TENANT SELECTION PROCEDURES CENTENNIAL MANOR EAST
Revised May 31, 2024

This tenant selection procedure shall be followed for renting units in the property commonly known as Centennial Manor East consisting of 48 units for elderly (whose head, spouse or sole family member is at least 62 years of age) and disabled (whose head, spouse or sole family member is a person with disabilities as defined by U.S.C.). By policy, the Brush Housing Authority complies with all Civil Rights legislation, Section 504 of the Rehabilitation Act and Affirmative Fair Housing Marketing requirements as set forth individually for each property. No applicant will be denied rental opportunities on the basis of race, color, religion, sex, familial status, handicap status, or national origin. Applicants must meet all USDA-Rural Housing Services or the Department of Housing and Urban Development and Brush Housing Authority tenant selection requirements to gain admission to this property.
1. APPLICATION PROCEDURES
The rental properties of the Housing Authority are marketed at least once per year, if not more frequently, as required by the funding agencies using all advertising and community contacts as set forth in the HUD Affirmative Fair Housing Marketing Plan. All persons interested in any rental property of the Housing Authority may request an application either in person or through a designated individual at the local administrative office during posted office hours; or request an application to be mailed by calling the local phone number posted at the property sites and at the administrative office. FAX requests for applications may be sent. TDD is available by calling the County TDD number.
Applications are available even if a sizable waiting list exists.
The approved application must be used and contains requests for all information necessary for determining initial eligibility. Applicants may request assistance in completing the application, if necessary. The Housing Authority's policy is to assist wherever possible, especially with the accommodation requests by persons with disabilities or handicaps. All applicants whose applications are not complete will be contacted within 10 days of receipt, in writing, with a written list of items necessary to complete the application. While the administrative office will track all applications and requests for additional information, no application will be placed on the waiting list until it is complete. When a completed application is received or the requested information received subsequently to make it complete, the application will then be logged by date and time received. If a vacancy at the property exists, or is expected within the next 90 days, the verification-selection process will begin immediately in regard to the income, assets, allowances for certification and the Housing Authority's preferences for selection or rejection.
The application contains a release form that must be signed by the applicant to authorize the administration to verify all income, assets, expenses, credit history and other references. Placement of an application on the waiting list does not denote the final tenant selection. That can and will occur only after complete processing.
The application package contains a "Citizenship Declaration". Each member of the household must complete the declaration. Each household member will state if they are a citizen, or a non-citizen with eligible immigration status. The Housing Authority will verify citizenship by reviewing one of the following documents: 1) Alien registration card; 2) Form 1-94 (arrival
and departure record); 3. Temporary Resident card, 4. Employment authorization card; 5. A receipt that the applicant has applied for one of the above documents; and 6. An alien registration receipt card. Applicants 62 years of age and older must sign a declaration of eligible non-citizen status and proof and age to be eligible for occupancy. By law, only U.S. citizens and eligible non-citizens may benefit from federal rental assistance. Compliance with these rules ensures that only eligible families receive subsidy. These requirements apply to families making applications to the property, families on the waiting list, and tenants. Assistance in subsidized housing is restricted to the following: U.S. citizens or nationals; and Noncitizens that have eligible immigration status.
2. SSN REQUIREMENTS
All household members must document a complete and accurate social security number assigned to them. Documentation necessary to verify a valid social security number is an SSN card issued by the Social Security Administration or a HUD approved document. A. The applicant households that have not provided verification of SSN of members under the age of six that were added to the household within 6 months of the move in date will be offered a 90-day extension of time and allowed to move in. An extension of this 90-day period for an additional 90 days may be granted if the reason for the delay was not in the tenant's control. For example, a tenant can provide proof of timely submission of a request for a SSN, in which case out of the tenant's control. If after 90 days, the household is unable to provide the verification of the SSN for those under 6 the owner will remove the deduction the family receives for the dependent. This will be provided when documentation is provided. There is an exemption for those age 62 and older as of January 31, 2010, whose initial determination of eligibility was begun before January 31, 2010. The exception is for those individuals whose information was retained due to previous participation in a HUD assisted program.

