity, for three years from the date of eviction.  If the evicted household member who 
engaged in drug-related criminal activity has successfully completed a supervised drug 
rehabilitation program, or circumstances leading to the eviction no longer exist, Management 
may, but is not required to, admit the household. 

 
8. A household in which any member is currently engaging in illegal use of drugs or for which there 

is reasonable cause to believe that a member’s illegal use or pattern of illegal use of a drug may 
interfere with the health, safety, or right to peaceful enjoyment of the premises by other residents.  
Evidence of illegal activities may include a conviction record, former landlord references, etc. 

 
9. Any household member, if there is reasonable cause to believe that member’s behavior, from 

alcohol abuse or pattern of alcohol, may interfere with the health, safety, and right to peaceful 
enjoyment by other residents.  The screening standards must be based on behavior, not the 
condition of alcoholism or alcohol abuse. 

 
10. Any member of the household is subject to any registration reporting requirements under any 

State sex offender registration program.  In accordance with Federal law, standards shall be 
established that prohibit admission to any federally assisted property to sex offender registration 
program.  During the admissions screening process, criminal history background checks in the 
State where the housing is located and in other States where the household members are known to 
have resided will be performed. 

 
1.5. The Waiting List 
 

All NEW applicants will be placed on the waiting list and applications can be processed for move-in if an 
apartment is available.  If an apartment is not available, the applicant will remain on the waiting list. The 
property must inform the applicant that they will be notified when such an apartment is available.  The 
project may require the applicant to contact the office every six (6) months to remain on the list. 

 
The application will be recorded on the waiting list and include the following information: 

 
 Date and time application/pre-application was received. 
 Preferences for which the applicant qualifies. 
 Name and address of Head of Household. 
 Annual income level. 
 Identification of the need for an accessible apartment. 
 Apartment size. 
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Additional information may be recorded on the waiting list as required by specific programs. 
 

When a vacancy occurs, Management will determine if apartment transfer requests have been received 
from current residents who would qualify to move to another apartment for reasons more specifically 
described in Section 3. If an apartment transfer request has been made for the apartment type that is 
currently available, current residents requesting a transfer will be offered first refusal.  If the residents 
refuse the transfer, the next applicant from the waiting list, based on apartment size available, preferences 
established for the property, income targeting policies and requirements and screening policies, will be 
selected.  If a resident is offered a transfer because they are under utilitizing a unit and they refuse the 
transfer, subsidy will be terminated and they are required to pay market rent.  
 
When a transfer request is based on over-utilizing a unit or a deeper subsidy request, applicant and 
resident transfers will be alternated as vacancy occurs.   
 
 
Once the new resident is selected for the available unit, a final determination of eligibility and suitability 
for occupancy will be completed. A family, who has reached the top of the waiting list and has indicated a 
need for certain apartment accommodations because of a disability, may not be skipped over because the 
available apartment may not be an accessible apartment.  The applicant must be offered the apartment and 
decide for themselves whether the apartment meets the needs of the family. 
 
Applicants on the waiting list will be permitted to refuse a unit one time and will remain at the top of the 
waiting list.  After a second refusal of an available unit, the applicant will be withdrawn from the waiting 
list permanently. Applicants will be required to move into a unit within 10 days after the unit is offered to 
the household.  Should an applicant not be available to move within 10 days, they will remain on the 
waiting list and this refusal will be counted as their first refusal. Anyone who is withdrawn from the 
waiting list is welcome to re-apply when/if the waiting list is open.   

 
Applicants may qualify for more than one waiting list and will be placed on the waiting list they selected 
on the pre-application card/application, unless they do not meet the required occupancy standards for the 
unit type requested.  Should the applicant indicate that they would like to be on more than one waiting 
list, they will be added to those waiting lists and contacted when they reach the top of those lists.   
 
If an applicant was placed on more than one waiting list at their request and accept a unit and move-in to 
the community, they are no longer eligible to transfer to the alternate unit size selected on the 
preapplication/application after move-in except in a situation where they add household members and 
wouldbe over-housed for the unit. If new household members are added and the household exceeds the 
maximum number of people for the unit type, they may be placed on an internal transfer list only if 
requested and if the property offers the larger unit type. 
 
Updating the Waiting List 
 
The property may send a letter to each applicant on the waiting list at least once annually to inquire as to 
whether or not the applicant wishes to remain on the waiting list.  If an applicant fails to respond during 
the time period noted in the letter (HUD/MSHDA/RD have differing time periods), his/her application is 
removed from the waiting list.  At a minimum, the removal of any names from the waiting list must be 
documented with the time and date of removal. 
 
In the event that an applicant is removed from the waiting list in error, the applicant will be reinstated to 
the list.  The applicant’s place on the waiting list will be determined based on the date and time their 
original application was received. 
 
Applicants will be informed to notify Management when the following changes occur:   

 Address and/or phone number 
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 Housefold composition 
 Preference status, if applicable. 
  

If an applicant’s household composition changes result in a need for a different apartment size, 
Management will place the applicant on the appropriate waiting list.  The applicant will maintain their 
original application date on the new list.   
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Contacting Persons on the Waiting Lists 
 
Applicants on the waiting list will be contacted as follows: 
 
When a unit becomes or will become available, Management will select the next 5 applicants who meet 
applicable preference criteria or whose name is chronologically at the top of the appropriate Waiting list.  
Management will contact the selected applicants via telephone to begin the interview process.   
 
Applicants who respond timely (within 24 hours) will be scheduled an interview. Applicants must be 
interviewed within 5 days of the initial contact to be eligible for the vacancy.   
 
Should an applicant not respond within 24 hours, a letter will be sent to them giving the applicant 10 days 
to respond to us which will allow them to remain on the waiting list however, if others had previously 
responded on the waiting list and we are currently processing a different applicant for the upcoming 
vacancy, they will be allowed to remain on the waiting list in their current waitlist order but will not be 
processed for the current available unit.  They will be contacted for the next available unit due to their 
delay.   
  
If Management receives a timely response but the applicant rejects the first offered unit, the applicant will 
remain in their current position on the waiting list.  When a second unit becomes available, Management 
will again attempt to contact the applicant and will explain that if the applicant does not respond within 24 
hours or fails to accept the second unit, the applicant’s name will be removed from the applicable Waiting 
list.   
 
If, after the interview has been scheduled, the applicant fails to attend the scheduled interview or to 
contact Management to reschedule the interview, the applicant will be removed from the waiting list.  
Management will send a letter to the resident anytime an applicant is removed from the waiting list 
notifying them of such.   
 
Closing the Waiting List 
 
The waiting list will be monitored regularly to ensure there are enough applicants to fill vacancies.  If it is 
deemed that the waiting list for the apartment community has become excessive, the waiting list will be 
closed.  Potential applicants will be advised that the waiting list is closed, and no additional applications 
will be accepted.  A notice will be published in a newspaper within the primary marketing area, and will 
specify the reason the waiting list is closed, and that no additional applications are being accepted at this 
time.  A notice/advertisement will be published in a newspaper within the primary marketing area when 
the waiting list is reopened and will define the rules for application, and the order in which applications 
will be accepted. 
 
