
AFFIRMATIVE FAIR HOUSING MARKETING & RESIDENT SELECTION CRITERIA

PROJECT DESCRIPTION
The California Hotel is a six-story 135-unit permanent supportive affordable rental housing development located at 3501 San Pablo Avenue in West Oakland. It includes 119 studios, 12 one-bedroom units and 4 two- bedroom units. An additional two units are reserved for Management.

Twelve (12) units are fully accessible to persons with limited mobility, and all units are designed to be adaptable to tenants with physical disabilities. Additionally, seven (7) units provide features intended to accommodate persons with hearing and/or visual disabilities.

All 135 of the Project’s subsidized (non-staff) units serve extremely low to very low-income households (20% AMI, 30% AMI and 50% AMI). Seventy (70) units are designated as HOME assisted units.

The California Hotel is affordable permanent rental housing for families and individuals, with 135 units subsidized through the Project Based Vouchers (PBV) Section 8 program administered by the Oakland Housing Authority (OHA).

The project Developer and Property Manager is the East Bay Asian Local Development Corporation (the “Agent”) and the project is financed through the California State Department of Housing and Community Development (HCD), the California Tax Credit Allocation Committee (CTCAC), the City of Oakland Community and Economic Development Agency (CEDA), the County of Alameda Housing and Community Development Department and Behavioral Health Care Services (BHCS), and the Mental Health Services Act (MHSA) whose funds are administered by California Housing Finance Agency (CalHFA).

Of the 137 total units at the California Hotel, tenants for the units are targeted as follows:

· 20 units are Special Needs targeted units and are reserved for homeless individuals or households living with HIV/AIDS and/or mental illness
· 15 units are MHSA targeted units and are reserved for homeless households in which an adult member of the household has a serious mental illness or a child or adolescent has a severe emotional disturbance. Individuals or Households who wish to apply for the MHSA units must be deemed MHSA eligible by the Alameda County Department of Behavioral Health Care Services.
· 5 units are HOPWA targeted units and are reserved for persons with HIV/AIDS. Tenants in HOPWA designated units do not need to also qualify as homeless.
· 95 units are General units and are reserved for any income eligible household whose income may be no greater than 50% of the Area Median Income (AMI). These units will not be restricted to households with special needs, but households with special needs may apply to live in these units.
· 2 units are reserved for Management

All units will be subject to the rent restrictions and program regulations set forth by the California Tax Credit Allocation Committee, the Oakland Housing Authority, the California Housing Finance Agency, the City of Oakland (70 HOME units), and by both the State of California and County of Alameda’s departments of Housing and Community Development, Department of Mental Health.
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East Bay Asian Local  Development Corporatio
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 PURPOSE OF AFFIRMATIVE FAIR HOUSING MARKETING PLAN

The purpose of this Affirmative Fair Housing Marketing Plan is to provide equal housing opportunities regardless of race, color, national origin, religion, sex, familial status, or disability. The Affirmative Fair Housing Marketing Plan helps effectively market the availability of housing opportunities to individuals of both minority and non-minority groups that are least likely to apply for occupancy.

I. FAIR HOUSING AND NON-DISCRIMIATION

This Project will comply with all federal, state, and local fair housing and civil rights laws, as well as with all equal opportunity requirements during marketing, lease-up, and ongoing operations. Specifically, the Project is committed to requirements of:
· Title VI of the Civil Rights Act of 1964,
· Title VIII and Section 3 of the Civil Rights Act of 1968 (as amended by the Community Development Act of 1974),
· The Federal Fair Amendment Housing Acts of 1988 (42 U.S. Code §§ 3601-3619, 3631),
· Executive Order 11063 of Nov. 20, 1962 (27 FR 11527, 3 CFR, 1959 - 1963 Comp),
· Section 504 of the Rehabilitation Act of 1973,
· The Age Discrimination Act of 1975,
· Fair Housing Amendments of 1988,
· The State of California Unruh Civil Rights Act,
· California Fair Employment and Housing Act (Government Code §§ 12940-12951, 1295512956.2),
· California Disabled Person’s Act (Civil Code § 54, et seq.),
· Recipients of State Funding (Government Code § 11135, et seq.),

The Project will not discriminate against prospective residents on the basis of the fact or perception of their race, color, religion or creed, national origin, ancestry, age, familial status, sex, marital status, domestic partner status, actual or perceived sexual orientation, gender, gender identity or expression, genetic information, physical or mental disability (including cognitive, developmental, or emotional, having Acquired Immune Deficiency Syndrome (AIDS) or AIDS related complex (ARC), HIV, medical condition, source of income, military status, or veteran status, experience of homelessness, status of domestic violence, any arbitrary basis, or any other status protected by federal, state, county or local law.