3. SUBMITTING APPLICATIONS
All applicants who submit a completed application (or when an application becomes complete) will be notified in writing of waiting list status or subsequent tenant selection or rejection. Any applicant who exceeds income limits for eligibility based upon application information, or if ineligible during later processing, would be notified in writing that they are ineligible. However, should the property have permission (or will be seeking such permission) to rent to ineligible, the income ineligible application would be maintained on the waiting list.  

4. WAITING LIST AND ACCEPTING APPLICATIONS
Any prospective resident may, upon request, complete and submit an application. Basic program eligibility information may be given to prospective applicants, however, only submitted applications can determine the applicant's eligibility. Staff will not pre-screen prospective applicants by giving an opinion regarding the application outcome. The property has the same obligation to provide effective communication to interested persons regardless of whether it is ultimately determined that a particular individual is in fact eligible or otherwise qualified for admission.
No application fee shall be charged to any applicant applying under a HUD subsidized program.
Brush Housing Authority when processing the application will conduct an Existing Tenant Search through the Enterprise Income Verification (EIV) System to verify the applicants and/or other household members are not currently residing in subsidized housing. We will verify, using HUD's Enterprise Income Verification system (EIV), information about each applicant's current status as a HUD housing assistance recipient. The owner will use the system to determine if the applicant or any member of the applicant household is currently receiving HUD assistance. Applicants are not prohibited from applying at this property if they are currently receiving assistance elsewhere, however; the applicant must move out of the current property or forfeit any voucher before HUD assistance on this property will begin. Special consideration applies to minor children where both parents share 50% custody. We will verify, using HUD's Enterprise Income Verification System (EIV), that the income reported and included on the HUD form 50059 is accurate. If the income verified differs from what was reported, an investigation will commence and, if necessary, a new Move/ln Form 50059 will be completed.
We will verify, using HUD's Enterprise Income Verification System (EIV), the social security number provided to determine the correct identity of each individual household member. The social security number will be taken directly from the social security card provided by the applicant and all members of the applicant household.
All completed applications are placed on the waiting list by date and time received. This date/time is based on when the completed application or subsequent information is received to make the application complete. The waiting list contains all requested data inclusive of date and time, name, address, and, in l. number of applicants, income, bedroom size requested, statistical data (i.e., race, sex), income, assets, and other information that will be needed to determine eligibility. Ineligibles will be kept on the waiting list and sub lists if waivers to rent to ineligibles have been requested and received. Any applicant may request information on current status by writing or calling the administrative office.
Brush Housing Authority will ensure that it has ample applicants to fill available units and to develop the waiting list. The waiting list will be updated every six months. Applicants and current tenants are required to contact Brush Housing within six months if they wish to remain on the waiting list. Failure to do so will result in removal from the waiting list. The waiting list will be closed for one or more-unit sizes when the average wait is 18 months or more. Potential applicants will be advised if the waiting list is closed, and additional applications will not be accepted. Notice of this action will be published in the local newspaper. There will be an Affirmative Fair Housing Marketing Plan approved publication made when the waiting list is re-opened with all information on when, where and how to apply.