Rural Development properties will not close their waiting list. 

 
1.6. Assigning Apartments 
 

1. Household Members.  To determine how many bedrooms a household may have, the project will 
count:  (Depending on the rental program, documentation may be required). 

 
a. All full-time members of the household. 
 
b. Children who are away at school but live with the family during school recesses. 
 
c. Children who are subject to joint custody agreement but live in the apartment at least 50% of 

the time, or is in the process of securing legal custody of children under the age of 18, and 
provides documentation from court. 
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d. An unborn child. 
 
e. Foster children. 
 
f. Live-in attendants (Rural Development will allow apparatuses related to the residents 

disability when counting number of bedrooms required). 
 
g. Children who are temporarily absent due to placement in a foster home. 
 

2. General Occupancy Standards 
 

a. The applicant may select any size apartment for which the household size qualifies.  State or 
local ordinance may supercede this occupancy standard.  Occupancy limits are based on 
International code and/or state or local ordinances. 
 

 
   HUD/MSHDA/SECTION 8/RURAL DEVELOPMENT PROPERTIES 
   

Apartment Size Min  
Zero Bedroom/Studio 1  
One Bedroom 1  
Two Bedroom 2  
Three Bedroom 3  
Four Bedroom 4  

 
For HUD Properties:  If the apartment becomes under-occupied or over-occupied during the 
lease term according to the occupancy minimums/maximums, management may require that the 
resident(s) move to an apartment of the appropriate size, if available.  If the resident refuses to 
move, they may continue to reside in their current apartment, and pay the market rent for that 
apartment unless not permitted by a local ordinance.  Some city municipality have occupancy 
requirements and management must adhere to those guidelines in order to pass city inspections.  
In those cases, residents will be lease violated when exceeding those standards and it may be 
necessary to take legal action if required by the municipality 
 
Applicants are able to be placed on more than waiting list at their request prior to move-in 
however, should an applicant accept the smaller unit for a move-in, they are not eligible to 
transfer to a larger size unit unless their household size increases beyond the maximum limit for 
the unit occupied.  

 
 

 
For Rural Development Properties:  If the apartment becomes under-occupied or over-occupied 
during the lease term, management may require that the resident(s) move to an apartment of the 
appropriate size, if available.  If the resident refuses to move or the property has no units that 
would appropriate size the resident must vacate within 30 days or at the end of their current lease 
term, whichever is longer. 

 
   

TAX CREDIT/CONVENTIONAL AND/OR MARKET PROPERTIES 
   MSHDA PROGRAMS (I.E. TAXABLE BOND, 80/20, 60/40, ETC) 
    

Apartment Size Min  
Zero Bedroom/Studio 1  
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One Bedroom 1  
Two Bedroom 1  
Three Bedroom 1  
Four Bedroom 1  

 
 
1.7. Statuatory and HUD Preferences 
 

1. Properties managed under the 221(d)(4), 221(d)(3), 221(d)3BMIR and Section 236 programs 
must give preference to applicants who have been displaced by government action or a 
presidentially declared disaster. Persons displaced by government action or a presidential 
declaration disaster will be given a preference on the waitlist.  Where preferences apply, 
applicants with a verified preference will be moved to the top of the waiting list above persons 
without a preference. 
 
The eligibility for persons displaced by a presidentially declared disaster will be based upon 
FEMA’s eligibility determination.  Those impacted by the disaster (i.e. owners and residents) 
must make an application with FEMA, receive an application number, and obtain a letter of 
eligibility, which specifically describes the type of eligibility.  Those impacted by a disaster will 
not be afforded relief or assistance as a result of a Presidential Declared Disaster unless they have 
been certified by FEMA as being eligible.   
 

2. Section 236 properties that also offer rental assistance through the RAP Program must rank 
applicants according to the following criteria: 

 
a. Applicants eligible for RAP assistance 
b. Applicants eligible to pay less than market rent under the 236 program. 
c. Applicants with incomes sufficient to pay the market rent approved for the property. 

 
Owner adopted preferences, if applicable, are addressed in the Site Specific Addendum to Resident 
Selection Criteria. 

 
1.8 Income Targeting 
 

All project based Section 8 properties must ensure that at least 40% of apartments assisted under the 
contract, serve extremely low-income families.  The waiting list will be reviewed to determine if the 
composition of the current waiting list enables the property to meet the 40% income targeting 
requirement.  If the current waiting list reflects a significant number of extremely low-income applicants, 
any available apartments will be offered to applicants, by following the waiting list guidelines as 
described in Section 1.5.   

 
If the 40% income targeting requirement cannot be achieved by admitting applicants as they appear on the 
current waiting list, only applicants on the waiting list meeting the extremely low-income guidelines will 
be selected, in chronological order, to occupy vacant apartments until the 40% target has been achieved.   
Once the target has been reached, applicants will again be selected according to the waiting list guidelines 
more specifically described in Section 1.5.   

  

 
SECTION II - FAIR HOUSING AND EQUAL OPPORTUNITY 

 
Properties must comply with all Federal, State, local fair housing and civil rights laws and with all Equal 
Opportunity requirements in regard to rental of housing.  These requirements apply to:   
 

1. Accepting and processing applications;   
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2. Selecting Residents from among eligible applicants on the waiting list;   
3. Assigning apartments; and   
4. Certifying and recertifying eligibility for assistance. 
5. Continued occupancy policies and rules during tenancy. 

 
 

2.1 Federal Laws  
 

Federal law forbids discrimination based on race, color, religion, sex, national origin, disability, and 
familial status.  Administration procedures further prohibit discrimination based upon certain class 
memberships.  See Exhibit A for definitions of minorities, and the federal poster. 
 
Site staff must at all times comply with the following Federal Laws: 

a.  Section 504 of the Rehabilitation Act of 1973 prohibits discrimination on the basis of 
disability in any program or activity receiving federal financial assistance from HUD. 

b. The Fair Housing Act Amendments of 1988 prohibits discrimination in housing and housing 
related transactions based on race, color, religion, sex, national origin, disability and familial 
status.  It applies to housing, regardless of the presence of federal financial assistance. 

c. Title VI of the Civil Rights Act of 1964 prohibits discrimination on the basis of race, color or 
national origin in any program or activity receiving federal financial assistance from HUD. 

 
2.2 Michigan Law 
 

Michigan Law prohibits discrimination based upon religion, race, color, national origin, sex, disability, 
age, marital status, height, weight, arrest record, genetic information and familial status.  (See Exhibit B).  
Some local ordinances have additional protected classes. 