The Project will not discriminate against prospective residents on the basis of their receipt of, or eligibility for, housing assistance under any federal, state or local housing assistance program. While the Project will not discriminate against those using Section 8 or other rental assistance, applicants with such rental assistance must meet all eligibility requirements (except minimum income).

The Managing Agent will adhere to the “Ronald V. Dellums & Simarashe Sherry Fair Chance Access to Housing Ordinance No. 13581 C.M.S. (O.M.C. 8.25).”

The Project shall comply with California law prohibiting landlords from requiring any resident to state, certify, or represent immigration status to a landlord, unless required by applicable Federal law.


All rental advertisements and information sheets shall display the Equal Housing Opportunity logo or the phrase “Equal Housing Opportunity.” Advertisements will display the disabled access logo. The Leasing Office for the Project will have Fair Housing posters and advertisements according to the Agent’s Limited English Proficiency and Language Access Plan and will be conspicuously displayed in the rental office. Full documentation of all marketing and outreach efforts will be made throughout the marketing process.

II. A CCESSIBILITY
Application materials will contain a notice of the applicant’s right to reasonable accommodation as well as the right to appeal screening decisions. All background information obtained from credit and criminal history reports and/or landlord or other personal references will be considered in the light of the Project’s commitment to provide housing for people facing challenges in obtaining conventional housing. Applicants with negative screening results will have the opportunity to demonstrate that past behaviors causing those issues were related to a disability and request reasonable accommodation.  Additionally,  consideration  of  mitigating  circumstances  will  be considered on an individual  basis. The availability  of support services that can assist the applicant  in meeting  the conditions of tenancy may also be considered in evaluating such information.

The Agent will make reasonable accommodations/modifications in policies, procedures, services and facilities, if necessary, to afford a person with disabilities equal opportunity to use and enjoy a dwelling unit or the common area and facilities of the property. All applicants will receive the Notice of Right to Request Reasonable Accommodations and/or Modifications. Reasonable accommodations and/or modifications will be offered when feasible to all persons with disabilities who request accommodations and/or modifications due to verified disability and verified need for the requested accommodation/modification (unless the disability and/or need are readily apparent), at any time during the application, resident selection and lease process. Requests will be reviewed in accordance with federal and state laws.

All Project Based Section 8 units that are subsidized through the Oakland Housing Authority (OHA) are subject to Oakland Housing Authority’s Reasonable Accommodation policies (as stated in the OHA Administrative Plan, Chapter 2, Part II).

Households that require accessible features will receive priority for accessible units. Wherever possible, the Agent will offer an accessible unit to an eligible household that requires the accessibility features. When offering an accessible unit to households that does not require the features of an assessible unit, such applicants will be required to agree to move to a non-accessible unit when one becomes available or when the accessible unit is needed by a
household that requires accessible features.

Open houses and marketing offices must be accessible to allow persons with disabilities to visit the site and retrieve information about accessible units.

Persons with disabilities who require alternative means for communication of information (interpreters, Braille, large print, audiotape, etc.) may contact the designated Section 504 Coordinator, whose contact information will be made public and available upon request.

III. MARKETING & OUTREACH
Waiting List is used to reference the Project’s waiting list managed per the Waiting List Management section of this document consistent with the resident population this project was designed to serve. The marketing will ensure equal access to appropriate size units for all persons in any category protected by federal, state, and local law governing discrimination.

Special marketing outreach consideration will be given to:
1. Persons and groups in the housing market area who, in absence of such outreach, would
a. be less likely to be aware of the availability of housing, or
b. apply for the housing; and
2. Under-representation of certain demographic groups
3. Local civic and community organizations, which are representative of the ethnic and cultural diversity of the area, will be contacted in order to disseminate information about the Project. Groups representing persons with disabilities and the elderly will also be contacted.
4. Other neighborhood-based, nonprofit housing agencies and service providers that maintain waiting lists or make referrals for below market rate housing will be contacted.
5. Organizations such as AIDS Project of the East Bay, East Bay AIDS Center, and Project Open Hand will be contacted to ensure outreach for the Alameda County HOPWA units.

