
 

 

Public Notice 
 
In accordance with the Statutes of the State of Illinois, and the Ordinances of the City of Highland Park, a 
Special Meeting of the City of Highland Park Housing Commission, the Peers Housing Association, 
Walnut Housing Association, Ravinia Housing Association and Sunset Woods Association will be held at 
the hour of 6:30 P.M. on Wednesday, May 28, 2014 at City Hall, 1707 St. Johns Avenue, Highland 
Park, Illinois.  The Meeting will be held in the Pre-Session Room on the second floor.  
 

City of Highland Park 
Housing Commission 

Special Meeting 
Wednesday, May 28, 2014, at 6:30 p.m. 

AGENDA 
 
I. Call to order 
 
II. Roll Call 
 
III. Business from the Public (Citizens Wishing to Be Heard Regarding Items not Listed 

on the Agenda) 
 
IV. Scheduled Business 
 

1. Items for Omnibus Vote Consideration  
• Payment of Invoices:   
• Chicago Title Land Trust Company for Annual Fee for Peers Housing for $295.00 

 
2. Housing Commission Peers, Walnut, Ravinia, and Sunset Woods 

- Sunset Woods Rentals:  Discussion and Consideration of Extension to 
Management Agreements with Housing Opportunity Development Corporation   

- Discussion regarding Evergreen Management Procedures 
- Consideration of Corporate Authorization Resolutions to add Chair David Meek as 

a Signatory at Highland Park Bank and First Bank of Highland Park 
- Other Sunset Woods Business  

 
V. Executive Session for Matters relating to Real Estate Acquisition, Litigation, and 

Personnel Matters 
 

VI. Adjournment 
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CITY OF HIGHLAND PARK 
DEPARTMENT OF COMMUNITY DEVELOPMENT 

1150 HALF DAY ROAD 
HIGHLAND PARK, ILLINOIS 60035 

(847) 432-0867 
 
MEMORANDUM  
 
To: Housing Commissioners 
 
From: Mary Cele Smith, Housing Planner 
  
Date: May 23, 2014 
 
SUBJECT:  Extension to Management Agreements with Housing 
Opportunity Development Corporation  
 
The two Management Agreements for the rentals at Sunset Woods have two-year terms, each of 
which expires on August 31, 2014.  The only change from the two previous agreements is the 
extension of the term from September 1, 2014 through August 31, 2016. 
 
Attached to this memo is a letter from Richard Koenig, Executive Director of the Housing 
Opportunity Development Corporation (HODC), requesting consideration of extending the 
agreements and summarizing some of the benefits from the relationship with HODC.  Also 
attached are: 

• the Extension and Amendment of Management Agreement for the twelve original rentals 
and the one for the additional two rentals that the Housing Commission acquired in the 
resale process several years ago, and 

• the September 1, 2012 Extension and Amendment of Management Agreement for the 
two additional rentals that contains the full Agreement. 

 
The Extension and Amendment of Management Agreement for the twelve rentals requires the 
approval of the Illinois Housing Development Authority (IHDA).  IHDA has a subordinate 
mortgage on the original twelve rentals in the form of a forty-year, non-interest bearing loan.  
Monthly payments of $100 began January 1, 2004 with the unpaid balance due in one payment 
on June 30, 2042.  The Extension and Amendment of Management Agreement for Unit #231 and 
#319 are between the Sunset Woods Association and HODC only.   
 
Recommendation: 
Given Housing Opportunity Development Corporation’s (HODC) quality service and reasonable 
fees, staff respectfully recommends that the Housing Commission and the Sunset Woods 
Association extend the two Management Agreements for the Sunset Woods rentals for the period 
from September 1, 2014 to August 31, 2016. 
The balance of this memo will provide background on the management relationship, 
management fees, and HODC’s performance.   
 
Background: 
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HODC, formerly known as the Interfaith Housing Development Corporation, was one of the 
original development partners and has been the only management company for the rentals since 
the Sunset Woods development opened in 2002.  Continuity in management services is important 
in affordable housing developments, because it provides stability for residents and builds an 
effective relationship with the Housing Commission and City staff.  Prior to selecting HODC in 
2002, the Housing Commission also considered a proposal from the Braeside Group, the initial 
manager for the condominium units at the Sunset Woods development.  The Commission 
selected HODC over the Braeside Group for a number of reasons: 

• HODC (then known as Interfaith Housing Development Corporation) had experience 
managing affordable rental developments; 

• The project team’s experience developing Sunset Woods with HODC was favorable; 
• HODC’s proposed fee of 7.5% was lower than Braeside’s proposed fee of 9.5%; and 
• There was a concern that there was a conflict of interest to have the same firm (Braeside) 

managing the rental and condominium units in the same development. 
 
Management Fees: 
The fees for all fourteen rentals are 6.5% of “gross collections.”  “Gross Collections” are all 
amounts actually collected by the Property Manager as rents or other payments, including, but 
not limited to, vending machine collections and parking fees, but excluding (1) income derived 
from interest or investments, (2) discounts and dividends on insurance, and (3) security deposits.  
The initial fee established in 2002 was 7.5%.  It was reduced to 6.5% in 2004 and has been 
constant since.    

      
HODC’s Performance  
Resident satisfaction: 
Resident satisfaction is one of the Housing Commission’s consistent goals each year.  City staff 
and the Housing Commission representative to the Sunset Woods Condominium Association 
(SWCA) Board assess resident satisfaction through their interactions with the renters.  Chair 
David Meek is the current Commission representative to the SWCA Board, and he meets with 
renters prior to each quarterly SWCA meeting in order to hear any concerns.  The feedback that 
he and City staff receive is generally favorable.  After these quarterly meetings, Chair Meek 
contacts City staff to forward any repair requests that haven’t been made already to the HODC 
property manager and other questions from the renters.  City staff then contacts the HODC 
property manager.  City staff’s experience is that the Property Manager responds quickly to 
service requests.  Moreover, the Property Manager has handled sensitive situations that have 
arisen with a few renters with compassion and tact.  
 
Maintenance and Capital Planning: 
Because the fourteen rentals reside in a newer building of sixty total units, there has been little 
need for extensive capital planning for the fourteen units.  HODC staff does cycle painting and 
carpet-cleaning on a regular schedule and does refurbishing, including painting, as needed at 
turnover.  
 
Documents included in the Housing Commission packet: 

• April 24, 2014 Letter from Richard Koenig to Mary Smith 
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• 9.1.14 Extension and Amendment of Management Agreement, which needs IHDA 
approval (12 rentals) 

• 9.1.14 Extension and Amendment of Management Agreement for two additional units  
• 9.1.12 Extension and Amendment of Management Agreement for the two additional 

rentals 
 

6



7



8



IHDA Loan No. HTF-1213 
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 MANAGEMENT AGREEMENT 
 (Trust Fund - Up and Running) 

 
THIS MANAGEMENT AGREEMENT (this "Agreement"), made as of the _1st_ day 

of September 2014_________, by and between Sunset Woods 
Association_____________ ("Owner"), an Illinois not-for-profit__________________, 
having its principal office at 1707 St. Johns Street, Highland Park________________, 
Illinois, and Housing Opportunity Development Corporation ("Property Manager"), an 
Illinois not-for-profit___ having its principal office at 2001 Waukegan Rd, Techny, Illinois; 
 
 W I T N E S S E T H: 
 

WHEREAS, Authority has made the Loan to Owner under the Affordable Housing 
Trust Fund (the "Trust Fund") for the acquisition, construction and permanent financing of 
the Development; and 

 
WHEREAS, Owner, as a recipient of the benefits of the Loan, is required to comply 

with the Act, the Regulatory and Land Use Restriction Agreement, all applicable rules and 
regulations of Authority and the HOME Regulations; and 

 
WHEREAS, Property Manager is experienced in the operation, maintenance, 

marketing, management and leasing of multifamily housing developments similar to the 
Development; and 

 
WHEREAS, Owner desires to retain the services of Property Manager for the 

operation, maintenance, marketing, management and leasing of the Development and 
Property Manager desires to provide such services. 

 
NOW THEREFORE, in consideration of the mutual agreements contained in this 

Agreement, Owner and Property Manager agree as follows: 
 
1. Recitals.  The Recitals set forth above are incorporated in this Agreement by 

this reference.   
 
2. Definitions.  As used in the Agreement, the following terms shall have the 

meanings indicated below: 
 

(a) "Act":  the Illinois Housing Development Act, 20 ILCS 3805/1 et seq., 
as amended from time to time. 

 
(b) "Affirmative Fair Housing Marketing Plan":  the Affirmative Fair 

Housing Marketing Plan for the Development, as approved by Authority. 
 