 
2.3 Violence Against Women  and Justice Department Reauthorization Act (VAWA) 
 

VAWA 2013 maintains protections for public housing, Section 8 vouchers, and project based Section 8, 
and also expands the housing protections from VAWA 2005 to include the following programs which 
includes HUD’s Homeless Assistance Programs:  
 

 HOME Investment Partnerships program 
 Section 202 supportive housing for the elderly 
 Section 236 Rental Program 
 Section 811 supportive housing for people with disabilities 
 Section 221(d)(3) Below Market Interest Rate (BMIR) Program 
 HOPWA housing program 
 HUD’s McKinney-Vento homeless programs 
 Low-Income Housing Tax Credit properties 
 USDA Rural Housing properties 

 
The move-in packet will include the VAWA lease addendum-HUD Form 91067, Certification of 
Domestic Violence, Sexual Assault, or Stalking, and Alternative Documentation, advising residents of the 
protections available to them.  The Violence Against Women and Justice Department Reauthorization Act 
offers the following protections against eviction or denial of housing based on domestic violence, sexual 
assault, dating violence or stalking: 
 
1. An applicant’s status as a victim of domestic violence, sexual assault, dating violence or stalking 

is not a basis for denial of rental assistance or for denial of admission, if the applicant otherwise 
qualifies for assistance or admission. 
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2. An incident or incidents of actual or threatened domestic violence, sexual assault, dating violence 
or stalking will not be construed as serious or repeated violations of the lease or other “good 
cause” for terminating the assistance, tenancy, or occupancy rights of a victim of abuse.   

 
3. Criminal activity directly related to domestic violence, sexual assault, dating violence or stalking, 

engaged in by a member of a tenant’s household or any guest or other person under the tenant’s 
control, shall not be cause for termination of assistance, tenancy, or occupancy rights of the 
victim of the criminal acts.    

 
2.4 Affirmative Fair Housing Marketing Plan 
 

The property must comply with its approved Affirmative Fair Housing Marketing Plan (AFHMP).  This 
plan outlines the marketing strategies the property must utilize. 

 
 

SECTION III - PRIORITIES CONCERNING APARTMENT TRANSFERS 
 
An apartment transfer will be given to present residents requesting or requiring a transfer to a different apartment 
due to change in family composition, or size; medical reasons as certified by a doctor; the need for deeper subsidy 
(Rent Supplement, RAP or Section 8 assistance), or an accommodation for a disability.  All properties will 
maintain a separate in-house transfer list.  As vacancies occur, the internal waiting list will be checked for priority 
applicants before seeking new applicants from the waiting list for vacancies.  Transfers for reasons 1-4 will take 
preference on the waiting list for the property and will occur before moving any new applicants into the property.  
Transfers for reasons 5-6 will take place by picking one internal transfer and then a new applicant (every other 
move-in will be pulled from the in-house waiting list).  
 
All transfers will go through an approval process to include; rent is current and the resident is in good standing 
with the community and the current unit will be inspected for damages and cleanliness to determine if the transfer 
will be permitted.  If the property deems that the resident is not qualified to transfer for the reasons listed above, 
the file will be documented and the resident will be skipped on the transfer list until the lease violations are cured.  
In addition, transfers are not permitted on HUD/LIHTC regulated sites unless program requirements are met and 
the transfer is due to one of the reasons listed below.  Transfers will be made to current residents who meet the 
transfer criteria as stated above, and transfers will be prioritized in the following order: 
 

1. Emergency Transfer request for Victims of Domestic Abuse in accordance with VAWA 
protections; 

2. Transfer requested based on the need for an accessible apartment to accommodate a disability; 
3. Transfer requested for medical reasons as certified by a doctor. 
4. Transfer due to underoccupying a unit based on a decrease in family composition or size 
5. Transfer due to change in family composition or size causing the unit to be over-occupied 

according to the maximum occupancy limits for the current unit size.; 
6. Transfers requested due to the need for deeper subsidy (Rent Supplement, RAP or Section 8 

Assistance) 
 
Depending on the circumstances of the transfer, the resident may be obligated to pay all costs associated with the 
move (this provision does not apply to regulated households (i.e. HUD, MSHDA, RD).  If a resident is transferred 
as a reasonable accommodation due to a household member’s disability see Section 5-A(1), 5-A(2) and 5-B for 
more information.  
 
A transfer for a regulated household must be handled in accordance with the regulatory guidelines.  (HUD, 
MSHDA or RD).  A voluntary transfer for an unregulated household will include a charge to be applied to those 
residents transferring during the term of the lease.  This charge will be an administrative fee plus the prorated 
rehabilitation costs.   
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In a non-regulated household, Residents making voluntary transfers will be required to pay a new security deposit 
in advance of the transfer; with settlement of the old security deposit to be made within 30 days of the date the old 
apartment is vacated.  
  

 
SECTION IV - PRIORITIES CONCERNING ADMISSIONS 

 
 
4.1 Accessible Apartments 
 

In order to assure that eligible persons with disabilities/handicaps benefit from the particular accessibility 
feature of a specific apartment a special priority approach to marketing will take place.  When accessible 
apartments become available, the apartment will be offered in the following order. 

 
1. To current residents having disabilities who would benefit from the available apartment's 

accessibility features, but whose current apartment does not have such features. 
 
2. To eligible and qualified households on the waiting list having disabilities that would benefit 

from the available apartment's accessibility features. 
 

3. To other eligible and qualified households on the waiting list (i.e. without disabilities), in 
which case the landlord will require the household to agree, in writing to transfer to a non-
accessible apartment at the landlords request. 

 
When an accessible apartment becomes available, households which need (but currently do not have) the 
accessibility features assume a position at the top of the waiting list, ahead of households with earlier 
application dates. 
 
Emergency Transfer Plan  

 
Emergency Transfers 

  
The Landlord is concerned about the safety of its tenants, and such concern extends to tenants who are 
victims of domestic violence, dating violence, sexual assault, or stalking. In accordance with the Violence 
Against Women Act (VAWA), The Landlord allows tenants who are victims of domestic violence, dating 
violence, sexual assault, or stalking to request an emergency transfer from the tenant’s current unit to 
another unit. The ability to request a transfer is available regardless of sex, gender identity, or sexual 
orientation. The ability of the Landlord to honor such requests for tenants currently receiving assistance, 
however, may depend upon a preliminary determination that the tenant is or has been a victim of domestic 
violence, dating violence, sexual assault, or stalking, and on whether the community has another dwelling 
unit that is available and is safe to offer the tenant for temporary or more permanent occupancy.  

 
This plan identifies tenants who are eligible for an emergency transfer, the documentation needed to 
request an emergency transfer, confidentiality protections, how an emergency transfer may occur, and 
guidance to tenants on safety and security. This plan is based on a model emergency transfer plan 
published by the U.S. Department of Housing and Urban Development (HUD), the Federal agency that 
oversees that HUD-assisted properties are in compliance with VAWA. The State Housing Agency (if 
applicable), will assess VAWA compliance including but not limited to the Emergency Transfer Plan 
requirements during regular monitoring.  