Marketing materials of the Project’s Waiting List opening shall be published no less than two (2) weeks prior to opening. The following criteria will apply:

Community media advertisements of the opening shall include an information flyer sent via the following outlets:
a. Craigslist (online advertisement, most widely read listings in Bay Area)
b. Announcement on Local Housing Authority website/ GoSection8 (Local Housing Authority listings)
c. Eden I&R, Inc. (2-1-1 Information and Referral Line)
d. AIDS Housing Information Project
e. City of Oakland Housing Resource Center (City of Oakland information resource)
f. Community announcement via the East Bay Asian Local Development Corporation listserv (current list serve population 14,000+ recipients) and/or via USPS.
1. 1EBALDC will maintain an announcement on the East Bay Asian Local Development Corporation website (www.ebaldc.org) which will include the information details about the opening, access to information flyers, pre-application instructions, waiting list process and the resident selection criteria.
2. An announcement and waitlist flyers will also be published on Oakland Housing Authority’s website (www.oakha.org)
3. Marketing information contained in the classified ads includes information about the Project (site name, address), bedroom sizes and type(s) (Below Market Rate, Project Based Voucher, etc.) available, and information about the opening (dates/time of opening duration, deadline to submit, how to access the pre- application, how to request a reasonable accommodation) and where to get more information (EBALDC’s website address).
4. Marketing information contained in the Project Summary Sheet includes the fundamental information and includes information regarding the Annual Median Income (AMI) requirements, the occupancy standards, accessible unit information, preferences/priorities pertaining to the units and pertinent waiting list information such as lottery process and acceptance limits if applicable.
5. Applications, notices, and all publications will include a Fair Housing and Equal Opportunity Logo (and/or the phrase “Equal Housing Opportunity”), and the disabled access logo (and/or phrase indicating accessibility to persons with disabilities).
6. Applications, marketing materials, applications and/or information sheets outlining the application process will include the following statement: “Persons with disabilities are encouraged to apply for housing at this Project. All requests for reasonable accommodations will be considered.” Additionally, if a vacant unit includes accessibility features, those features will be advertised; persons requiring such features will receive priority in the application process.
7. Applications will include the following statement: “As an EveryOne Home partner, we will evaluate the individual circumstances of each applicant, will consider alternative forms of verification and additional information submitted by the applicant, and will provide reasonable accommodations when requested if verified and necessary.”
8. The Project’s General Partner may manage distinct advertising efforts separate from the Agent’s marketing and outreach activities.
9. We will publish marketing materials according to the Agent’s Limited English Proficiency and Language Access Plan in order to better reach potential applicants in the area with limited English proficiency.
10. Translation referrals will be provided upon request to provide translation assistance or referrals to community-based organizations that can assist with translation.
11. Any opening of the Waiting List will follow the above marketing plan. Referrals from other agencies will be utilized when there is a formal agreement for processing certain qualified applicants. If the referral agency is unable to provide a referral for a designated unit within 45 days of vacancy, the Agent will use the Waiting List to find a qualified eligible household for the unit.

IV.  PRE-APPLICATION PROCEDURE 
1. The Project will advertise the opening of the pre-application period following the Marketing and Outreach procedures listed above. The dates during which pre-applications will be accepted will be advertised. Mailed pre-applications must be postmarked by date waitlist opportunity ends.
2. The Project will advertise how and where to obtain and submit a pre-application. Requests to obtain and/or submit a pre-application in a way other than advertised may be granted as an accommodation for a disability will be as appropriate.
3. The project will provide an alternative to online pre-application (e.g. paper application at the project site or EBALDC’s main office)
4. Only one pre-application per household is allowed; submission of more than one pre-application is grounds for rejection of ALL pre-applications submitted by that household.
5. Pre-applications must be filled out completely, signed, and dated by one adult representative of the household. Incomplete pre-applications will be removed from the Waiting List.
6. All pre-applications received during the period advertised will be randomly hand drawn or sorted (electronically) into a “lottery” list.
7. Following the random drawing or sorting, pre-applications will be prioritized based on the “lottery” number. The following preference(s) will move a pre-applicant towards the top of the Waiting List based on unit requirements:

Waitlist Preferences
1. Regarding units with accessible features, priority will be given to households requiring the accessibility features. Appropriate documentation is required;
2. Households who are current residents of the City of Oakland and b) Households with at least one member who is currently an Oakland worker. Oakland worker includes persons who are employed in the City of Oakland, have been notified that they are hired to work in the City of Oakland, or are active participants in an education or job training program located in the City of Oakland.
3. Households displaced by City of Oakland code enforcement or redevelopment actions.
Regarding Oakland Housing Authority subsidized units, the following preferences apply:
1. Applicants who live or work in the City of Oakland at the time of the application interview and/or applicants that lived or worked in the City of Oakland at the time of submitting their initial application and can verify their previous residency/employment at the applicant interview.
2. Applicant families with two or more persons; or a single person applicant that is 62 years of age or older, or a single person applicant with a disability;
3. Applicant veterans and active members of the military; and
4. Applicant who meet the McKinney Vento Act definition of homelessness.

All preferences noted above require appropriate documentation.

B. For those units designated as subsidized units, if the applicant passes the Project’s criteria, EBALDC will then submit a separate application and set of supporting documents to the Local Housing Authority. The local Housing Authority will then conduct a separate review process, based on its own screening criteria, to determine the applicant’s eligibility. EBALDC provides applicant a pre-approval. Final approval is determined by the local Housing Authority.

C. For subsidized units, Local Housing Authority will notify property management of the results of their screening process. Local Housing Authority also will notify the applicant, who will be required to fill out relevant paperwork and attend a briefing meeting. An applicant household will not be offered a project-based unit until they have met all Section 8 program eligibility requirements and complete the entire eligibility process with the local Housing Authority.

 PURPOSE OF THE RESIDENT SELECTION CRITERIA

The Resident Selection Criteria helps ensure that residents are selected for occupancy in accordance with various affordable programs and established management policies.

V. QUALIFICATION PROCESS

The Agent will evaluate the individual circumstances of each applicant, will consider alternative forms of verification and additional information submitted by the applicant, provide reasonable accommodations when requested, if verified and necessary. Although applicants’ screening history are verified and evaluated, the Agent considers circumstances that may have changed, and weighs current situations and expected future conditions in balance with past actions. Additionally, applicants will be made aware of their right to reasonable accommodation in cases where disability status is or was a contributing factor to poor rental history, credit, or other potentially disqualifying item in their history. Consideration also will be given to the presence of supportive systems and services (whether the applicant currently has support systems in place, as well as the availability of relevant supportive services on-site that might increase the likelihood of successful tenancy).

Until all items are verified, eligibility cannot be determined, nor any housing offered.


VI. LEASING MANAGEMENT

The Agent will maintain a Waiting List of interested households. Future vacancies, with the exception of vacancies for MHSA units, will be filled by applicants drawn from the Waiting List.

Applicants for MHSA units must be approved and referred by Alameda County Behavioral Health Care Services (BHCS).

Applicants applying for a Special Needs unit must select the Special Needs category for which the applicant is eligible.

Applicants will be able to select among the following categories:
a. 	Homeless and living with a physical, or emotional impairment, including an impairment caused by alcohol or drug abuse, post-traumatic stress disorder, or brain injury
b. Homeless and living with mental illness
c. Homeless and living with HIV/AIDS
d. Living with HIV/AIDS (homeless verification not also required) 

All of the above require third-party verification at the time of interview.

All pre-applications submitted within the advertised application period will be assigned a reference number then randomly sorted, assigned a “lottery” number and placed on the Waiting List in the order of the “lottery” number.

After the initial opening of the Waiting List, the Waiting List will be closed to new pre-applicants. A notice will be
prominently posted in the management /rental office or reception area, stating that the Waiting List is closed. The Waiting List will be opened again for specific bedroom-size when the number of pre-applicants on the Waiting List for that specific unit size is below three-times the total number of units of that size at the Project. Any re-opening of the Waiting List will comply with all marketing and leasing requirements. For units issued by the local Housing Authority, re-opening of the Waiting List will be announced on the Agent’s website, the local Housing Authority website at least 10 business days prior to the date pre-applications will first be accepted, goSection8 website, and Craigslist.com.