5. SELECTION
Applicants will be selected chronologically by income level for all properties according to the priorities set forth in administrative policies or by regulation. In those units or properties with no subsidy from Rental Assistance, the applicant must have the demonstrated ability to afford and pay the Basic rent. The policy of the Housing Authority is to consider all income and assets, but in most cases, applicants should not spend more than 30% of the resources on rent. Those who cannot afford the Basic rent would be maintained on the waiting list for subsidy.
Any applicant who requests modification or accommodations to non-adapted units will have consideration on those requests when selected, but with no priority for selection.
To be eligible for selection, an applicant must meet program income eligibility based on per person income limits.
In determining occupancy standards, the intent of the project policy is to neither overcrowd nor underutilize space. Different properties may have different occupancy standards depending on bedroom sizes, unit square footage, and any local restrictions.
Occupancy is based on number of persons in the household and is based on counting all full-time members of a household, dependent minors who are away at school but live with the applicant at recesses, unborn children, or children in the process of being adopted or secured by custody action, foster children, and live-in attendants. Children who live in a household 50% of the year or more are also counted towards the total household number; however, visitors, permanently confined/ institutionalized household members, and children on active military duty are not counted in this determination for occupancy eligibility.
A handicapped/disabled applicant who would need a larger unit due to accommodations requests would be given such consideration. For specifically designed units (i.e., barrier free) applicants needing those features would be given priority. Should no one apply, who would benefit from special unit features, another applicant selected based on income level and occupancy policy could occupy this unit with a written lease agreement to transfer to a different unit when available and should an applicant now exist on the waiting list for the special unit.
In the case of marketing problems with various sized units, applicants who meet the income limits and would qualify for another unit by the occupancy policy may occupy a larger unit with the same agreement to transfer to the correct sized unit when one becomes available. In both situations the applicant would be responsible for payment of any moving costs.
All households must provide positive identifications of all persons who will be part of the household; pregnancy must have medical verification if larger bedroom size units are requested than the household would be eligible for if not pregnant; and adoption or other custody in process must have written documentation.
Applicants must also meet application, interview, and rental history reference criteria. In completing the application, all applicants must sign a release form allowing the administrative office to verify all income, assets, and allowances along with credit, personal and landlord references. In addition, the administrative office would be authorized to check with other agencies necessary to verify eligibility as well as criminal and/or drug abuse checks, police departments and wage matching. All applicants are required to be present for a personal interview.
After processing and the interview has been completed, an eligible applicant would receive a notice of tenant selection. Applicants who wish to be a tenant or co-tenant must possess the legal capacity to sign all documents, (unless an accommodation determination for the handicapped to allow guardian signature if otherwise eligible is made) and would have to agree to complete the tenant certification process, enter into a one-year lease agreement, pay a security deposit, and participate in a unit inspection prior to physical occupancy of the unit.
All applicants aged 18 or older will be screened for suitability prior to residency. Screening criteria will be applied consistently to all applicants, consideration of extenuating circumstances when screening applicants with disabilities or medical bankruptcy.
6. CRIMINAL HISTORY
Applicants will be rejected if any of the following apply. *Note: The same criterion regarding criminal history applies to live-in aides also.
*Any household member that 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 (e.g., the household member no longer resides with the applicant household) Brush Housing Authority may, but is not required to, admit the household.
*Any household member is currently engaging in illegal drug use.
*Any member of the household is subject to a lifetime registration requirement or is currently registered under a state sex offender registration program. During the admissions screening process, Brush Housing must perform the necessary 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.
*Brush Housing Authority determines that there is reasonable cause to believe that a household member's illegal use (or pattern of illegal use) of a drug or abuse (or pattern of abuse) of alcohol may interfere with the health, safety, or right to peaceful enjoyment of the premises by other residents. (Screening standards must be based on behavior, not the condition of alcoholism.)
*Any member of the applicant's household has been convicted of the manufacture of methamphetamine on the premises of federally subsidized housing (lifetime).
*Any criminal activity that would threaten the health, safety, or right to peaceful enjoyment of the premises by other residents, the owner or any employee who is involved in the housing operations.
*Unlawfully obtaining government assistance.
Applicants must also meet application, interview, and rental history reference criteria. In completing the application, all applicants must sign a release form allowing the administrative office to verify all income, assets, and allowances along with credit, personal and landlord references. In addition, the administrative office would be authorized to check with other agencies necessary to verify eligibility as well as criminal and/or drug abuse checks, police departments and wage matching. All applicants are required to be present for a personal interview. After processing and the interview has been completed, an eligible applicant would receive a notice of tenant selection. Applicants who wish to be a tenant or co-tenant must possess the legal capacity to sign all documents, (unless an accommodation determination for the handicapped to allow guardian signature if otherwise eligible is made) and would have to agree to complete the tenant certification process, enter into a one-year lease agreement, pay a security deposit, and participate in a unit inspection prior to physical occupancy of the unit.
7. NUMBER OF OCCUPANTS
The number of occupants listed above must be in accordance with occupancy standards as set forth by the Housing Authority based upon local codes and ordinances and Federal regulations as each may change from time to time. The Housing Authority may change the occupancy limit during the lease term if changes in laws, ordinances or regulations make such a change necessary. The minimum occupancy limit will correspond to the number of bedrooms. The maximum occupancy limit will depend on local ordinances and regulations and the square footage of usable sleeping areas as defined by codes and suggested regulations. The Housing Authority shall have the right to make reasonable accommodation for individuals with disabilities and may adjust occupancy limits to further the goal of reasonable accommodation.
As a guideline the administrative staff will use the following occupancy table to determine appropriate unit bedrooms necessary for the tenant family to not create either overcrowding or underutilization. This table is based on the following information:
No more than two people should be required to occupy a bedroom.
Persons of different generations, persons of the opposite sex (other than spouses), and unrelated adults should not be required to share a bedroom.
Children of the same sex may share a bedroom.
Children, with the possible exception of infants, should not be required to share a bedroom with people of different generations, including their parents.
NUMBER OF BEDROOMS / OCCUPANT DENSITY RANGE