 
Eligibility for Emergency Transfers 
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A tenant who is a victim of domestic violence, dating violence, sexual assault, or stalking, as provided in 
HUD’s regulations at 24 CFR part 5, subpart L is eligible for an emergency transfer, if: the tenant 
reasonably believes that there is a threat of imminent harm from further violence if the tenant remains 
within the same unit. If the tenant is a victim of sexual assault, the tenant may also be eligible to transfer 
if the sexual assault occurred on the premises within the 90-calendar-day period preceding a request for 
an emergency transfer. 

 
A tenant requesting an emergency transfer must expressly request the transfer in accordance with the 
procedures described in this plan.   

 
Tenants who are not in good standing may still request an emergency transfer if they meet the eligibility 
requirements in this section.   

 
Tenants may bifurcate their lease to enable victims of domestic violence to remain in their own unit, or in 
another HUD assisted unit, at their request. 
 
Emergency Transfer Request Documentation 

 
To request an emergency transfer, the tenant shall notify the Landlord and submit a written request for a 
transfer via fax, email or in person to the Landlord.  Landlord  will provide reasonable accommodations 
to this policy for individuals with disabilities. The tenant’s written request for an emergency transfer 
should include either: 

 
 A statement expressing that the tenant reasonably believes that there is a threat of imminent harm 

from further violence if the tenant were to remain in the same dwelling unit assisted under the 
Landlord’s program; OR 

 
 A statement that the tenant was a sexual assault victim and that the sexual assault occurred on the 

premises during the 90-calendar-day period preceding the tenant’s request for an emergency 
transfer.   

 
Confidentiality 

 
The Landlord will keep confidential any information that the tenant submits in requesting an emergency 
transfer, and information about the emergency transfer, unless the tenant gives the Landlord written 
permission to release the information on a time limited basis, or unless disclosure of the information is 
required by law, or required for use in an eviction proceeding or hearing regarding termination of 
assistance from the covered program. This includes keeping confidential the new location of the dwelling 
unit of the tenant, if one is provided, from the person(s) that committed an act(s) of domestic violence, 
dating violence, sexual assault, or stalking against the tenant. See the Notice of Occupancy Rights under 
the Violence Against Women Act For All Tenants for more information about the Landlord responsibility 
to maintain the confidentiality of information related to incidents of domestic violence, dating violence, 
sexual assault, or stalking. 
 
Retention of Information 

 
Any VAWA documents submitted by a resident CANNOT be placed in the resident file and should be 
kept in a separate binder from the files.  This binder should be kept securely away from the general 
public. The VAWA binder must include the VAWA log – Form #OP 339 and all documentation 
related to the requests.  Documents will be kept on file for 3 years following the date of request.  After 3 
years, documents should be shredded.   
 

 
Emergency Transfer Timing and Availability 
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The Landlord cannot guarantee that a transfer request will be approved or how long it will take to process 
a transfer request. The Landlord  will, however, act as quickly as possible to move a tenant who is a 
victim of domestic violence, dating violence, sexual assault, or stalking to another unit, subject to 
availability and safety of a unit. If a tenant reasonably believes a proposed transfer would not be safe, the 
tenant may request a transfer to a different unit. If a unit is available, the transferred tenant must agree to 
abide by the terms and conditions that govern occupancy in the unit to which the tenant has been 
transferred.  The Landlord  may be unable to transfer a tenant to a particular unit if the tenant has not or 
cannot establish eligibility for that unit.     

 
If the Landlord  has no safe and available units for which a tenant who needs an emergency is eligible, 
will assist the tenant in identifying other Owner / Agents who may have safe and available units to which 
the tenant could move. At the tenant’s request, the Landlord will also assist tenants in contacting the local 
organizations offering assistance to victims of domestic violence, dating violence, sexual assault, or 
stalking that are attached to this plan. 

 
Emergency Transfers in Cases Where a Safe Unit Is Not Immediately Available  

 
If the Landlord  does not have a safe unit immediately available for an internal emergency transfer, the 
victim will be placed on the Emergency Transfer Waitlist, if the Landlord chooses to create/manage such 
a waitlist. Tenants on the Emergency Transfer Waitlist, if it exists, will take precedence over applicants 
on other property waitlists. 

 
If the Landlord  has no safe and available units for which an existing tenant who needs an emergency 
transfer is eligible, a tenant may also request an External Emergency Transfer.  A tenant may choose to 
pursue both and Internal and an External Transfer at the same time. 

 
The Landlord will take the following steps to assist the tenant with an external emergency transfer.  

 
 The Landlord will provide the victim with a list of other HUD-assisted Owner/Agents under the 

State Housing Agency’s (if applicable), jurisdiction including unit size, preferences and contact 
information. 

 
 At the tenant’s request, the Landlord will assist tenants in contacting one or more of those 

providers. 
 
 The Landlord will assist in arrangements with the other provider to facilitate the move. In 

particular, the State Housing Agency (if applicable),  or Owner / Agent will request the tenant’s 
permission to share tenant files with the other provider. If the tenant provides written consent to 
do so, and any applicable confidentiality requirements are met, the Landlord will share 
documentation from the tenant’s current file in order to expedite a tenant’s new application 
process.  

 
If the Landlord is contacted by another Owner / Agent, or tenant of another provider’s housing seeking an 
Emergency Transfer, the Landlord will take the following steps: 

 
 Give the transfer priority over other kinds of transfer, second only to the priority for internal 

transfers and accessible units described below. 
 
 Expedite the application / screening process using any documentation from the tenant’s existing 

file that the other provider is able to make available. 
 

In all cases of both Internal and External Emergency Transfer, the Landlord  will give the victim the 
names, addresses, and phone numbers of domestic advocacy organizations that stand ready to assist 
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VAWA victims on an emergency basis to help them. 
 

Priority of VAWA Emergency Transfers over Other Categories of Emergency Transfer 

In general, the Landlord  will prioritize needs of existing tenants over external transfers, and opportunities 
to maximize use of accessible units (see next section).  The order for priority of VAWA Emergency 
Transfers will be as follows: 

 
 First priority will go to Internal Emergency Transfers, including VAWA Emergency Transfers.  

Priority among VAWA Emergency Transfers and other non-VAWA Emergency Transfers will be 
evaluated on a case-by-case basis if such conflicts arise. 

 
 Second priority will go to other Internal Transfers that are not emergencies. 
 
 Third priority will go to External VAWA Emergency Transfers. 

 
Accessible Units  

 
In order to meet the requirements of HUD Section 504 to maximize use of accessible units by those who 
need accessibility features, the Landlord  will apply the following order of priority for Accessible Units 
only: 

 
 First priority will go to a current occupant of the property who needs the accessibility features of 

the vacant unit. 
 
 Second priority will be to an eligible qualified individual on the waiting list who needs accessible 

features. 
 