When the Project’s staff estimates that a unit may be available, staff will first identify whether any eligible households are in line to transfer to the unit. Such transfers will preempt use of the Waiting List. These include:

e. Emergency transfers for victims of domestic violence, dating violence, sexual assault, or stalking, in accordance with the Agent's Violence Against Women Act (VAWA) Emergency Transfer Plan.
f. Eligible transfers for Households with approved Reasonable Accommodations.
g. Eligible transfers by current residents within the Project, as outlined in the Agent's Transfer Policy. No preference will be given to residents wishing to be relocated to other EBALDC community.

Under MTW authority with approval from the Executive Director on a case by case basis, OHA may allow inter- program moves and transfers between the public housing, Housing Choice Voucher, or Project-based Voucher programs, if there are PBV units or HCV available and the resident is eligible for the relevant program. OHA may also allow participants of local, non-traditional programs to transfer to the PBV program provided that the family has met the program guidelines specified in the local program. This policy is authorized under Attachment C, Section D.4. of the Amended and Restated Moving to Work Agreement. OHA may also refer a family to an OHA contracted PBV development where the owner is authorized to administer a PBV sited-based waiting list. The owner must provide the family with absolute preference for the next available appropriately sized PBV assisted unit. (See Section 17-VII.C (Moves- Overcrowded, Under-Occupied, and Accessible Units). A family granted an absolute preference to move is still subject to owner screening requirements and offer of a PBV assisted unit (see 17-VI.E. OFFER OF PBV ASSISTANCE)

Units requiring referred applicants. Referrals submitted by an agency with which the Project has a formal agreement for processing certain qualified pre-applicants for specific programs. If none of the above applies, the top eligible pre-applicant households for the upcoming unit will be invited to an interview and asked to submit updated information to determine eligibility. Failure to respond to attempts of contact by leasing staff will result in the removal of the applicant from the Waiting List.

Location on the Waiting List and any eligibility requirements associated with the vacant unit will determine the order in which pre-applicants are contacted and invited to screen for current and/or pending vacancies. Upon initiation of the interview and screening process, applicants will be offered units on a “first qualified, first served” basis. In the event multiple applicants are screened and determined to be eligible simultaneously, applicants will be offered units based on their position on the Waiting List.

The Waiting List will be updated every two years via mailing of an interest letter to pre- applicant’s last known mailing address. If pre-applicant fails to respond by the deadline as noted on the letter, or if the letter is returned by the Post Office as undeliverable, then the applicant will be removed from the Waiting List.

Households are responsible for providing up-to-date contact information and any pertinent qualifying information in writing to the Agent and/or the Project.


VII.  ELIGIBILITY & SCREENING
In order to be eligible for housing at the Project, pre-applicants must follow the pre-application process outlined above, as well as qualify under management criteria and program requirements Management applies the same screening criteria to all pre-applicants.
Eligibility qualifications include, but are not limited to, the following:

1. For units in which applicants claimed a preference, eligibility must be verified during the screening process.
2. The household income must not exceed the applicable Area Median Income (AMI), depending on the income restriction for the unit. Annual income may be below the program limits but not so low as to make payment of basic rent obligations impractical.  However, a household does not need to  have income to be eligible for assisted housing programs that provide assistance to meet basic rent obligations through an assistance contract. (i.e. Section 8)


2026 Rent Limits and Minimum Income (per unit size)*


	AMI %
	Studio
	MIN ANNUAL INCOME
	1 BD
	MIN ANNUAL INCOME
	2 BD
	MIN ANNUAL INCOME

	50%
	$1,485
	$42,428
	$1,591
	$45,457
	$1,910
	$54,571










2026 Income Limits (per household size)*

	AMI %
	1 Ppl
	2 Ppl
	3 Ppl
	4 Ppl
	5 Ppl

	50%
	$59,400
	$67,900
	$76,400
	$84,850
	$91,650














*Rents and Income Limits are subject to change
1. Monthly rent is calculated as the applicable CTCAC maximum rent minus the approved utility allowance
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3. Project-specific requirements. Apartments designated within the community for occupancy by a special population, such as elderly or disabled, may only be occupied by those households meeting the criteria for such designations.
4. All adult members of the household must provide requested documentation and sign individual verification forms authorizing Agent to verify income, assets, and other applicable eligibility factors.
5. All Project Based Section 8 units subsidized through the Oakland Housing Authority are subject to the Oakland Housing Authority’s occupancy standards. For Project Based Voucher units, the occupancy standard will be the same as the tenant-based subsidy standard. OHA will assign one bedroom for each two persons with the household, except in the following circumstances:
· The Head of Household, if single, will be assigned their own bedroom and then one bedroom will be assigned for each remaining two persons within the household.
· Live-in aides will be allocated a separate bedroom.
· Single person families will be allocated one bedroom.