(c) "Authority":  the Illinois Housing Development Authority, a body politic 

and corporate of the State of Illinois created by and existing pursuant to the Act. 
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(d) "DCR":  the debt service coverage ratio for the Development; the DCR 
is the net operating income of the Development for a fiscal year less Replacement Reserve 
Payments, divided by the annual debt service on the Loan and any amortizing subordinate 
loan on the Development.  Calculation of the DCR for any calendar year shall be based on 
the annual audit for the Development required under the Regulatory Agreement, as 
approved by Authority.  No interim audits shall be used. 

 
(e) "Development":  the real property legally described on Exhibit A 

attached to this Agreement and made a part of it, commonly known as _Sunset Woods 
Apartments_________, located in Highland Park____________________, Illinois; and the 
improvements, buildings, appurtenances, equipment and personal property located on it.  
The Development includes _12 of 60_____ Units [,][and] ___ parking spaces [and 
__0_____ square feet of commercial space].  Throughout this agreement “Development” shall 
mean only the 12 rental units owned as condominiums by the Owner. 

 
(f) "Development Bank Account":  the bank account into which all 

Development funds, including, but not limited to, rents, charges and other amounts 
receivable by Owner in connection with the management and operation of the 
Development, are deposited.  The Development Bank Account shall be established in a 
bank in the State of Illinois whose deposits are insured by the Federal Deposit Insurance 
Corporation.  The funds in the Development Bank Account shall not be commingled with 
any other funds. 

 
(g) "Fiscal Year":  the calendar year unless specifically provided to the 

contrary in this Agreement. 
 
(h) "Gross Collections":  all amounts actually collected by Property 

Manager as rents or other payments, including, but not limited to, vending machine 
collections and parking fees, but excluding (1) income derived from interest or investments, 
(2) discounts and dividends on insurance and (3) security deposits. 

 
(i) "HOME Regulations":  the federal regulations governing the HOME 

Program and codified at 24 CFR Part 92. 
 
(j) "Initial Closing Date":  the date the Authority issues its initial closing 

memorandum in connection with the Loan. 
 
(k) "Initial Rent-up Period":  the period from the earlier of eighteen (18) 

months from the issuance of the Certificate of Occupancy and the date when occupancy of 
dwelling units in the Development first reaches ninety-five percent (95%). 

 
(l) "Lease":  the Authority's Model Lease, or such other form of lease as 

may be approved in writing by Authority. 
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(m) "Loan":  the mortgage loan made by Authority to Owner for the 
acquisition, construction and permanent financing of the Development, evidenced by the 
Note, secured by the Mortgage and governed by the Loan Agreement and the Regulatory 
Agreement. 

 
(n) "Loan Agreement":  the Loan Agreement executed by the Borrower 

and Authority at the initial closing of the loan, and any amendments to it, executed by 
Authority and Owner, governing the Loan. 

 
(o) "Loan Documents":  the Loan Agreement, the Note, the Mortgage, the 

Regulatory Agreement and all other documents evidencing, securing or governing the 
Loan. 

 
(p) "Management Plan":  the Management Plan for the Development, as 

approved by Authority, attached to this Agreement as Exhibit B; the Management Plan is 
incorporated in this Agreement by this reference. 

 
(q) "Marketing Plan":  the marketing plan for the Development, as 

approved by Authority. 
 
(r) "Mortgage":  that certain mortgage, including any amendments to it, on 

the Development under which Authority is the mortgagee and Owner is the mortgagor, and 
which secures the Loan. 

  
(s) "Note":  that certain mortgage note executed by the Owner evidencing 

the Loan. 
 
(t) "Operating Budget":  the annual operating budget for the 

Development, as approved by Authority.   
 
(u) "Regulatory Agreement":  the Regulatory and Land Use Restriction 

Agreement executed by the Borrower and Authority at the initial closing of the loan, and 
any amendments to it, executed by and between Owner and Authority governing the 
Development. 

 
(v) "Relocation Plan":  the Relocation Plan for the Development, if any, as 

approved by the Authority, for the relocation of Tenants during the rehabilitation of the 
Development. 

 
(w) "Replacement Reserve Payments":  The amounts required under the 

Regulatory Agreement to be deposited annually in the reserve fund for replacements; and 
the amounts required to be deposited annually in any other reserve accounts established 
for the Development. 

 
(x) "Tenant":  an individual or family occupying a Unit pursuant to a Lease. 
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(y) "Tenant Selection Plan":  the Tenant Selection Plan for the 
Development approved by Authority, as amended. 

 
(z) "Unit":  a unit in the Development intended for use as a private 

dwelling. 
 

3. Expertise of Property Manager.  Property Manager represents and warrants 
to Owner that it possesses the necessary skills, experience and expertise to properly 
manage the Development and to comply with the terms and conditions imposed upon it by 
this Agreement. 

 
4. Compliance with Laws.  Property Manager represents and warrants to 

Owner that it is familiar with, and represents that it shall act in compliance with, all 
applicable federal, state and local laws, ordinances and regulations when managing and 
maintaining the Development, including, but not limited, to the Fair Housing Act and 
Section 504 of the Rehabilitation Act of 1973; and represents and warrants that it is familiar 
with issues involving equal employment opportunity, fair housing, eviction proceedings, 
security deposits, non-discrimination in connection with disabled persons, utility services 
and criminal activities that may result in property forfeiture.  Property Manager further 
represents and warrants to Owner that it will keep informed of, and act in compliance with, 
all applicable new laws, ordinances and regulations that may be enacted during the term of 
this Agreement as they pertain to the management of the Development. 

 
5. Appointment of Property Manager.  Subject to Authority's written approval 

of this Agreement, Owner appoints Property Manager, and Property Manager accepts such 
appointment, as Owner's exclusive property manager for the management and leasing of 
the Development, subject to the terms and conditions of this Agreement.  In making and 
performing this Agreement Property Manager acts, and shall at all times act, as an agent of 
Owner. 

 
6. Regulation of the Development.  Property Manager acknowledges its 

receipt of the Regulatory Agreement, certifies that it has reviewed it and is thoroughly 
familiar with all other applicable rules and regulations of Authority and the HOME 
Regulations and covenants with Owner that it shall undertake and perform all of Owner's 
management duties and responsibilities in compliance with the Act, the rules and 
regulations of Authority, the HOME Regulations, the Regulatory Agreement and the other 
Loan Documents.    

 
7. Meetings with Owner and Authority.  Upon request of Owner, Property 

Manager agrees to cause a representative of Property Manager to confer with Owner and 
Authority and to attend meetings with Owner, Authority or both of them at any reasonable 
time or times requested by Owner or Authority. 
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8. Provision of Information.  As soon as practicable, but not later than final 
completion of the Development, Owner shall furnish Property Manager with a complete set 
of "as built" plans and detailed specifications for the Development, as finally approved by 
Authority, and copies of all guaranties and warranties pertinent to construction, fixtures and 
equipment of the Development.  With the aid of this information and inspection by 
competent personnel, Property Manager shall thoroughly familiarize itself with the 
character, location, construction, layout, plan and operation of the Development, and 
especially the electrical, heating, plumbing, air conditioning and ventilating systems, 
elevators, and all other mechanical equipment in the Development. 

 
9. Disclosure.  Property Manager shall not disclose to third parties any 

information pertaining to the Development except when necessary to carry out Property 
Manager's duties under the terms of this Agreement or in response to written requests from 
Authority. 

 
10. Waiver of Lien Rights.  To the extent permitted by law, and provided that the 

Loan has not been repaid, Property Manager subordinates any and all lien rights it may be 
able to assert, during the term of this Agreement or thereafter, on or against the 
Development arising from the services to be provided under this Agreement to the lien of 
the Mortgage provided by Owner, as mortgagor, to Authority, as mortgagee, and the lien of 
any junior mortgage.  Property Manager shall provide whatever documentation may be 
requested by Owner and Authority to evidence Property Manager's subordination of its lien 
rights. 

  
11. Compliance.  Property Manager shall furnish whatever information is 

requested by Owner or Authority that would be necessary for Owner or Authority to 
determine whether Property Manager is acting in compliance with the terms and conditions 
of this Agreement. 

 
12. Marketing.  After Initial Rent-up, Property Manager, with the marketing agent, 

if applicable, shall carry out the marketing activities prescribed in the Management Plan, 
observing all requirements of the Regulatory Agreement, the Marketing Plan approved by 
Authority and the Affirmative Fair Housing Marketing Plan.  Subject to the prior approval of 
Owner, advertising expenses incurred by Property Manager on behalf of Owner pursuant to 
the Operating Budget shall be paid out of the Development Bank Account as expenses of 
the Development. 