 Third priority will go to individuals without disabilities who need an emergency transfer under 

VAWA. 
 
Policies for Tenants with Tenant Based Assistance 
 
The measures and priorities covered under this Emergency Transfer Plan apply to households with tenant-based 
housing assistance in the same manner that they apply to other households covered by this plan. Under 24 CRF 
982.353 and 354, PHAs must issue the victim a voucher allowing the victim to search for another unit in its 
jurisdiction, or begin the portability process if the victim wishes to move outside of the PHA’s jurisdiction.  
 
The community will apply the same priorities for Emergency Transfer to place tenants with tenant-based vouchers 
as quickly as possible, and wherever possible, prior to the expiration of any deadlines for using the voucher that 
may be imposed by the PHA. 
 
Safety and Security of Tenants 
 
Pending processing of the transfer and the actual transfer, if it is approved and occurs, the tenant is urged to take 
all reasonable precautions to be safe.   
 
 
 

SECTION V - REASONABLE ACCOMMODATION AND MODIFICATION 
 
 
5.1 Reasonable Accommodation/Modification of Apartments and Common Areas 
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1. Fair Housing Amendments Act of 1988 
Reasonable accommodation of physical aspects of property.  The Fair Housing Amendments Act 
of 1988 covers all properties with regard to the protection of families with children and persons 
with disabilities against discrimination.  It mandates persons with disabilities be allowed to 
reasonably modify their apartment or project common area at their expense if it is necessary for 
the disabled person to fully enjoy it.   It is advised to accept the applicant's or resident's own 
assessment of what is needed to allow accessibility.  The Resident may be required to restore the 
interior of the apartment to the condition that existed before, if it will interfere with a future 
Resident's use of the premises (grab bars and widened door entrances are determined not to be an 
interference with a future Resident's use of premises).  Additionally, requests for reasonable 
modification must be in writing and approval will be conditioned on assurances of the quality of 
workmanship. 

 
2. Section 504 is a provision of the Rehabilitation Act of 1973 that covers all federally assisted 

properties with regard to discrimination against qualified persons with disabilities.  It mandates 
that properties receiving federal assistance, if requested by an applicant or resident with 
disabilities, the housing provider must make a dwelling apartment (and common area) accessible, 
at the property's expense, unless to do so would result in a fundamental alteration or in an undue 
financial/administrative burden.  Additionally, if a resident is being moved to a different 
apartment as reasonable accommodation to a household member’s disability, then the property 
must pay for the move unless doing so would constitute an undue financial/administrative burden.  
If an accessibility modification is unreasonable, would result in a fundamental alteration or would 
result in an undue burden, Section 504 does not apply.  However, the FHAA of 1988 provisions 
continue to be applicable specifically the housing provider must allow the modification to be 
made at the expense of the person with disabilities. 
 
Rural Development Properties 

 
 If an accessibility modification is unreasonable, would result in fundamental alteration, or would 

result in an undue burden, Section 504 does not apply.  Only the Secretary of Agriculture can 
make any decision regarding this. 

 
 
5.2 Reasonable Accommodation/Modifications of Policies and Practices 
 

The Fair Housing Amendment Act of 1988 makes it illegal, on all properties to refuse to make reasonable 
accommodations in rules, policies, practices, or services necessary to provide a disabled person equal 
opportunity to use and enjoy a dwelling.  Reasonable accommodations might be, tactile signs, visual 
doorbells, oral presentation, and written material in large print or Braille.  Housing providers are not 
required to provide at its expense, individually prescribed items. (i.e. hearing aids, etc.) or personal items 
(i.e. wheel chairs, etc.). 
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          EXHIBIT  A 
 
 
 

Definitions of Racial Groups 
 
 
 
 
 
Minorities: 
 
The five racial categories are defined below:   
 
 
American Indian or Alaska Native.   
 
A person having origins in any of the original peoples of North and South America (including Central America), 
and who maintains tribal affiliation or community attachment. 

Asian 

A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent 
including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, 
Thailand, and Vietnam. 

 

Black or African American 

A person having origins in any of the black racial groups of Africa.  Terms such as “Haitian” or “Negro” can be 
used in addition to “Black” or “African American.” 

 

Native Hawaiian or Other Pacific Islander 

A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands. 

 

White 

A person having origins in any of the original peoples of Europe, the Middle East or North Africa. 
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Exhibit A 

 
 

Examples of 
Prohibited Discrimination Practice 

 
 

 
Class 

Civil Rights Laws 
and Regulations 

HUD Statues, Regulations and 
Administrative Requirements 

   
Religion, Race, 
Color, Creed, 
National Origin, 
Height or Weight 

No priorities or application criteria (e.g., 
variations in charges or deposits) based 
upon race, creed, color, religion, 
national origin, height or weight.  No 
assigning of minorities to designated 
apartments or sections of a project. 
 

 

Sex No renting apartments to single persons 
of one sex and not the other.  * 

In elderly housing, no discrimination 
against females/males because of 
disproportionate mixture of sexes. 
 

Age No minimum or maximum ages unless 
necessary to normal operation of the 
project (e.g., elderly project) or required 
by State or local law. 
 

 

Children  In family housing, no discrimination 
against families with children. 
 

Class 
Membership 

 No discrimination against particular 
socio-economic classes (e.g., welfare 
recipients, single parent households, 
etc.) 
 

Membership in 
Sponsoring 
Organization 

 No priority to members of sponsoring 
organization.  No discrimination against 
non-members. 
 

Disabled No discrimination solely because of 
handicap. 
 

 

 
 *   However, housing may be limited to occupancy by one sex where it is determined by the HUD Field Office 

that due to the physical limitations or configurations of the facility considerations of personal privacy require 
that the facility (or parts thereof) be available to members of a single sex. 
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For Office Use Only Date Rec’d Time Rec’d Initials 

 

Preliminary Rental Application 
  

Please note that this is a preliminary application and gives no lease or rent rights. 

Community       Office Phone   (     )       Date  

Unit Size   1  2  3  4     Unit Type:  Apartment  Studio       Townhouse 

Would you or a member of your household benefit from the design features of a barrier free unit?  Yes   No  

Applicant:        Email     Phone  (     )    

Co-Applicant:         Email     Phone  (     )    

Current Marital Status:  Unmarried    Married    Widowed      Separated      Divorced 

Do you have any pets:    Yes   No.   If yes, please list type of pet:          

How were you referred to our community?             