Oakland Housing Authority’s will reference the following charts in determining the appropriate voucher size for a family:
A family with a Head of Household and no spouse/significant other:
	Unit Size
	Minimum # of Persons
	Maximum # of Persons

	SRO/O Bedroom
	1
	1

	1 Bedroom
	1
	1

	2 Bedrooms
	2
	3



A family with a Head of Household and a spouse/significant other:
	BDRM Size
	Minimum # of Persons
	Maximum # of Persons

	SRO/O Bedroom
	2
	2

	1 Bedroom
	2
	2

	2 Bedrooms
	3
	4






Oakland Housing Authority will reference the following requirements regarding Citizenship or eligible immigration status and regarding Social Security Numbers:

Housing assistance is available only to individuals who are U.S. citizens, U.S. nationals (herein referred to as citizens and nationals), or noncitizens that have eligible immigration status. At least one family member must be a citizen, national, or noncitizen with eligible immigration status in order for the family to qualify for any level of assistance.
All applicant families must be notified of the requirement to submit evidence of their citizenship status when they apply. Where feasible, and in accordance with the OHA’s Limited English Proficiency Plan, the notice must be in a language that is understood by the individual if the individual is not proficient in English.

Mixed Families
A family is eligible for admission as long as at least one member is a citizen, national, or eligible noncitizen. Families that include eligible and ineligible individuals are considered mixed families. Such families will be given notice that their assistance will be prorated, and that they may request a hearing if they contest this determination. See Chapter 6 for a discussion of how rents are prorated, and Chapter 14 for a discussion of informal hearing procedures.

3 -II.C. SOCIAL SECURITY NUMBERS [24 CFR 5.216 and 5.218 Notice PIH 2012-10]
The applicant and all members of the applicant’s household must disclose the complete and accurate social security number (SSN) assigned to each household member, and they must provide the documentation necessary to verify each SSN. If a child under age 6 has been added to an applicant family within 6 months prior to voucher issuance, an otherwise eligible family may be admitted to the program and must disclose and document the child’s SSN within 90 days of the effective date of the initial HAP contract. If a new member is over the age of 18, that person must provide SSN documentation as a part of the eligibility determination and prior to being added to the household. Assistance cannot be provided to a family until all SSN documentation requirements are met
The PHA must accept the following documentation as acceptable evidence of the social security number:
· An original SSN card issued by the Social Security Administration (SSA)
· An original SSA-issued document, which contains the name and SSN of the individual
· An original document issued by a federal, state, or local government agency, which contains the name and SSN of the individual, along with other identifying information of the individual
· Such other evidence of the SSN as HUD may prescribe in administrative instructions
When the applicant’s name reaches the top of the Waiting List, the applicant will be contacted to schedule an interview. At the time of the interview, all adult members of the household must be in attendance. They will be asked to bring:
· Three full consecutive months of paystubs, if employed. Current award letter for any and all fixed income.
· Information on where to verify income sources and assets,
· Information on where to verity past three-year rental history. If homeless, information on where to verify homelessness and 2 Non-family member personal references.
· Other documents or identification to determine household composition, income, and assets may be requested. Applicant may provide alternative documentation and/or requests for accommodation, with supporting documents, at this time.

During the interview, staff will clarify any information provided by the applicants and answer questions regarding admission procedures.
At the interview the following items must be completed and submitted by household to be considered:
1. A full Rental Application;
2. A Tenant Income Certification Questionnaire including student status questions;
3. A Child/Spousal Support Affidavit completed by each adult.
4. Applicant shall execute any releases and consents authorizing any private sources of income, or any federal, state, or local agency, to furnish or release to management such information as management and the applicable program regulations determine to be necessary.
5. All income must be verified in writing from the income source
6. All assets, including bank accounts, will be verified in writing as appropriate for program requirements. If not required and household assets total less than $5,000, all adult members of the household must sign affidavit(s) verifying household combined assets total less than $5,000.
7. A credit report indicating financial responsibilities will be obtained together with a comprehensive unlawful detainer report.