1BR / 2 Maximum
2BR / 2 Minimum 4 Maximum
[bookmark: _Hlk168063028]8. PROCEDURE FOR FILLING VACANCIES
Vacancies shall be filled using the following priorities:
1. Current tenants that wish to move to a vacant unit.
2. The earliest accepted application on the waiting list.
9. VAWA PROTECTIONS
Brush Housing Authority may not consider incidents of domestic violence, dating violence or stalking as serious or repeated violations of the lease or other "good cause" for termination of assistance, tenancy or occupancy of a victim who is protected from acts under the domestic or family violence laws of the jurisdiction.
Brush Housing Authority may not consider criminal activity directly relating to abuse, engaged in by a member of a tenant's household or any guest or other person under the tenant's control, cause for termination of assistance, tenancy, or occupancy rights if the tenant or an immediate member of the tenant's family is the victim or threatened victim of that abuse.
Brush Housing Authority may request in writing that the victim, or a family member on the victim's behalf, certify that the individual is a victim of abuse and the Certification of Domestic Violence, Dating Violence or Stalking, Form HUD-91066, or other documentation as noted on the certification form, be completed, and submitted within 14 business days, or an agreed upon extension date, to receive protection under the VAWA. Failure to provide the certification or other supporting documentation within the specified timeframe may result in eviction.
10. ELIGIBILITY OF STUDENT
Brush Housing Authority will consider the annual income of the student's parents when determining eligibility of any student who is under 24 years of age, unless the student is 

· Married
· A veteran, or
· Has one or more dependents.
The rule applies to full time or part time students enrolled at an institution of higher education. For a student to be eligible independent of his or her parents, the student must demonstrate the absence of, or his or her independence from the parents. The student must meet the following criteria to be eligible for Assistance: Be of legal contract age under state law.
Have established a household separate from the parents or legal guardians for at least one-year prior application for occupancy or meet the U.S. Department of Education's definition of an independent student.
Not to be claimed as a dependent by parents or legal guardians pursuant to IRS regulations.
Obtain a certification of the amount of financial assistance that will be provided by parents, signed by the individual providing the support. This certification is required even if no assistance will be provided.
Be a person with disabilities, as such term as defined in 3(b)(3)(E) of the United States Housing Act of 1937 (42 U.S.C. 1437a(b)(3)(E)) and was not receiving section 8 assistance as of November 30, 2005.
11. INCOME GUIDELINES
HUD establishes and publishes income limits annually based on family size for each county in the United States based on the median income of the geographic area. The family's annual income must not exceed program income limits. Income limits are reviewed once a year and listed below. The Housing Authority will use the income limits for Morgan County as stated on the income limits summary posted annually by HUD. 