 

Applicant’s History 

Applicant: Co-Applicant 
    
Current Address:    Current Address:   
      
Date: From  Rent: $   Date: From  Rent: $   
 To:      To:     
Reason for Moving:   Reason for Moving:   
Current Landlord:   Current Landlord:   

Address:   Address:   
Phone   Phone   

    

Previous Address:    Previous Address:   
      
Date: From  Rent: $   Date: From  Rent: $   
 To:      To:     
Reason for Moving:   Reason for Moving:   
Previous Landlord:   Previous Landlord:   

Address:   Address:   
Phone   Phone   

    

Previous Address:    Previous Address:   
      
Date: From  Rent: $   Date: From  Rent: $   
 To:      To:     
Reason for Moving:   Reason for Moving:   

Previous Landlord:   Previous Landlord:   
Address:   Address:   

Phone   Phone   
      
    

 

If you have resided at additional addresses within the past five (5) years, please attach Previous Address 
Information on a separate sheet. 
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Please list all persons that will occupy the residence. 

Name Maiden Name  Relationship of Head Social Security 
(First, Middle Initial, Last) (If Applicable) Date of Birth Of Household Number 

1.   Head of Household  
2.     
3.     
4.     
5.     
6.     

 
Employment 

Applicant          Co-Applicant 
Employer:  Employer:  
Address:  Address:  
    
Phone:  Phone:  
Length of Employment:  Length of Employment:  
Position Held:  Position Held:  
Salary/Wage:  Per:  Salary/Wage:  Per:  
Supervisor:  Supervisor:  
Status:  Full-Time:  Part-Time  Status:  Full-Time:  Part-Time:  
List average hours per week worked: List average hours per week worked: 
 
Total household income from all other sources (i.e. social security pension, child support, Section 8 Certificate, etc): 
 
Source:  Amount: $  Frequency:  
Source:  Amount: $  Frequency:  
Source:  Amount: $  Frequency:  
 
Provide asset information below: 
(Including but not limited to:  Checking, Savings, Debit Card, Real Estate, 401k, IRA, Stocks, Bonds, etc) 
 

Type of Assets Name of Bank,  
Stock or Bond 

 
Account Number 

Balance/ 
Current Value 

Rate of 
Interest 

 
Dividend 

 
Real Estate 

1.       
2.       
3.       
4.       
5.       
 
 
Do you or any member of your household engage in current illegal use or illegal distribution of a controlled substance or 
have you previously been convicted of the same?  Yes   No 
 
If you answered “yes” to the above question, have you successfully completed a controlled substance abuse program or 
are you presently enrolled in such a program?     Yes   No  
If “yes”, please explain:               
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Have you or any member of your household ever been convicted of a crime, felony, misdemeanor?    Yes   No 
If “yes”, please explain:               
 
Have you or any member of your household lived in subsidized housing?    Yes   No  
If “yes”, when and where?               
 
Have you ever committed fraud in a subsidized housing program or been requested to repay money for knowingly 
misrepresenting information for such housing programs?    Yes   No  
If “yes”, please explain:               
 
 
PERSONAL REFERENCES:    List 3 people (not related to you) that we can call for a personal reference: 

Name Address/City/Zip Relationship Telephone Number 
1.    
2.    
3.    

 
 
 
The information contained in this application is treated confidentially.  No information will be revealed to anyone 
without the express written consent of the applicant. 
 
     
Head of Household Date  Co-Applicant, Spouse/Co-Head Date 
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Applicant’s certification that the unit applied for will be the applicant household’s permanent residence and it does/will not 
maintain a separate subsidized rental unit in a different location. 
 
 Applicants Initials  Co-Applicants Initials  Managers Initials 
 
HUD, RURAL DEVELOPMENT& MSHDA APPLICANTS 
I fully understand that Title 18, Section 1001 of the United States Code states that a person is guilty of a felony for 
knowingly and willingly making false or fraudulent statements to any department or agency of the United States.  I 
therefore, certify that the foregoing information is true and complete to the best of my knowledge.  I authorize inquiries to 
be made to verify the statements above.  Falsified statements shall be grounds for eviction. 
 
 Applicants Initials  Co-Applicants Initials  Managers Initials 
 
RURAL DEVELOPMENT 
 
I/We certify that the rental unit which I/We will occupy will be my/our permanent residence and further certify that I/We do 
not and will not maintain a separate subsidized rental unit in a different location.  I acknowledge that I am responsible to 
inform the office of any changes to any part of this application (i.e. address, phone, income). 
 
 Applicants Initials  Co-Applicants Initials  Managers Initials 
 
GENDER DESIGNATION: (Applicant)   I do not wish to furnish this information  
   Male         Female 
  
GENDER DESIGNATION: (Co-Applicant)   I do not wish to furnish this information  
   Male         Female 
 
Additional information will be required at a later date to complete the processing for residency. 
 
     
Head of Household Date  Co-Applicant, Spouse/Co-Head Date 
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Race and Ethnic Data 
Reporting Form 

U.S. Department of Housing  
and Urban Development      
Office of Housing 

OMB Approval No. 2502-0204 
(Exp. 6/30/2017)  

 
      

 
      

 
      

Name of Property Project No. Address of Property 

            
Name of Owner/Managing Agent  Type of Assistance or Program Title:     

            
Name of Head of Household Name of Household Member 
 
 

  

Date (mm/dd/yyyy):        

 
     

 
Ethnic Categories* 

Select 
One 

 

Hispanic or Latino   

Not-Hispanic or Latino   

 
Racial Categories* 

Select 
All that 
Apply 

American Indian or Alaska Native   

Asian   

Black or African American   

Native Hawaiian or Other Pacific Islander   

White   

Other   

 
*Definitions of these categories may be found on the reverse side.  
 

There is no penalty for persons who do not complete the form. 
 
 
 

  

Signature  Date 
 
Public reporting burden for this collection is estimated to average 10 minutes per response, including the time for reviewing instructions, searching existing data sources, gathering and 
maintaining the data needed, and completing and reviewing the collection of information. This 
 information is required to obtain benefits and voluntary. HUD may not collect this information, and you are not required to complete this form, unless it displays a currently valid OMB control 
number. 
This information is authorized by the U.S. Housing Act of 1937 as amended, the Housing and Urban Rural Recovery Act of 1983 and Housing and Community Development Technical 
Amendments of 1984. This information is needed to be incompliance with OMB-mandated changes to 
 Ethnicity and Race categories for recording the 50059 Data Requirements to HUD. Owners/agents must offer the opportunity to the head and co- 
head of each household to “self certify’ during the application interview or lease signing. In-place tenants must complete the format as part of   their next interim or annual re-certification. This 
process will allow the owner/agent to collect the needed information on all members of the household. Completed documents should be stapled together for each household and placed in the 
household’s file. Parents or guardians are to 
 complete the self-certification for children under the age of 18. Once system development funds are provide and the appropriate system upgrades have been implemented, owners/agents will 
be required to report the race and ethnicity data electronically to the TRACS (Tenant Rental Assistance Certification System). This information is considered non-sensitive and does no require 
any special protection. 
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Instructions for the Race and Ethnic Data Reporting (Form HUD-27061-H) 
 

A. General Instructions:  
 
This form is to be completed by individuals wishing to be served (applicants) and those that are currently 
served (tenants) in housing assisted by the Department of Housing and Urban Development. 
 