 
13. Rentals.  Property Manager shall offer for rent and shall rent the Units, 

parking spaces, commercial space (if any) and other rental facilities and concessions in the 
Development in accordance with the rules and regulations of Owner and Authority, as 
amended from time to time.  Owner authorizes Property Manager to execute, on Owner's 
behalf, Leases and commercial leases, if applicable, in connection with such rentals.  In 
connection with such rentals, the following provisions shall apply: 
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(a) Property Manager shall comply with the requirements of the Marketing 
Plan, the Affirmative Fair Housing Marketing Plan and the Tenant Selection Plan.  A copy 
of the Affirmative Fair Housing Marketing Plan and the Tenant Selection Plan shall at all 
times be kept at the Development, and shall be made available to any Tenant or 
prospective Tenant upon request. Property Manager shall cause all rental agents, on-site 
managers and property supervisors, and, to the extent necessary, all other employees 
working at the Development to be familiar with the contents of such Plans. 

 
(b) Property Manager shall show Units to all prospective Tenants. 
 
(c) Property Manager shall take and process applications for rental of 

Units.  If an application is rejected, the applicant shall be promptly advised in writing in the 
manner provided in the Tenant Selection Plan. 

 
(d) Property Manager shall prepare all Leases and parking permits, and 

shall execute them in its name as agent for Owner.  The terms of all Leases shall comply 
with the pertinent provisions of the Regulatory Agreement and the directives of Authority.  
All Leases shall be in a form approved by Authority. 

 
(e) From time to time, Owner shall furnish Property Manager with rent 

schedules, which shall show rents for Units and other charges for facilities and services 
approved by Authority. In no event shall such rents and other charges be exceeded or 
reduced without the prior written approval of Authority.  Tenant eligibility for Units that are 
rented at less than market rents, and the amount of such lesser rents, shall be determined 
in accordance with the Regulatory Agreement or the directives of Authority submitted to 
Owner and/or Property Manager. 

 
(f) Property Manager shall collect, deposit and disburse security deposits, 

if required, in accordance with all applicable state and local laws and the terms of each of 
Tenant's Lease.  The amount of each security deposit shall be as specified in the 
Management Plan, or if not so specified as approved by Authority.  Property Manager shall 
hold all security deposits in a trust account, separate from all other accounts and funds, in 
a bank or other financial institution whose office is in the State of Illinois and whose 
deposits are insured by an agent of the United States Government, all in accordance with 
the terms of the Regulatory Agreement.  This account shall be controlled and managed by 
Property Manager and designated of record as "Sunset Woods _______________ 
Security Deposit Trust Account".  Interest on security deposits shall be paid in accordance 
with all applicable State and local laws. 

 
(g) Property Manager shall maintain a current list of prospective Tenants 

and undertake all arrangements necessary and incidental to the acceptance or rejection of 
rental applications and the execution of Leases, all as provided in the Tenant Selection 
Plan.  Property Manager shall exercise its best efforts (including, but not limited to, 
placement of advertising; assistance in completion of rental applications and execution of 
Leases; processing of documents and credit and employment verifications; and 
explanation of the rules of the Development), to effect the leasing of Units, renewal of 
Leases and, in accordance with the terms of the Lease, subleasing of Units. 
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(h) If there is commercial space in the Development, Property Manager shall negotiate 
commercial leases and concession agreements, and, subject to prior approval by Owner 
and Authority of all terms and conditions of such leases and agreements, shall execute 
them in its name, identified as Property Manager for Owner.  Commercial rents for the 
Development shall not be less than the minimum approved by Owner and Authority. 

 
(i) Property Manager shall perform such other acts as requested by 

Owner or Authority that are reasonable, necessary and proper in the discharge of Property 
Manager's duties under this Agreement. 

 
(j) Property Manager shall prorate the first month's rent collected from a 

Tenant should such Tenant move into a Unit on any day other than the first day of the 
month.  If the Tenant's occupancy of the Unit occurs after the twentieth (20th) day of the 
month, the prorated amount, plus the next month's rent, shall be collected on or before the 
first day of occupancy. 

 
(k) Property Manager shall participate in such on-site inspections of the 

Development as may be required by Authority or Owner, including, but not limited to, (i) 
participation with each new Tenant in the inspection prior to occupancy of the Unit 
identified in the Lease with the Tenant and (ii) participation with the Tenant in the 
inspection of that Unit at least once each year thereafter. 

 
(l) Property Manager shall immediately notify Owner and Authority in 

writing of all claims asserted against Property Manager or the Development, or of any 
lawsuit served upon Property Manager in connection with the management of the 
Development. 

 
(m) Property Manager shall counsel all prospective Tenants concerning 

eligibility for Units, shall be responsible for determining the eligibility of prospective Tenants 
for Units and shall provide income certification and recertification forms for execution for 
each Tenant. 

 
(n) Owner shall participate as a member of the condominium association, 

although Property Manager may be requested for assistance from time to time. 
 

14. Collection of Rents and Other Receipts.  Property Manager shall collect 
when due all rents, charges and other amounts receivable by Owner in connection with the 
management and operation of the Development.  Such receipts (except for Tenants' 
security deposits, which shall be handled as specified in Paragraph 13(f) above) shall be 
held in the Development Bank Account, in an Illinois domiciled financial institution, 
separate from all other accounts and funds.  The Development Bank Account shall be 
carried in Property Manager's name and designated of record as "Sunset Woods 
____________________________________ Development Bank Account". 
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15. Enforcement of Leases.   
 
(a) Property Manager shall secure full compliance by each Tenant with the 

terms of such Tenant's Lease.  Voluntary compliance shall be emphasized, and Property 
Manager shall counsel Tenants and make referrals to community agencies in cases of 
financial hardship or other circumstances deemed appropriate by Property Manager, all to 
the end that involuntary termination of tenancies shall be avoided to the maximum extent, 
consistent with sound management of the Development.  Nevertheless, subject to the 
procedures prescribed in the Management Plan and the Regulatory Agreement, Property 
Manager may lawfully terminate any tenancy when, in Property Manager's judgment, 
sufficient cause for such termination occurs under the terms of the Tenant's Lease, 
including, but not limited to, nonpayment of rent.  For this purpose, Property Manager is 
authorized to consult with legal counsel to be designated by Owner; to bring actions for 
eviction; to execute notices to vacate; and to initiate judicial pleadings incident to such 
actions.  Property Manager shall keep Owner informed of such actions and shall follow 
such instructions as Owner may prescribe for the conduct of any such action.  Reasonable 
attorneys' fees and other necessary costs incurred in connection with such actions, as 
determined by Owner, shall be paid out of the Development Bank Account as expenses of 
the Development pursuant to the Operating Budget of the Development. 

 
(b) Property Manager shall consult with and make recommendations to 

Owner regarding security for the Development and take all steps reasonably necessary to 
implement the security program authorized by Owner at the Development.  Property 
Manager shall promptly report any suspicious or illegal activities to the appropriate police 
authority, and shall strictly enforce the terms of the Leases regarding criminal activities by 
Tenants or their authorized guests. 

 
(c) Property Manager shall use its best efforts to prevent unauthorized 

persons from being present at the Development.   If Tenants fail to control the improper 
behavior of their guests while on Development property, or if Tenants assist unauthorized 
persons in remaining on the Development property, Property Manager shall strictly enforce 
the terms of the Leases of such Tenants. 

 
(d) Property Manager shall fully comply with all federal laws and 

regulations concerning termination of Leases and evictions of Tenants receiving the 
benefits of any federal rent subsidy program. 
 

16. Maintenance and Repair.  Property Manager shall cause the Development 
to be maintained in a decent, safe and sanitary condition and in a rentable and tenantable 
state of repair, all in accordance with the Management Plan, the budget approved by 
Authority, the Regulatory Agreement and local laws, codes and ordinances.  Property 
Manager otherwise shall maintain the Development at all times in a condition acceptable to 
Owner and Authority, including, but not limited to, performance of cleaning, painting, 
decorating, plumbing, carpentry, grounds care and such other maintenance and repair 
work as may be necessary.  In connection with such maintenance, the following provisions 
shall apply: only to the interiors of the units 
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(a) Property Manager shall give special attention to preventive 
maintenance. 

 
(b) Subject to Owner's prior approval, Property Manager shall contract 

with qualified independent contractors for the maintenance and repair of major mechanical 
systems, including, but not limited to, air conditioning systems and elevators, and for the 
performance of extraordinary repairs beyond the capability of regular maintenance 
employees. Property Manager shall require each such contractor to be insured in such 
amounts and with such insurance companies as may be acceptable to Owner.  Owner 
shall be named as an additional insured under all such insurance contracts. 