· Low-income limit - 80% of median income
· Very low-income limit - 50% of median income
· Extremely low-income limit - 30% of median income
Brush Housing Authority must make at least 40 percent of the assisted units that become available each year (Project's fiscal year) available for leasing to families whose income do not exceed 30 percent of the area median income (extremely low-income) at the time of admission. If Brush Housing Authority actively markets at least 40 percent of the annually available units to extremely low-income families but is unable to fill all the units with families meeting the requirement, Brush Housing Authority is permitted to rent to other eligible families after a reasonable marketing period has expired.
[bookmark: _Hlk168063082]12. UNIT TRANSFER
The Housing Authority shall keep a unit transfer list that will contain those tenants that wish to transfer to another unit in the project. The tenant shall state the reason that the tenant wished to transfer to another unit. Acceptable reasons include one of the following: 1. An increase in family size, 2. A decrease in family size, 3. Reasonable accommodation that would allow the tenant's full use of the property based on the disability need. For example, a tenant who would benefit from living in a unit with mobility accessible features may request a transfer to a unit with mobility features, if such a unit is available, 4. Medical necessity (medical reasons certified by a doctor), or the availability of a deeper subsidy that would decrease the tenant's rent responsibility. The procedure for filling the vacancy shall be accepting the earliest dated and timestamped application for transfer from a current tenant. If there are no current tenants on the transfer waiting list, the Housing Authority shall accept the earliest date and timestamped application from the property waiting list. Tenants requesting transfer must be current with rent and have no unresolved lease violations.
[bookmark: _Hlk168063879][bookmark: _Hlk168049623]13. HOTMA POLICIES RELATED TO TENANTS WHOSE LEASE STARTED BEFORE JUNE 1, 2024.
1. Family Assets
a. Families whose current net assets exceed $100,000 (adjusted annually for inflation) will be exempt from the asset limitation as long as they continue to qualify to receive a subsidy. If at any time a family’s income results in them no longer qualifying for a subsidy for a period of time and then later decreases again resulting in an initial certification needing to be completed, then the net assets for the family cannot exceed $100,000. If at the time of the initial certification the families net assets exceed $100,000, they will be charged market rent and provided 30 days to move out of the unit. Families that at their next annual or interim examination have a present ownership interest in, a legal right to reside in, and the effective legal authority to sell real property (based on laws of the state or locality in which the property is located) that is suitable for occupancy by the family as a residence will be considered noncompliant with the asset requirement to continue occupancy. They will be provided with six months to become compliant and then if at that time they have not cured the noncompliance they will be given 30 days to move out.  
2. -Hardship Exemptions for Health/Medical Care Expenses, Reasonable Attendant Care & Auxiliary Apparatus Expenses Phased-In Relief
a. All families who received a deduction for unreimbursed health and medical care and/or reasonable attendant care or auxiliary apparatus expenses based on their most recent income review prior to January 1, 2024, will begin receiving the 24-month phased-in relief at their next annual or interim reexamination, whichever occurs first on or after the date the BHA complies with HOTMA.
b. Families who receive phased-in relief will have eligible expenses deducted as follows:
i. 1st 12 months – in excess of 5% of annual income.
ii. 2nd 12 months – in excess of 7.5% of annual income.
iii. After 24 months – in excess of 10% threshold will phase in and remain in effect unless the family qualifies for General Relief
iv. Continuation of phased-in relief – applicants that were receiving the phased-in relief at their prior assisted housing at the time of admission to BHA will qualify to continue to receive the phased-in relief. Verification will be required from prior assisted housing. 
v. Once a family chooses to obtain general relief, a family may no longer receive the phased-in relief.
1. If a family requests the general relief and qualifies for it, they will no longer be eligible to continue the phased in program after the 90 days have elapsed, they will then move to the standard deduction of eligible expenses in excess of 10% of annual income. 

3.  Revocation of Consent Form (HUD-9887 or HUD-9886)
a. Families have the right to revoke consent by notice in writing to BHA. If any member of the family revokes consent and does not provide consent prior to the first of the month following or assistance will be terminated.
b. When BHA receives in writing the request to revoke consent the family will be notified in writing of the deadline to provide consent before termination of the subsidy will occur. Notification will include what rent will be due if a new consent form is not signed and return to the office. 