Additional Screening for “subsidized” units
Applications will be screened for eligibility for subsidized units according to the EveryOne Home guidelines and by the Local Housing Authority. EBALDC staff will collect the information required by local Housing Authority to determine eligibility and will transmit this information to the local housing authority. The local Housing Authority will perform a limited screening based on mandated state and federals laws to ensure the applicant is in good standing with the Housing Authority, meets their criminal background check, meets immigration status and Social Security number requirements. The local Housing Authority will inform EBALDC once eligibility has been confirmed. Applicants must be deemed eligible by local Housing Authority in order to qualify for a subsidized unit.

VIII. CONDITIONAL RENTAL AGREEMENT
Once the Agent has determined that the applicant is qualified to rent the unit under all of the criteria for assessing applicant except criminal, Agent may provide the household a conditional rental agreement (Holding Agreement).

IX. REJECTION AND APPEAL PROCESS
Applicants will be rejected for any of the following:
A. Eligibility income exceeds the maximum allowed by program regulations (Maximum Income);
B. Income to rent ratio of no more than 42% is required to rent the unit. (Minimum income requirement does not apply if household receives subsidy assistance. This requirement may be waived on a case- by- case basis, such as with evidence of recent history of paying same or higher rent with same income.);
C. Family composition does not meet the established occupancy standards;
D. The household does not meet project eligibility requirements such as age 55+ for senior buildings;
E. The household does not meet unit eligibility requirements such as special needs, MHSA, HOPWA, etc.
F. Applicant fails to provide information necessary to establish eligibility or Property Management is unable to verify using third party sources;
G. Submission of more than one application per household.

Applicants may be rejected for any of the following:
A. Failures to schedule and/or attend an agreed-upon time for an interview
B. Failure to present all adult members of the applicant's household at the full household interview (or some other time acceptable to management);
C. Blatant disrespectful, disruptive or anti-social behavior toward the management staff, the property, or other applicants/residents exhibited by an applicant or family member any time prior to move-in (or demonstrable history of such behavior);
D. A negative unlawful detainer report indicating failure to meet financial obligations in past tenant history, a recent eviction within the past 5 years,
E. A negative landlord recommendation (either from Agents  portfolio or external), encompassing failure  to comply to comply with the lease, poor payment history, failure to maintain the unit in a healthy, safe, and sanitary condition, and eviction for cause. Property Manager will verify resident history in the past 3 years regardless if applicant resided in permanent or transitional housing
F. Acceptable credit history, as reported by a credit bureau. A credit report will be completed on all applicants to verify unpaid utilities required to maintain standard living (e.g., water, gas, electricity);
G. Falsification of any information on the application;
H. If offered a unit, applicant may refuse a unit once as a grace pass and maintain their place on the waiting list. If a second unit is offered and refused, the applicant will be rejected and removed from the waitlist.
I. A household cannot be comprised of all full-time students (Kindergarten through 12th grade and institutions of higher education) unless they meet one of the following exceptions. Note that for the LIHTC program, a student who is a full-time student for of 5 months out of the current calendar year is considered a full-time student for the entire calendar year. The months do not need to be consecutive.
a. A student receiving assistance under Title IV of the Social Security Act (TANF); or
b. A student who was previously in the foster care program; or
c. A student enrolled in a job training program receiving assistance under the Job Training Partnership Act or under other Federal, State or local laws; or
d. The household is comprised of single parents and their 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. In the case of a single parent with children, the legislative history explains that none of the tenants (parent or children) can be a dependent of a third party; or
e. The household contains a married couple entitled to file joint tax returns.

Note: a student who is a full-time student for of 5 months out of the current calendar year is considered a full- time student for the entire calendar year. The months do not need to be consecutive.

f. Other good cause.

Applicant removals are tracked on the Waiting List and written notice will be sent advising applicants of their final eligibility status. All applicants will be advised that they may appeal the decision on their application and be given instructions and deadline to do so. The notice will include their right to request reasonable accommodation for a disability.