 
(c) Property Manager shall systematically and promptly receive and 

investigate all service requests from Tenants, take such action in connection with them, as 
may be justified, and keep records of such actions.  Emergency requests shall be received 
and serviced on a twenty-four (24) hour basis.  Property Manager shall report complaints of 
a serious nature to Owner after investigation.  Owner and Authority shall have the right to 
receive copies of all service requests and the reports of action taken on them. 

 
(d) Property Manager shall use its best efforts to take such action as may 

be necessary to comply promptly with any and all orders or requirements of federal, state 
or local authorities having jurisdiction over the Development, including orders of the Board 
of Fire Underwriters or other similar bodies.  Property Manager shall not take any action 
under this Paragraph 16(d) so long as Owner contests, or has affirmed its intention to 
contest, any such order or requirement and promptly institutes proceedings contesting any 
such order or requirement.  Property Manager shall notify Owner in writing promptly, and in 
no event later than seventy-two (72) hours from the time of receipt, of all such orders and 
notices. 

 
(e) Subject to the provisions of Paragraph 20 hereof, Property Owner is 

authorized to purchase all materials, equipment, tools, appliances, supplies and services 
necessary for proper maintenance or repair of the Development. 

 
(f) Notwithstanding any of the foregoing provisions, the prior approval of 

Owner and Authority shall be required for any expenditure that exceeds Ten Thousand and 
No/100 Dollars ($10,000.00) in any one instance for labor, materials, or otherwise, in 
connection with the maintenance and repair of the Development, except for recurring 
expenses within the limits of the Operating Budget and except for emergency repairs 
involving manifest danger to persons or property, or required to avoid suspension of any 
necessary service to the Development.  If any emergency repairs are necessary, Property 
Manager shall notify Owner and Authority in writing of the fact promptly, and in no event 
later than seventy-two (72) hours from the occurrence of such event. 
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17. Utilities and Services.  In accordance with the Operating Budget, Property 
Manager shall make arrangements for water, electricity, gas, fuel oil, sewage and trash 
disposal, vermin extermination, decorating, laundry facilities and telephone service.  
Subject to Owner's prior approval, Property Manager shall enter into such contracts as may 
be necessary to secure such utilities and services. 

 
18. Employees.  All on-site personnel shall be employees of the Property 

Manager and paid from the Development Bank Account as an expense of the 
Development.  Such employees shall be hired, supervised and discharged exclusively by 
the Property Manager subject to the following conditions: 
 

(a) Property Manager shall at all times have sufficient personnel physically 
present at the Development for the full and efficient performance of its duties under this 
Agreement, including physical presence of responsible persons at such times as may 
reasonably be requested by Owner.  

 
(b) All hiring of Development employees shall be in accordance with the 

Operating Budget for the Development, unless otherwise authorized by Authority in writing. 
 

19. Disbursements from Development Bank Account. 
 

(a) From the funds collected and held by Property Manager in the 
Development Bank Account pursuant to Paragraph 14 above, Property Manager shall, 
unless otherwise directed by Authority in writing, make the following disbursements from 
the Development Bank Account promptly when payable and in the following priority: (1) 
salaries and any other compensation due and payable to the employees referred to in 
Paragraph 18 above, and the withholding taxes, insurance premiums, and Social Security 
and other payments required in conjunction with the payroll of such employees; (2) the 
monthly escrow payments for taxes and assessments, fire and other hazard insurance 
premiums; utilities; interest on the Mortgage and any junior loan, amortization of the 
principal of the Mortgage and any junior loan, fees, and charges of Authority; (3) 
establishment and maintenance of the reserve fund for replacements required under the 
Regulatory Agreement, and other escrow deposits as required by the Regulatory 
Agreement or Mortgage or as directed by Authority; and (4) subject to Paragraph 28 
below, other payments due and payable by Owner as operating expenses incurred 
pursuant to the Operating Budget and in accordance with this Agreement, including 
Property Manager's compensation. 

 
(b) Except for the disbursements mentioned in Paragraph 19(a) above, 

funds shall be disbursed or transferred from the Development Bank Account only pursuant 
to the terms of the Regulatory Agreement or upon the prior written approval of Authority, 
which shall be obtained by Owner. 
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(c) If the balance in the Development Bank Account is at any time 
insufficient to pay disbursements due and payable under Paragraph 19(a) above, Property 
Manager shall immediately inform Owner and Authority of such deficiency and Owner shall 
then remit to Property Manager sufficient funds to cover such deficiency, but only to the 
extent that funds of the Development are available.  If the Owner fails to remit to Property 
Manager sufficient funds within five (5) days after written notice by Property Manager, 
Property Manager shall promptly notify Authority in writing.  In no event shall Property 
Manager be required to use its own funds to pay such disbursements. 
 

20. Operating Budgets.  Property Manager shall prepare a proposed Operating 
Budget for each Fiscal Year during the term of this Agreement, and shall submit it to Owner 
and Authority at least ninety (90) days before the beginning of such Fiscal Year. In 
preparing a proposed Operating Budget, Property Manager shall use its best efforts to take 
into account the anticipated increases in rents, real estate taxes, utility charges and other 
operating costs from the previous Fiscal Year.  To the extent feasible, Property Manager 
shall support anticipated increases in real estate taxes and utility charges with written 
evidence or documentation.  The proposed Operating Budget for the Development for each 
Fiscal Year shall be subject to approval by Owner and Authority.  Owner shall promptly 
inform Property Manager of all changes, if any, incorporated in the Operating Budget, and 
Property Manager shall make no expenditures in excess of the amounts set forth in the 
Operating Budget for each line item of operation expense itemized without the prior written 
approval of Owner and Authority, except as permitted pursuant to Paragraph 16(f) for 
emergency repairs involving manifest danger to persons or property, or that are required to 
avoid suspension of any services to the Development. 

 
21. Records and Reports.  In addition to any requirements specified in the 

Management Plan or other provisions of this Agreement, Property Manager shall have the 
following responsibilities with respect to records and reports: 
 

(a) Property Manager shall establish and maintain a comprehensive 
system of records, books and accounts, including computerized systems, in a manner 
conforming with the directives of Authority and otherwise satisfactory to Owner.  All 
records, books and accounts shall be subject to examination and reproduction at 
reasonable hours by any authorized representative of Owner or Authority. 

 
(b) In accordance with the terms of the Regulatory Agreement, and with 

respect to each Fiscal Year ending during the term of this Agreement, Property Manager 
shall cause an annual financial report for the Development, based upon the preparer's 
examination of the books and records of Owner and the Development, to be prepared by 
an independent certified public accountant licensed in the State of Illinois selected by 
Owner and acceptable to Authority.  The report shall be prepared in accordance with 
generally accepted accounting principles and the directives of Authority, shall be certified 
by the preparer and shall be submitted to Owner for Owner's further certification and 
submission to Authority within the period provided for in the Regulatory Agreement after 
the end of the Fiscal Year.  Compensation for the preparer's services may be paid out of 
the Development Bank Account as an expense of the Development. 
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(c) Property Manager shall prepare a monthly report containing, among 
other information, financial statements of income and expense for the Development.  
Property Manager shall submit each such report to Owner and Authority within fifteen (15) 
days after the end of each month. 

 
(d) Property Manager shall promptly furnish such information (including 

monthly occupancy reports) in connection with the Development as may be requested from 
time to time by Owner or Authority. 

 
(e) By the fifteenth (15th) day of each month, Property Manager shall 

furnish to Owner an aged, itemized list of all delinquent accounts, including rental 
accounts, as of the tenth (10th) day of such month, as well as a report on the action 
Property Manager has taken in connection with such delinquent accounts. 

 
(f) Except as otherwise permitted in writing by Authority, all bookkeeping, 

data processing services, and management overhead expenses shall be borne by Property 
Manager out of its funds and shall not be treated as Development expenses. 

 
(g) Property Manager shall prepare, execute and file all forms, reports and 

returns required by law in connection with the employment of personnel, unemployment 
insurance, workmen's compensation insurance, disability benefits, Social Security and 
other similar insurance, and all other benefits or taxes now in effect or hereafter imposed. 
 

22. Fidelity Bond.  Property Manager shall furnish and maintain, at the expense 
of the Development, for the duration of this Agreement and any renewals or extensions of 
it, plus thirty (30) days after its expiration or termination, a commercial blanket bond (the 
"Fidelity Bond") in favor of Owner and Authority, jointly and severally, both in an amount 
not less than two (2) months gross potential rents for the Development plus Tenant security 
deposits and in a form and with a company or companies acceptable to Authority.  The 
Fidelity Bond shall cover Property Manager and all employees hired by Property Manager 
in connection with this Agreement.  The Fidelity Bond shall cover losses discovered by 
Owner or Authority for the period of two (2) years after the occurrence of such losses.  