14.  HOTMA CHANGES THAT APPLY TO NEW ADMISSIONS AND CURRENT TENANTS.

1. General relief due to hardship
a. Families that demonstrate that their eligible health and medical care expenses, or reasonable attendant care and auxiliary apparatus expenses exceed 5 percent of the family’s annual income can be eligible for hardship relief. This hardship relief will be available for 90 days. Under the general relief policy families will have eligible expenses deducted in excess of 5% of annual income for the 90-day period. After the 90-day period the family will then complete an interim and will have eligible medical expenses in excess of 10% of annual income deducted. 

2. Hardship Exemption to Continue Child-Care Expense 

a. A family whose eligibility for the child-care expense deduction is ending may receive a hardship exemption to continue receiving a child-care expense deduction in certain circumstances when the family no longer has a member that is working, looking for work, or seeking to further their education, and the deduction is necessary because the family is unable to pay their rent. 
b. Household adjusted income will be recalculated and the child-care deduction will continue if the household demonstrates that they are unable to pay rent because of the loss of the child-care expense deduction and the child-care expense is still necessary even though the family member is no longer working, looking for work, or furthering their education. The hardship exemption and the resulting alternative adjusted income calculation must remain in place for a period of up to 90 days. 

i. A non-interim transaction will be sent unless there are other changes. 

3. [bookmark: _Hlk168064597]Policy for the Family’s Inability to Pay Rent due to hardship.

a. Determining that the rent, utility payment, and applicable expenses (child-care or health and medical expenses) is more than 45% of the family’s adjusted income. Verifying that the family has experienced unanticipated expenses that have affected their ability to pay their rent. Third-party verification or documentation as to why third-party verification was not available must be obtained. 
b. [bookmark: _Hlk168064816]Families will be notified in writing of the change in determination of adjusted income and the family’s rent resulting from the application of the hardship exemption. This shall include the dates that exemption will begin and expire, the requirement for the family to report if the circumstances that made the family eligible for the exemption are no longer applicable and that the family’s adjusted income and tenant rent will be recalculated upon expiration of the hardship exemption with a 30-day notice of any rent increase. 
c. [bookmark: _Hlk168064839]Families will be notified in writing of any denial for a hardship exemption with specific stated reason.
d. Families will be notified in writing of any hardship exemption termination due to circumstances that made the family eligible for the exemption are no longer applicable. 


4. [bookmark: _Hlk168064876]Self-Certification of Net Family Assets Equal to or less than $50,000

a. Brush Housing Authority will not accept self-certification of net family assets equal to or less than $50,000 for new admissions or at reexaminations. All families will be required to report assets at each move in and for each annual reexamination, provide verification of the current value of the asset, and verification of any income earned from assets. 

5. [bookmark: _Hlk168064893]Interim Reexaminations – Decreases in Adjusted Income

a. If a family member permanently moves out of the unit, this must be reported to BHA and an interim reexamination will be required.
b. An interim reexamination will be conducted if the decrease in the family’s annual adjusted income is more than 10% of the family's annual adjusted income. 
i. BHA will round calculated percentage decreases will round up or down to the nearest unit (e.g., a calculated decrease of 9.5% will be rounded up to 10% and anything 9.4% or less will be rounded down to 9%.)

6. [bookmark: _Hlk168064949]Interim Reexamination - Increased in Adjusted Income
a. An Interim Reexamination must be conducted when the family’s annual adjusted income has changed by an amount that would result in an estimated increase of 10% or more in annual adjusted income.
i. Earned income will not be considered when estimating or calculating whether the family’s adjusted income has increased unless the family has previously received an interim reduction during the same period. 
1. If a family has received a reduction during the same period, BHA will include earned income when determining whether the 10% threshold is met for increases in adjusted income. 