Owner and agents are required to offer the applicant/tenant the option to complete the form. The form is to 
be completed at initial application or at lease signing.  In-place tenants must also be offered the opportunity 
to complete the form as part of the next interim or annual recertification.  Once the form is completed it need 
not be completed again unless the head of household or household composition changes.  There is no penalty 
for persons who do not complete the form.  However, the owner or agent may place a note in the tenant file 
stating the applicant/tenant refused to complete the form.  Parents or guardians are to complete the form 
for children under the age of 18. 
 
The Office of Housing has been given permission to use this form for gathering race and ethnic data in 
assisted housing programs.  Completed documents for the entire household should be stapled together and 
placed in the household’s file. 
 

1.  The two ethnic categories you should choose from are defined below.  You should check one of the two 
categories. 

1. Hispanic or Latino.  A person of Cuban, Mexican, Puerto Rican, South or Central American, or 
other Spanish culture or origin, regardless of race.  The term “Spanish origin” can be used in 
addition to “Hispanic” or “Latino.” 

 
2. Not Hispanic or Latino.  A person not of Cuban, Mexican, Puerto Rican, South or  Central 

American, or other Spanish culture or origin, regardless of race. 
 

2. The five racial categories to choose from are defined below:  You should check as many as apply to you. 
 

1. American Indian or Alaska Native.  A person having origins in any of the original peoples of North 
and South America (including Central America), and who maintains tribal affiliation or community 
attachment. 
 

2. Asian. A person having origins in any of the original peoples of the Far East,  Southeast Asia, or the 
Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, 
the Philippine Islands, Thailand, and Vietnam. 

 
3. Black or African American. A person having origins in any of the black racial  groups of Africa.  

Terms such as “Haitian” or “Negro” can be used in addition to  “Black” or “African American.” 
 
4. Native Hawaiian or Other Pacific Islander. A person having origins in any of the  original peoples of 

Hawaii, Guam, Samoa, or other Pacific Islands. 
 
5. White. A person having origins in any of the original peoples of Europe, the Middle East or North 

Africa. 
 

 
form HUD-27061-H (9/2003)   
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DISCLOSURE UNDER FAIR HOUSING REPORTING ACT AND AUTHORIZATION 
 
 
 

KMG Prestige, Inc., Affinity Property Management, LLC. and/or        
Apartments is requesting a copy of your Consumer Report or Credit Report to assist it in its consideration for: 
 

 Employment purposes, or 
 Housing at       Apartments 

  
We are required as part of our screening process to secure a Consumer Report on you to assist us in our determination.  
Under the Fair Credit Reporting Act, 15 U.S.C.A. 1681 et seq. we must first seek your written consent to obtain your 
consumer or credit report.  The information obtained will not be used in violation of any applicable Federal or State law. 
 
Pursuant to the Fair Credit Reporting Act, 15 U.S.C.A. 1681a the following definitions are provided to you: 
 

“Consumer” means an individual. 
 
“Consumer Report” means any written, oral, or other communication of any information by a consumer reporting 

agency bearing on a consumer’s credit worthiness, credit standing, credit capacity, character, general reputation, personal 
characteristics, or mode of living which is used or expected to be used or collected in whole or in part for the purpose of 
serving as a factor in establishing the consumer’s eligibility for a) credit or insurance to be used primarily for personal, 
family, or household purposes; b) employment purposes; or c) any other purpose authorized in the act. 

 
“Investigative Consumer Report” means a consumer report or portion thereof in which information on a 

consumer’s character, general reputation, personal characteristics, or mode of living is obtained through personal 
interviews with neighbors, friends, or associates of the consumer reported on or with others with whom he is acquainted 
or who may have knowledge concerning any such items of information. 

 
“Employment Purposes” means a report for the purpose of evaluating a consumer for employment, promotion, 

reassignment or retention as an employee. 
 
“Adverse Action” means (i) a denial of employment or any other decision for employment purposes that 

adversely affects any current or prospective employee; (ii) a denial or cancellation of, an increase in any charge for, or any 
other adverse or unfavorable change in the terms of credit or any license or other reasons described in section 
168b(a)(3)(D) of the Act; or (iii) an action or determination that is made in connection with an application that was made 
by, or a transaction that was initialed by, any consumer, or in connection with a review of an account under the act and 
adverse to the interests of the consumer. 

 
In accordance with the company policy we must obtain your consent in writing authorizing us to obtain a “Consumer 
Report” and/or Investigative Report on you for employment purposes.  Upon receipt of your written authorization, we 
will obtain the written report.  If we consider any information in that report which directly and adversely affects you in 
our employment related decision, you will be provided with a copy of the Consumer Report and a summary of your rights 
under the FCRA before a decision is final.  Alternatively, you may contact the Federal Trade Commission about your 
rights under the Fair Credit Reporting Act. 
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If we are obtaining a “Credit Report” with respect to your application for housing, and should your application be rejected 
due to information contained on your credit report you will be provided with the name and address of the local credit 
bureau where within sixty (60) days of rejection, you can obtain a free copy of your credit report, dispute it’s accuracy, 
and provide a consumer statement describing your position if you dispute the credit report.  Pursuant to the Fair Debt 
Credit Reporting Act you will have the right to put into your report a statement explaining your position on the item under 
dispute.  For further information, contact your State or Local consumer protection agency or your State Attorney 
General’s office. 
 
I have read the foregoing information referred to as a Fair Credit Reporting Disclosure and now hereby authorize 
KMG Prestige, Inc., Affinity Property Management, LLC., and/or      
 Apartments to obtain a Consumer Report, Credit Report or Investigative Report on me from a consumer 
reporting agency or company for: 
 

 Employment purposes 
 Housing purposes 
 Both 

 
I understand that KMG Prestige, Inc., Affinity Property Management, LLC., and/or the Apartment Community 
referenced above will rely upon the information contained in the report.  I further understand that I have rights to 
dispute any adverse decision which may be made against me by KMG Prestige, Inc., Affinity Property 
Management, LLC., and/or the Apartment Community.  As set forth in the disclosure, I may seek additional 
advice or assistance from my local consumer protection agency or Attorney General’s office. 
 
I acknowledge that I have received a copy of this document for my records. 
 
 
              
Applicant       Date 
 
 
              
Applicant       Date 
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AUTHORIZATION FOR CRIMINAL HISTORY CHECK 
 
 

 
NOTICE TO APPLICANTS:  The information requested below is for the sole purpose of conducting a background 
investigation, which includes, among other things, a criminal conviction check.  The existence of a prior criminal 
conviction will not necessarily make you ineligible for housing with KMG Prestige.  It is KMG Prestige’s policy to 
evaluate any adverse information obtained in the background investigation based on a range of factors including, 
but not limited to, rental history.  Information regarding age, sex and race will not be a factor in any housing decision 
including. 
 