 
23. Bids, Discounts and Rebates.  Property Manager shall obtain contracts, 

materials, supplies, utilities and services on the most advantageous terms to the 
Development, and shall solicit three (3) formal, written bids on all contracts or purchases 
exceeding Ten Thousand and No/100 Dollars ($10,000.00) for those items that can be 
obtained from more than one source.  Property Manager shall secure and credit to Owner 
all discounts, rebates or commissions obtainable with respect to purchases, service 
contracts and all other transactions on Owner's behalf.  Property Manager shall not 
purchase services or materials from an entity in which Property Manager has an interest 
unless such purchase is approved in writing by Owner and Authority. 
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24. Social Services Program.  If applicable, Property Manager shall be responsible to 
Owner for carrying out the social services program described in the Management Plan. 

 
25. On-Site Management Facilities.  Owner shall furnish Property Manager with 

suitable furnished office space on the site of the Development, including electricity, heat, 
water, janitorial service, telephone, postage, stationery, office equipment and supplies. 

 
26. Indemnification.   

 
(a) Owner agrees to indemnify, defend and hold Property Manager 

harmless from liability arising out of or in connection with the management of the 
Development, unless such liability is a result of the negligence or willful misconduct of 
Property Manager. 

 
(b) Property Manager shall indemnify, defend and hold Owner harmless 

from and against any and all claims, causes of action, liabilities, losses or damages that 
may be asserted against Owner as a result of Property Manager's failure to act in 
accordance with the terms of this Agreement.  Owner shall be entitled to recover from 
Property Manager its costs of litigation and reasonable attorney's fees if Owner incurs such 
costs and fees due to Property Manager's failure to act in accordance with the terms of this 
Agreement. 

 
(c) It is expressly understood and agreed that the provisions contained in 

Paragraphs 26(a) and (b) shall survive the termination of this Agreement to the extent the 
cause arose prior to such termination. 

 
27. Insurance.  Property Manager shall cause the insurance coverage required 

under the Mortgage to be placed and kept in effect at all times with insurance companies 
approved by Owner and Authority, all in accordance with the terms of the Mortgage. 
Property Manager and Authority shall be designated as an insured under the public liability 
insurance policy in an amount acceptable to Property Manager, Owner and Authority.  
Property Manager shall promptly investigate and furnish to Owner and Authority full reports 
of all accidents, claims and potential claims for damages related to the Development and 
shall cooperate with Owner's insurers in connection with such accidents and claims. 

 
In addition to the insurance coverage required under the Mortgage, Property 

Manager shall cause insurance coverage requested by Owner or Authority to be kept in 
effect to protect Property Manager and Owner against any and all claims, liabilities or 
damages arising from any social programs coordinated by Property Manager either on or 
off the Development property.  Proof of all insurance coverage shall be forwarded to Owner 
or Authority at the request of either party. 
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28. Escrow Payments.  Property Manager shall make from the Development 
Bank Account monthly escrow payments required under the Mortgage for insurance, tax 
and such other reserve or escrow accounts for the Development as may be required 
pursuant to the Mortgage and the Regulatory Agreement.  Property Manager promptly shall 
present tax bills and insurance premium notices to the escrow agent for payment and shall 
furnish Owner and Authority with evidence of timely payment of such taxes and insurance 
premiums. 

 
29. Property Manager's Compensation. 
 

(a) Property Manager shall be compensated for its services under this 
Agreement by monthly fees, to be paid out of the Development Bank Account and treated 
as Development expenses.  Such fees shall be payable on the _15th__ day of each month 
following the month in which the services were rendered. Each such monthly fee shall be a 
sum equal to _six and one half_________ percent (________6.5%) of Gross Collections. 

 
(b) If Property Manager has an identity of interest with Owner or the 

general partners of Owner (if Owner is a limited partnership), and if the Development (i) 
fails to maintain a DCR of at least 1:10 to 1; or (ii) maintains a DCR of at least 1.10 to 1 but 
fails to expend funds for deferred maintenance deemed necessary by Authority, or for 
Administrative Expenses, Operating Expenses and/or Maintenance Expenses (all as 
defined in the Regulatory Agreement) in amounts established in the Operating Budget; 
Authority may, in its sole discretion, reduce the management fee to a level consistent with 
the rates of management agents that are satisfactorily managing similar developments in 
the general vicinity of the Development, as determined by the Authority in its sole 
discretion, and that do not have an identity of interest with the owners, or the principals of 
the owners, of such developments.   

  
(c) In addition, if the Development fails (i) to maintain a DCR of at least 

1.0 to 1 or the Development is delinquent for more than sixty (60) days in debt service 
payments on the Loan or Replacement Reserve Payments or (ii) the Development 
maintains a DCR of at least 1.0 to 1 and is current in its Replacement Reserve Payments 
but fails to expend funds for deferred maintenance deemed necessary by Authority, or for 
Administrative Expenses, Operating Expenses and/or Maintenance Expenses in amounts 
established in the Operating Budget, Authority may, in its sole discretion, further reduce the 
management fee to a level it deems appropriate. 

 
(d) If the management fee has been reduced pursuant to subparagraphs 

29(b) or 29(c), Owner and/or Property Manager may request in writing that the 
management fee be restored to its previous level if (i) the DCR reaches 1.10 to 1 or 1.0 to 
1, as applicable, or (ii) any necessary deferred maintenance has been completed and, if 
applicable, the appropriate funds have been expended for Administrative Expenses, 
Operating Expenses and Maintenance Expenses.  Authority will evaluate such requests 
based on its evaluation of (i) the impact of an increase in the management fee on the 
financial condition of the Development and (ii) the anticipated needs of the Development 
for capital and operational expenditures.  
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30. Term of Management Agreement.  This Agreement shall be in effect for a 
period of _two______ (___2___) year(s), commencing on the __1st_ day of September_ 
2014__________ and ending on the _30th_ day of August 2016________, subject, to the 
following conditions: 

 
(a) This Agreement may be terminated upon the mutual written consent of 

Owner, Property Manager and Authority, or for cause by either Property Manager or 
Owner. 

 
(b) Property Manager shall have the right to terminate this Agreement 

upon sixty (60) days advance written notice to Owner and Authority. 
 
(c) Owner shall have the right to terminate this Agreement upon sixty (60) 

days advance written notice to Property Manager and Authority, provided that Owner has 
identified another property manager, approved by Authority, for the Development. 

 
(d) If a petition in bankruptcy is filed by or against Owner or Property 

Manager, or if Owner or Property Manager makes an assignment for the benefit of 
creditors or takes advantage of any insolvency act, the other party may terminate this 
Agreement without notice.  The party invoking such termination shall give prompt notice of 
such action to Authority. 

 
(e) Property Manager and Owner expressly agree that Authority shall 

have the right to terminate this Agreement, with or without cause, on ten (10) days 
advance written notice to Owner and Property Manager; in the event of such 
termination by Authority shall have the right, in its sole discretion, to appoint a property 
manager (the "New Manager") who shall manage the Development on the same terms and 
conditions as the Property Manager; provided, however, that Authority may determine the 
compensation to be provided to the New Manager.  The term of the New Manager (the 
"Appointed Term") shall be for a period not to exceed eighteen (18) months.  During the 
Appointed Term, Owner shall not have the right to appoint a new property manager, and 
the New Manager shall be subject to the direction of Authority, and not Owner.  After the 
expiration of the Appointed Term, the Owner shall have the right to appoint a property 
manager, subject to the terms and conditions of a management agreement approved by 
Authority.   

 
In the event of a financial default by the Mortgagor under the Mortgage, the 

Mortgage Note or the Regulatory Agreement, Authority need not give the aforesaid ten (10) 
days notice but shall have the right to terminate this Agreement immediately. 
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(f) Within thirty (30) days after the termination of this Agreement for any 
reason, Property Manager shall submit to Owner and Authority the financial statements 
required under Paragraph 21 hereof to the date of such termination, and after Property 
Manager and Owner have accounted to each other with respect to all matters outstanding 
as of the date of termination and Property Owner has fully complied with all terms and 
conditions of this Agreement, Owner shall furnish Property Manager security, in form and 
amount reasonably satisfactory to Property Manager, against any obligations or liabilities 
that Property Manager properly incurred pursuant to the terms of this Agreement on behalf 
of Owner. 
 

31. Rights and Responsibilities Upon Termination.  If this Agreement is 
terminated for any reason: 
 

(a) No further or additional liability shall attach to Owner, Property 
Manager or Authority, except for Property Manager's compensation to the date of such 
termination, and except for such liability as may exist under this Agreement arising out of 
acts or obligations predating the date of such termination. 