7. Interim Reexaminations – Reporting Changes & Effective Date
8. Families must report increases in income that would result in an estimated increase of 10% or more in annual adjusted income within 14 days of the change. Families are also required to report any new sources of income to BHA within 14 days of the start of income. BHA will review the income to determine if an interim reexamination is required.
i. If the family reported the increase in income within 14 days of the change the change in rent will be effective on the first of the month following a 30-day notice for the rent increase.
ii. If the family failed to report the increase in income within 14 days of the change the rent increase will be effective on the first of the month following the date the increase occurred. The family will be responsible for paying all retroactive rent increases to BHA. If the retroactive rent is more than 20% of the family’s current rent, they would be eligible for a payment arrangement to pay the balance. 
b. It is up to the family to report a decrease in income. If the estimated decrease is 10% or more in annual adjusted income, then an interim reexamination will be completed.
i. The change in rent will be effective on the first of the month following the date of reporting from the family. 

9. Determination of Family Income Using Other Means Tested Public Assistance
a. BHA will not accept or use determinations of income from other Federal means-tested forms of assistance. Documentation or verification of all forms of income will be completed by BHA.

10. -De Minimis Errors in Income
a. If BHA makes an error in calculating a family’s income that results in a credit, the following steps will be taken:
i. If the error results in a credit less than the monthly rent for the family, it will be held on account to be applied to following months’ rent.
ii. If the error results in a credit more than the monthly rent for the family, the family will be given the option to receive a check or allow the credit to be applied to future rent. 
b. If BHA makes an error in calculating a family’s income that resulted in the family being undercharged, the family will not be charged any back rent. The family will be notified of the error and given 30 days’ notice of the change in rent going forward.
15. REJECTION
[bookmark: _Hlk168049374][bookmark: _Hlk168049438]An application which is incomplete will not be processed. An applicant who refuses to sign releases to allow verification of regulation and Company eligibility, references, etc. will be rejected. Applicants who refuse to sign a Consent Form (HUD-9887 or HUD-9886) will be rejected. If the applicant signs the Consent form and then revokes consent prior to admission the applicant will be rejected. Applicants who do not meet income limits for a property would be rejected unless permission to rent to income ineligible is in process or been received from the regulatory agencies. An applicant family whose net family assets exceed $100,000 (adjusted annually for inflation); and/or the family has a present ownership interest in, a legal right to reside in, and the effective legal authority to sell real property (based on laws of the state or locality in which the property is located) that is suitable for occupancy by the family as a residence will be rejected. Applicants who exceed the maximum allowable occupancy standards for a property would also be rejected. Applicants found to have provided false answers on the application or at the interview would also be rejected. Applicants with negative credit, personal, landlord or police references will also be rejected. Rejection may also occur should there be a chronic history of late payment or non-payment of rent, history of eviction, non-payment of other financial obligations, intentional damage, violation of the terms of current or previous lease agreements inclusive of failure to maintain a unit in sanitary condition, current use of illegal drugs or a conviction or drug manufacture sale or distribution or anyone who would pose a direct threat to the health and safety of other or property. Applicants will never be rejected arbitrarily such as on the basis of race, color, religion, sex, handicapped status, age, familial status, or national origin. An applicant who is selected but does not accept tenancy for reasons other than medical, emergency, or need for subsidy that is currently not available, will be removed from the waiting list. The waiting list is updated at the least on a yearly basis to establish continued eligibility, and to remove those not still eligible, or to reclassify those with changed status. Finally, applicants who do not possess legal capacity to sign documents could not become tenants or co-tenants.
If an applicant is rejected, they will be promptly notified in writing, the reason for the rejection.
If the rejection is due to credit reporting, the applicant will be given the reporting agency’s information to either receive a free report within 60 days or to dispute the information on the report.
The applicant is entitled to consideration. The applicant has 14 days to respond in writing or to request a follow-up interview. The purpose of this being to determine whether it is possible to admit the applicant through consideration of mitigating circumstances or by applying for reasonable accommodation.
Mitigating circumstances would be verifiable facts that would outweigh information already gathered in the screening process. A reasonable accommodation is change in the rules, policies, or services to assist the applicant to live within the facility as would all applicants that does not cause undue stress upon the facility.
Any meeting between the applicant and a representative of the property will be with someone other than the person who initially rejected the application. After the meeting, the property will give a final decision in writing within 5 days.