Applications rejected due to information obtained from the credit/background check will be notified per the requirements of the Fair Credit Reporting Act, Violence Against Women Act (VAWA), and Fair Chance Access to Affordable Housing Ordinance as set by municipalities. VAWA requires that Notice of Occupancy of Rights Under the Violence Against Women Act and Certification of Domestic Violence, Dating Violence, Sexual Assault, or Stalking and Alternate Documentation are provided. Fair Chance Access to Housing Ordinance requires instructions on how to file a complaint with applicable city, list of local legal services, and any information received that is the basis of the decision.

If an application is rejected by the Agent or the Project, then a denial letter specifying the reason(s) for the denial will be mailed to the applicant. The applicant has 14 calendar days from the date of the letter to submit an appeal to the Agent. Any requests for a review of the decision must be written and must be accompanied by supporting documentation and/or information not previously submitted and which refutes the stated reason(s) for the rejection. If the applicant is not satisfied with the response to their appeal letter or if the applicant has a complaint regarding fair marketing and/or alleged discriminatory practices, the applicant may request further review from the Agent’s Section 504 Coordinator. If the applicant does not respond within 14 calendar days from the date of the denial letter, the file will be permanently closed.

X. RACE AND ETHNIC DATA COLLECTION AND REPORTING
Any person who requests a pre-application during the open acceptance period shall receive a pre-application package containing an Instruction sheet, Pre-Application to including Reasonable accommodation/Mitigating circumstances notification, Supplemental to Application (HUD 92006), and Optional Race/Ethnicity. Upon applicant request EBALDC’s VAWA policy and Emergency Transfer Plan.

XI. ON-GOING COMPLIANCE ASSESSMENT
The Owner/Agent will review the Affirmative Marketing Plan every five years and update as needed to ensure compliance. The advertising sources will be included in the review to determine if past sources should be changed or expanded.

The Owner/Agent will annually assess the success of affirmative marketing actions for the Project. If the demographic data of the applicants and residents vary significantly from the jurisdiction’s population data, advertising efforts and outreach will be targeted to underrepresented groups in an attempt to balance the applicants and residents with the demographics of the jurisdiction.

XII. RECORD KEEPING
Full documentation of all marketing and outreach efforts will be made throughout the marketing process.
A. The Project shall establish and maintain an Affirmative Marketing file to hold advertisements, flyers, and other public information documents to demonstrate that the appropriate logo and language have been used. Additionally, Agent shall keep records of its activities in implementing the Affirmative Fair Housing Marketing Plan, including other community outreach efforts and its annual analysis, for at least five (5) years.
B. The Project shall keep up-to-date records based on census data, applications, and records about tenant selection or rejection.
C. The Owner/Agent shall provide regulatory agencies access to any pertinent books, documents, papers or other records, as necessary, for determining compliance with civil rights and nondiscrimination requirements.
D. The Owner/Agent shall track and keep records of information regarding the location, description and number of vacant and occupied accessible units, as well as the success rate of renting units to people who need accessible units.
E. The Owner/Agent shall document any reasonable accommodations made to, or requested by, pre- applicants/applicants or tenants during the reporting year
F. The Owner/Agent shall track and keep records of race and demographic data of the applications.
G. The Owner/Agent will maintain all Resident files throughout the entire term of tenancy on site and will store former resident files on-site for a minimum of six years after tenancy ends.
H. The Owner/Agent will maintain records of all applicant or tenant complaints, investigations, and corrective actions.

XIII. TRAINING
The Owner and Agent shall provide property management staff with all relevant regulations and Fair Housing provisions. All property management staff shall be required to follow the procedures and policies adopted by the Owner and Agent.

On-site training programs may include marketing, outreach, data collection, reporting, and record keeping. Property management staff shall at least annually receive instruction regarding fair housing laws.

XIV. PRIVACY POLICY
It is the policy of the Agent to guard the privacy of applicants and to ensure the protection of such applicants’ records. Therefore, neither the Agent, nor its agents or employees shall disclose any personal information contained in its records to any person or agency unless the individual about whom information is requested gives written consent to such disclosure. Any information obtained regarding a disability or disability status will be treated in a confidential manner. This Privacy Policy in no way limits the Agent’s ability to collect such information as it may need to determine eligibility, compute rent, or determine suitability for tenancy or respond to requests for reasonable accommodations and/or modifications. 
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