 
(b) Within ten (10) days after this Agreement expires or is terminated, 

Property Manager shall deliver to Owner all "as built" plans and surveys of the 
Development in its possession and all books and records concerning the Development. 

 
(c) Within fifteen (15) days after the termination of this Agreement, 

Property Manager shall close all accounts and pay the balance or assign all certificates of 
deposit regarding the Development as follows: 
 

(1) if the termination is by Owner with consent of Authority, to 
Owner; and 

(2) if the termination is by Authority, to Authority. 
 
32. Assignments.  This Agreement shall inure to the benefit of and constitute a 

binding obligation upon Owner and Property Manager and their respective successors and 
assigns; however, Property Manager shall not assign this Agreement, or any of its duties 
under it, without the prior written consent of Owner and Authority. 

 
33. Subordination of Agreement.  Owner and Property Manager each 

acknowledge that this Agreement is subject and subordinate to the Regulatory Agreement, 
including all exhibits attached to it.  To the extent this Agreement conflicts with any of the 
provisions or requirements set forth in the Regulatory Agreement or the exhibits to it, the 
Regulatory Agreement and exhibits shall prevail and control. 

 
34. Amendment.  This Agreement constitutes the entire agreement between 

Owner and Property Manager and no amendment or modification of it shall be valid or 
enforceable except by supplemental agreement in writing, executed by the parties hereto 
and approved by Authority. 
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35. Remedies 
 

(a) Equitable Relief.  Owner or Authority may apply to any court, state or 
federal, for specific performance of this agreement, for an injunction against any violation 
of this Agreement or for such other relief as may be appropriate, since the injury arising 
from a default under any of the terms of this Agreement would be irreparable and the 
amount of damage would be difficult to ascertain.  

 
(b) Venue.  Owner and Property Manager agree that if Authority brings an 

action in connection with this Agreement or is a defendant in an action brought by Owner 
or Property Manager, venue shall be proper, at the option of Authority, either in the Circuit 
Court of Cook County, Illinois or in the United States District Court for the Northern District 
of Illinois, Eastern Division, as the case may be. 

 
(c) Attorneys' Fees.  In the event of any litigation between Owner and 

Property Manger arising out of or in connection with this Agreement, including, but not 
limited to, litigation arising out of or in connection with Paragraph 26 hereof, the prevailing 
party shall be entitled to recover from the other party its costs of litigation and reasonable 
attorneys' fees incurred in connection with such litigation. 

 
(d) Authority’s Costs of Enforcing Agreement.  Owner or Property 

Manager, as the case may be, shall pay to Authority any and all costs, expenses and 
reasonable attorneys’ fees that Authority may suffer, incur or become liable for by reason 
of Authority enforcing, or attempting to enforce, the terms and provisions of this Agreement 
if the Authority prevails in its position. 

  
(e) Remedies Cumulative.  Authority's and Owner's remedies are 

cumulative and the exercise of one shall not be deemed an election of remedies, nor 
foreclose the exercise of Authority's or Owner's other remedies.  No waiver by Authority or 
Owner of any breach of this Agreement shall be deemed to be a waiver of any other or 
subsequent breach.  The failure or delay of Authority or Owner in exercising any of its 
rights under this Agreement in any one or more instances, or the exercise of less than all of 
their rights in any one or more instances, shall not be deemed or construed as a waiver of 
any such rights. 
   

36. Successors.  This Agreement shall bind, and the benefits shall inure to, the 
parties to this Agreement, their legal representatives, successors in office or interest and 
assigns; however, Property Manager may not assign this Agreement, or any of its 
obligations under this Agreement, without the prior written approval of Owner and the 
Authority. 

 
37. Survival.  All representations, warranties and covenants to indemnify shall 

survive the termination of this Agreement if the basis for the claim or cause of action in 
connection with such representations, warranties and covenants arose during the term of 
this Agreement. 

25



IHDA Loan No. HTF-1213 

18 

38. Notices. Any notice, demand, request or other communication that any 
party may desire or may be required to give to any other party under this Agreement shall 
be given in writing, at the addresses set forth below, by any of the following means:  (a) 
personal service; (b) overnight courier; or (c) registered or certified United States mail, 
postage prepaid, return receipt requested. 

 
 

(a) Property Manager: 
Housing Opportunity Development Corporation 
2001 Waukegan Rd, PO Box 480_____________ 
Techny, IL 60082_________________________ 

 
(b) Owner: 

Sunset Woods Association___________________ 
1707 St Johns Street________________________ 
Highland Park IL 60035______________________ 
_________________________________________ 

 
(c) Authority: 

 
Illinois Housing Development Authority 
401 N. Michigan Ave., Suite 900 
Chicago, Illinois 60611 
Attention: Director, Asset Management Department     

 
Such addresses may be changed by notice to the other party given in the 

same manner as provided in this Paragraph 38.  Any notice, demand, request or other 
communication sent pursuant to subsection (a) shall be served and effective upon such 
personal service.  Any notice, demand, request or other communication sent pursuant to 
subsection (b) shall be served and effective one (1) business day after deposit with the 
overnight courier.  Any notice, demand, request or other communication sent pursuant to 
subsection (c) shall be served and effective three (3) business days after proper deposit 
with the United States Postal Service. 

 
Except as otherwise specifically required this Agreement, notice of the 

exercise of any right or option granted to Property Manager by this Agreement is not 
required to be given. 
 

39. Authority As Third-Party Beneficiary.  Authority shall be a third-party 
beneficiary of this Agreement regarding the fulfillment of the duties and obligations 
imposed upon Owner and Property Manager under this Agreement.  Owner and Property 
Manger each warrant to Authority that it has not executed, and represents that it will not 
execute, any other agreement with provisions contradictory to, or in opposition to the 
provisions of this Agreement, and that, in any event, the requirements of this Agreement 
are (i) paramount and controlling as to the rights and obligations set forth in any other 
agreement and (ii) supersede any other requirements in conflict with this Agreement.  
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40. Interpretation of Agreement. 
 

(a) Governing Law.  The laws of the State of Illinois, exclusive of its 
conflict of laws provisions, shall govern the interpretation and enforcement of this 
Agreement. 

 
(b) Captions.  The captions used in this Agreement are inserted only as a 

matter of convenience and for reference and in no way define, limit or describe the scope 
of the intent of this Agreement. 

 
(c) Partial Invalidity.  If any term, covenant, condition or provision of this 

Agreement, or the application of it to any circumstance, shall, at any time or to any extent, 
be determined by a court of competent jurisdiction to be invalid or unenforceable, the 
remainder of this Agreement, or the application of it to circumstances other than those as 
to which it is held invalid or unenforceable, shall not be affected by   such determination 
and each term, covenant, condition and provision of this Agreement shall be valid and 
enforceable to the fullest extent permitted by law. 

 
(d) Gender.  The use of the plural in this Agreement shall include the 

singular; the singular shall include the plural; and the use of any gender shall be deemed to 
include all genders. 

 
(e) Counterparts.  This Agreement may be executed in counterparts, and 

each counterpart shall, for all purposes for which an original of this Agreement must be 
produced or exhibited, be the Agreement, but all such counterparts shall constitute one 
and the same instrument. 

 
 

[SIGNATURES ARE ON THE FOLLOWING PAGE]
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IN WITNESS WHEREOF, the parties have caused this Agreement to be executed 

by their authorized representatives. 
 

OWNER:  
  
By:  
 
Print Name: 

 

 
Title: 

 

 
FEIN: 

 

  
PROPERTY MANAGER: 
  
By:  
 
Print Name: 

Richard Koenig 

 
Title: 

Executive Director 

 
FEIN: 

36-3237455 

 
This Agreement and the Property Manager appointed in it are approved as of this 

________ day of _________________________, 20___. 
 

ILLINOIS HOUSING DEVELOPMENT AUTHORITY: 
  
By:  
Print Name:  
Title: Director, Asset Management Services 
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CITY OF HIGHLAND PARK 
DEPARTMENT OF COMMUNITY DEVELOPMENT 

1150 HALF DAY ROAD 
HIGHLAND PARK, ILLINOIS 60035 

(847) 432-0867 
 
 
MEMORANDUM  
 
To: Housing Commissioners 
 
From: Mary Cele Smith, Housing Planner 
  
Date: May 1, 2014 
 
SUBJECT:  Discussion regarding Evergreen Management Procedures  
 
At the April 9th Housing Commission Regular Meeting, the Commissioners suggested that it 
would be valuable to have a discussion regarding Evergreen Real Estates Services’ management 
policies and procedures for the three Section 8 developments in order to brief the new 
Commission members and to identify any areas that may require additional consideration.  This 
memo and attachments provide the background for this discussion.  The topic areas include: 

• Tenant Selection Plan 
• Application 
• Lease 
• House Rules 
• Grievance Procedure, and 
• Eviction Process. 