 
 

 

Full Name  (no nicknames)       _________________________________________________________________  
 
Maiden Names(s), Nickname(s), Other Name(s)  (please include dates used)   Male   Female 
        
 
Social Security Number        Date of Birth        
 
 
Driver’s License Number        State        
 
Is Your Driver’s License Valid?   Yes   No  Please give details 
        
        
All addresses for the last 7 years: (Street / City / County / State / Years From-To) 
In the event you do not remember the exact street address, please include a city, state and the approximate dates of 
residence. Street Address City County State Years From-To 
1.         /       /       /       /        
2.         /       /       /       /        
3.         /       /       /       /        
4.         /       /       /       /        
5.         /       /       /       /        
6.         /       /       /       /        

List ALL States you have ever resided in: 

 

 

  

(attach additional pages if necessary) 

 

I expressly authorize all personnel, schools, companies, corporations, credit bureaus and law enforcement agencies 
to supply any and all information concerning my qualifications for employment positions applied for and the 
information given by me herein.  In consideration for being considered for housing, I release KMG Prestige, related 
entities, as well as any individual or entity providing information, from any and all liability in connection with any 
inquiries and investigations made, information they give and any decisions made or action taken concerning my 
employment based on such information.  I also do not require a copy of any disclosure of the nature and scope of 
the investigation.  I understand that any offer of apartment rental from KMG Prestige is based upon my successful 
completion of the background screening.  I also understand that I have a right to review all disputed information and 
to follow up with the law enforcement agency to clear up any discrepancies.  This authorization is good for one year 
from the date of signing. 

X     
  Signature          Date 



County

Type

Total Population % of Total Population

214,440 72.3%

34,322 11.6%

1,187 0.4%

19,338 6.5%

95 0.0%

3,879 1.3%

23,205 7.8%

296,466 100.00%

82,026 0

27.7% 27.7%

Ingham, Michigan

Family

2020 Census Analysis

Some Other Race

Hispanic

Total Population

Total Population (Minority)

Minority %

Race

White

Black or African American

American Indian/Alaskan Native

Asian

Hawaiian and Other Pacific Islander



1/6/23, 11:31 AM DP05: ACS DEMOGRAPHIC AND ... - Census Bureau Table

^ United StatesCensusACS DEMOGRAPHIC AND HOUSING
ESTIMATES Bureau
Note: This is a modified view of the original table produced by the U.S. Census Bureau. This download or printed
version may have missing information from the original table.

Ingham County,Michigan

EstimateLabel Percent

V- SEX AND AGE

} Total population 290,923 290,923

V RACE

V Total population 290,923 290,923

One race 273,261 93.9%

Two or more races 17,662 6.1%

vr One race 273,261 93.9%

White 214,440 73.7%

Black or African American 34,322 11.8%

\ American Indian and Alaska Native

^ Asian

^ Native Hawaiian and Other Pacific Islam

1,187 0.4%

19,338 6.6%

95 0.0%

Some other race 3,879 1.3%

} Two or more races

^ Race alone or in combination with one or more otht

17,662 6.1%

vr HISPANIC OR LATINO AND RACE

s/ Total population 290,923 290,923

^ Hispanic or Latino (of any race)

} Not Hispanic or Latino

23,205 8.0%

267,718 92.0%

Total housing units (X)124,012

^ CITIZEN, VOTING AGE POPULATION

Table Notes

https://data.census.gov/table?g=0500000US26065&tid=ACSDP5Y2020.DP05&moe=false 1/2

heather.brisson
Highlight

heather.brisson
Highlight



1/6/23, 11:31 AM DP05: ACS DEMOGRAPHIC AND ... - Census Bureau Table

aes’oeiwoeiraTOieftND HOUSING ESTIMATES
Year: 2020

Estimates: 5-Year

Table ID: DP05

Although the American Community Survey (ACS) produces population, demographic and housing unit estimates, for 2020, the 2020 Census provides the official counts of
the population and housing units for the nation, states, counties, cities, and towns. For 2016 to 2019, the Population Estimates Program provides estimates of the population
for the nation, states, counties, cities, and towns and intercensal housing unit estimates for the nation, states, and counties.

Supporting documentation on code lists, subject definitions, data accuracy, and statistical testing can be found on the American Community Survey website in the Technical
Documentation section.

Sample size and data quality measures (including coverage rates, allocation rates, and response rates) can be found on the American Community Survey website in the
Methodology section.

Source: U.S. Census Bureau, 2016-2020 American Community Survey 5-Year Estimates

Data are based on a sample and are subject to sampling variability. The degree of uncertainty for an estimate arising from sampling variability is represented through the use
of a margin of error. The value shown here is the 90 percent margin of error. The margin of error can be interpreted roughly as providing a 90 percent probability that the
interval defined by the estimate minus the margin of error and the estimate plus the margin of error (the lower and upper confidence bounds) contains the true value. In
addition to sampling variability, the ACS estimates are subject to nonsampling error (for a discussion of nonsampling variability, see ACS Technical Documentation). The
effect of nonsampling error is not represented in these tables.

For more information on understanding race and Hispanic origin data, please see the Census 2010 Brief entitled, Overview of Race and Hispanic Origin: 2010, issued March
2011. (pdf format)

The Hispanic origin and race codes were updated in 2020. For more information on the Hispanic origin and race code changes, please visit the American Community Survey
Technical Documentation website.

The 2016-2020 American Community Survey (ACS) data generally reflect the September 2018 Office of Management and Budget (OMB) delineations of metropolitan and
micropolitan statistical areas. In certain instances, the names, codes, and boundaries of the principal cities shown in ACS tables may differ from the OMB delineation lists due
to differences in the effective dates of the geographic entities.

Estimates of urban and rural populations, housing units, and characteristics reflect boundaries of urban areas defined based on Census 2010 data. As a result, data for urban
and rural areas from the ACS do not necessarily reflect the results of ongoing urbanization.

Explanation of Symbols:

The estimate could not be computed because there were an insufficient number of sample observations. For a ratio of medians estimate, one or both of the median
estimates falls in the lowest interval or highest interval of an open-ended distribution.
N

The estimate or margin of error cannot be displayed because there were an insufficient number of sample cases in the selected geographic area.
(X)

The estimate or margin of error is not applicable or not available,

median-
The median falls in the lowest interval of an open-ended distribution (for example "2,500-")
mediant
The median falls in the highest interval of an open-ended distribution (for example "250,000t'').

The margin of error could not be computed because there were an insufficient number of sample observations.

The margin of error could not be computed because the median falls in the lowest interval or highest interval of an open-ended distribution.

*****
A margin of error is not appropriate because the corresponding estimate is controlled to an independent population or housing estimate. Effectively, the corresponding
estimate has no sampling error and the margin of error may be treated as zero.

https://data.census.gov/table?g=0500000US26065&tid=ACSDP5Y2020.DP05&moe=false 2/2
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