 
While City staff suggested and the Commissioners concurred that it would be helpful to have the 
input from an advocacy group, such as Open Communities, at this Meeting, City staff and Chair 
Meek subsequently recognized that there was so much material to review that it would be better 
to schedule the discussion in two parts and to invite this input at a second discussion.   Ms. Polly 
Kuehl, Senior Vice President, Evergreen Real Estates Services, and attorney Marvin Husby will 
be attending the May 7th Meeting.  Hart Passman of Holland & Knight was not available, but 
City staff will relay any questions to him later. 
 
The relevant attached documents for the May 7 discussion are: 
 

• Excerpt from U.S. HUD Handbook 4350.3 (Occupancy Requirements) that state the 
owner’s ability to set standards for suitability and the type of screening that is permitted, 
as well as the rejection process. 

 
• Tenant Selection Plans (TSP) for Peers and Ravinia.  These are Evergreen’s specific 

standards for review of applications.  Because the TSPs for Peers and Walnut Place are 
virtually identical, I omitted the one for Walnut Place.  These plans provide an 
understanding of rejection criteria.  These are the same criteria that Evergreen staff holds 
existing residents to during annual criminal screening.  The reason why the Peers and 
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Walnut Place Plans differ from the Ravinia TSP is because the Illinois Housing 
Development Authority (IHDA) has a format that cannot be changed.  The Ravinia TSP 
is much more detailed and better describes the criteria.  With regard to the Screening and 
Rejection Criteria, the Peers Section starts on page 13 and ends on page 18; the Ravinia 
Section extends from page 11 through page 14. 
 

• Application Form.  This incorporates the recommendations from the Housing 
Commission from last summer regarding criminal records of minors.  The relevant 
section is on page two, #3. General Information: Question b).  For your convenience, I 
highlighted this section.  I will provide additional information regarding the Housing 
Commission’s discussions in 2013 concerning the application form next week. 
 

• Model Lease Agreement.  This is the Section 8 lease that Evergreen uses. 
 

• House Rules for Peers and Ravinia.  The Walnut Place House Rules are almost identical 
to the Peers one, so I omitted them.  The House Rules are attached to the Lease and 
distributed again whenever Evergreen revises them.   
 

• Highland Park Housing Complaint and Grievance Resolution Procedures for Residents 
and Management.  Tenants receive the Complaint and Grievance Resolution Procedures 
when they sign the Lease, and Evergreen staff distributes it again whenever it is revised.  
These Procedures evolved from an earlier Customer Service Policy.  The Customer 
Service Policy was an outgrowth of a period prior to Evergreen’s management when a 
number of residents called City Council members frequently and went to the Housing 
Commission to express complaints about the former management company, which was 
replaced.  The focus of the Customer Service Policy was on resident’s maintenance and 
management concerns.    

 
In 2010, the Commission decided to examine the policy to establish policies about 
reciprocal responsibilities between management and tenants.  The Commission 
established a working group to review model grievance procedures and to make a 
recommendation to the full Commission.   Commissioners Meek and Adler worked with 
staff on a recommendation and reviewed model grievance policies from HUD and New 
York City, among others.  City staff contacted Open Communities, then known as 
Interfaith Housing, for their input.  Open Communities staff forwarded the grievance 
procedure from the Crestwood Place development in Northbrook, which the full 
Commission received along with the recommendation from the working group.  The 
Grievance Procedure updated the former Customer Service Policy to add a second section 
on Procedures for Resident Lease Compliance and a description of the Lease/Eviction 
process.  The Grievance Procedure advises tenants to seek legal counsel for 
representation if eviction proceedings are initiated. 
 
In 2013, in response to an eviction proceeding, the Commissioners expressed concern 
that tenants be advised of the potential adverse consequences of an eviction for obtaining 
future housing.  Ms. Kuehl revised the policy to include the statement on page 5: “Should 
the lease violation result in a court ordered eviction, the household would not be eligible 
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to move into other Section 8 housing, as per HUD regulations.”  The Commissioners 
approved the revision at the November 2, 2013 Meeting. 
 

• Excerpt from Evergreen’s Policy and Procedures Manual regarding Lease Enforcement 
and the Eviction Process.  In addition to receiving the manual, Evergreen staff receive 
training on the procedures. 

 
Please let me know if you have any questions in advance of the Meeting, or if you would like 
City staff to circulate any comments from you prior to the Meeting. 
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DEVELOPMENT NAME 

 
 
 
 

400 Central Avenue, Highland Park, IL  60035 
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TENANT SELECTION PLAN 
FOR FEDERALLY SUBSIDIZED 

DEVELOPMENTS  
(For Section 8 and 236 developments) 

 
 
 

IHDA Identification Number: 12-2269 (aka ML-93) 
   

Frank B. Peers 
“Development” 

   
Peers Housing Association 

Owner’s Name (the “Owner”) 
   

Evergreen Real Estate Services, LLC 
Managing Agent’s Name (the “Management”) 

 
I. INTRODUCTION 

 
This Tenant Selection Plan (this "Plan") outlines the procedures that will be followed in 
selecting tenants for the Development.  Management is responsible for implementing these 
procedures. 
 
A. Development Description   

(Check the one that applies) 
 

The Development offers subsidized rents.  This means the rent that a tenant pays is based 
upon the tenant’s household income. Therefore, the rent paid by tenants may vary among 
tenants as well as from time to time for an individual tenant.  The rents attached to this Plan 
as Exhibit A reflect the market or contract rent for the Development and not the typical 
tenant portion of the rent. (Subsidized rents are usually made available through participation 
in one of two housing programs:  (i) the HUD Section 8 program or (ii) the HUD 236 program, 
which are further augmented by either the Rent Supplement or Rental Assistance programs. 
Both of these programs have household income limitations.) 
 
In addition, the Development  does     does not accept Housing Choice Vouchers. 
(Check the one that applies) 
 

B. Tenant Type   
(Check the one that applies) 
 

 The Development is not designated as housing exclusively for any particular tenant 
type.  (This would typically include those developments known as “Family”) 

     
 The Development is designated as housing exclusively for:    (check all that apply) 

     
 Elderly   Family & Special Needs 
     
 Special Needs Family   Elderly & Special Needs 
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If the “Elderly” or “Elderly & Special Needs” designation is selected, the age restriction, for the 
units designated Elderly, will be: 
(Check the one that applies) 
 

 55 and above  (households whose head or spouse or sole member is at  
 least 55 years of age) or, 

 
 55 and above  (one person 55 years of age or older) or, 

 
 62 and above (all members of the household are 62 years of age) or, 

 
 62 and above (households whose head or spouse or sole member is at least 62 

years of age) (this is only available to developments participating in a HUD housing 
program); or  

 
 Other (please describe)       

 
If any of the “Special Needs” designations is selected, the Development is serving the 
following special needs population(s): 
(Check all that apply) 
 

 Battered Women   Developmentally Disabled 
     

 Disabled   Physically Disabled  
     

 HIV/AIDS   Ex-offenders 
     

 Homeless   Substance Abusers 
     

 Foster Care Families   Mentally Ill 
     

 Transient Families    
     

 Other (please describe)       

  
      

C.  Unit Distribution 
1.  Development (Start-Up only) 

The Development  will offer       rental units. 
This  includes  does not include a management unit. 
(Check the one that applies) 
 
The income limitations of these units are as follows: 
      Market rate (no income restriction) units 
    
      Units at    % Median income 
    
      Units at    % Median income 
    
      Units at    % Median income 
    
      Units at    % Median income 
    
      Manager unit(s)  

 
 

2.  Development (Up and Running only) 
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Per Regulatory Agreement  Per Extended Use Agreement 
(if applicable) 

         
      Market rate units        Market rate units 
         
 
50 Units at 50% 

Median 
income 

  
      Units at    % 

Median 
income 

         
 
17 Units at 80% 

Median 
income 

  
      Units at    % 

Median 
income 

         
 
      Units at    % 

Median 
income 

  
      Units at    % 

Median 
income 

         
 
      Units at    % 

Median 
income 

  
      Units at    % 

Median 
income 

         
      Manager unit(s)        Manager unit(s) 
 

D. Rent Structure 
 
The current rent structure for the Development, by unit size and income distribution, is 
attached to this Plan as Exhibit A. 

 
E. Civil Rights and Nondiscrimination Requirements  

 
1. General 
 

Federal civil rights laws addressing fair housing prohibit discrimination against 
applicants or tenants on the basis of race, color, national origin, sex, age, disability, 
religion, and familial status.  The Illinois Human Rights Act addressing fair housing 
prohibits discrimination against applicants or tenants on the basis of race, color, 
religion, sex, national origin, ancestry, age, order of protection status, marital status, 
physical or mental disability, military status, sexual orientation, or unfavorable 
discharge from military service. 

 
 The remaining paragraphs in this section provide brief descriptions of key federal 

civil rights laws regarding fair housing and accessibility.   
 
 Owner and Management shall be familiar and comply with the regulations 

implementing these applicable federal civil rights laws and any state civil rights laws 
or local ordinance regarding fair housing and accessibility.   

 
2. Fair Housing Act 

 
Fair Housing Act Amendments of 1988 (“Fair Housing Act”) prohibits discrimination 
in housing on the basis of race, color, religion, sex, disability, familial status and 
national origin regardless of any federal financial assistance.   
 
Under the Fair Housing Act, Owner and Management shall not take any of the 
actions listed below based on race, color, religion, sex, disability, familial status and 
national origin: 

 
a. Deny anyone the opportunity to apply to rent housing, or deny to any qualified 

applicant the opportunity to lease housing suitable to his or her needs; 
 

b. Provide anyone housing that is different from that provided to others; 
 

c. Subject anyone to segregation, even if by floor or wing; 
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d. Restrict anyone’s access to any benefit enjoyed by others in connection with 
housing program; 

 
e. Treat anyone differently in determining eligibility or other requirements for 

admission, in use of the housing amenities, facilities or programs, or in the 
terms and conditions of a lease; 

 
f. Deny anyone access to the same level of services; 
 
g. Deny anyone the opportunity to participate in a planning or advisory group that 

is an integral part of the housing program; 
 
h. Publish or cause to be published an advertisement or notice indicating the 

availability of housing that prefers or excludes persons; and 
 
i. Retaliate against, threaten, or act in any manner to intimidate someone 

because he or she has exercised rights under the Fair Housing Act. 
 
Fair Housing Act provides additional protections for persons with disabilities. It 
requires that the Management make reasonable accommodations in rules, policies, 
practices, or services as may be necessary to afford handicapped persons equal 
opportunity to use and enjoy a dwelling.  Moreover, it contains specific accessibility 
requirements that apply to the design and construction of new multi-household 
housing. 

 
 Owner of federally assisted housing program shall display the Fair Housing poster 

required by the Fair Housing Act. 
 
3. Title VI of the Civil Rights Act of 1964 

 
Title VI of the Civil Rights Act of 1964 prohibits all recipients of federal financial 
assistance from discriminating based on race, color or national origin. 

 
4. Age Discrimination Act of 1975 

 
Age Discrimination Act of 1975 (the “Age Discrimination Act”) prohibits discrimination 
based upon age in federally assisted and funded program, except in limited 
circumstances.  It is not a violation of the Age Discrimination Act to use age as 
screening criteria in a particular program if age distinctions are permitted by statute 
for that program or if age distinctions are a factor necessary for the normal operation 
of the program or the achievement of a statutory objective of the program or activity. 

 
5. Section 504 of the Rehabilitation Act of 1973 

 
Section 504 of the Rehabilitation Act of 1973 (“Section 504”) prohibits discrimination 
based upon disability in all programs or activities operated by recipients of federal 
financial assistance.  Although Section 504 often overlaps with the disability 
discrimination prohibitions of the Fair Housing Act, it differs in that it also imposes 
broader affirmative obligations on the Owner to make their programs as a whole, 
accessible to persons with disabilities.  Section 504 obligations include the following: 

 
a. Making and paying for reasonable structural modifications to units and/or 

common areas that are needed by applicants and tenants with disabilities, 
unless these modifications would change the fundamental nature of the 
project or result in undue financial and administrative burdens; 

 
b. Operating housing that is not segregated based upon disability or type of 

disability, unless authorized by federal statute or executive order; 
 
c. Providing auxiliary aids and services necessary for effective communication 

with persons with disabilities; 

60



 

 5 

 
d. Performing a self-evaluation of Management’s programs and policies to 

ensure that they do not discriminate based on disability; and 
 
e. Developing a transition plan to ensure that structural changes are properly 

implemented to meet program accessibility requirements.   
 
f. Section 504 also establishes accessibility requirements for newly 

constructed or rehabilitated housing, including providing a minimum 
percentage of accessible units. 

 
If the Owner, Management and Development employ 15 or more persons, 
regardless of their location or duties, a Section 504 Coordinator must be designated.  
 
Does the Section 504 Coordinator requirement apply? 
(Check the one that applies) 
 

 Yes           No 
 
If “Yes” was checked, indicate the name of the Section 504 Coordinator: 
 

Name: Heidi 
  

Telephone Number: (847) 433-7694 
  

TDD Number: (800) 526-0844 
 
 

6. Executive Order 13166 – Limited English Proficiency (for HUD programs only) 
 

Executive Order 13166 requires Owner/Management to take reasonable steps to 
ensure meaningful access to the information and services they provide for persons 
with limited English proficiency.  This may include interpreter services and/or written 
materials translated into other languages.   

 
7. Violence Against Women and Justice Department Reauthorization Act of 2005 

(for Section 8 developments only) 
 

Violence Against Women and Justice Department Reauthorization Act of 2005 
(VAWA 2005) protects victims of domestic violence, dating violence or stalking, as 
wells as their immediate family members generally, from being evicted or being 
denied housing assistance if an incident of violence is reported and confirmed.   
 
Owner/Management responding to an incident of actual or threatened domestic 
violence, dating violence or stalking that could potentially have an impact on a 
tenant’s participation in the housing program may request in writing that an individual 
complete, sign and submit within 14 business day of the request, the HUD-approved 
certification form (HUD-91066).   
 
Alternatively, in lieu of the certification form or in addition to it, Owner/Management 
may accept (i) a federal, state, tribal, territorial, or local police record or court record 
or (ii) documentation signed and attested to by a professional (employee, agent or 
volunteer of a victim service provider, an attorney, medical personnel, etc.) from 
whom the victim has sought assistance.  
 
Owner/Management are encouraged to carefully evaluate abuse claims as to avoid 
conducting an eviction based on false or unsubstantiated accusations. 
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II. PREFERENCES 
 

A. Establishing Preferences 
 
Preferences are not permitted if they in any way negate affirmative marketing efforts or fair 
housing obligations.  The following preferences apply to the Development: 

 
1. Existing Tenant Preferences   
  

The following actions are always given priority if applicable.  If not, State Mandated 
Preferences take precedence.   

 
a) A unit transfer because of household size. 
 
b) A unit transfer based on the need for an accessible unit. 
 
c) A unit transfer of a non-handicapped individual living in a handicapped 

accessible unit to accommodate a handicapped applicant on the Waiting 
List (as defined below).  A lease addendum (Exhibit B) will be entered into 
with non-handicapped tenant living in a handicapped accessible unit. 

 
2. State Mandated Preferences 

 
The Development must comply with the three Illinois mandatory preferences 
required in Section 11 and 12 of 20 ILCS 3805 as described below:  
 

a) Displaced from an urban renewal area.  
 
b) Displaced as a result of a governmental action. 

 
c) Displaced as a result of a major disaster. 

 
3. Optional Preferences 

 
In addition to the preferences mandated by the State of Illinois and the Existing 
Tenant Preferences listed above, the Development may establish the following 
preferences.  The preferences listed below are subordinate to State Mandated 
Preferences and Existing Tenant Preferences. 
(Check all that apply and rank in the order of highest preference (1) to lowest 
preference): 
 
a) Former Federal Preferences  Order #  
     
b) HUD Pre-approved Preferences   
     
 i. Preference for Working Families  Order #    
     
 ii. Preference for Persons with Disabilities  Order #    
     

 iii. Preference for Victims of Domestic 
Violence  Order #    

     

 iv. 
Preference for elderly, displaced, 
homeless, or disabled single person over 
other single persons 

 
Order #    

     
c) Residency Preferences (with HUD approval)  Order # 2 
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d) Local Preference (as established by PHA)  Order #    
     
e) Existing Tenant Transfers (other)  Order # 1 
 including, but not limited to a change in household composition, a deeper 

rent subsidy, or for medical reasons certified by a doctor. 
 
B. Verification of Preference 
  
 The State Mandated Preferences will be verified by third party verification (Exhibit C). Third 

party verification will also be utilized if the Owner has adopted any of the Former Federal 
Preferences. If Management has selected any of the optional preferences and will not be 
using third party verification the following means of verification will be utilized: 

 
All verification will require 3rd party documentation as a priority, with actual documents serving 
as the secondary resource. 
 
Frank B. Peers is a project designed primarily for occupancy by Elderly Families.  Therefore, 
pursuant to Title VI of the Housing and Community Development Act of 1992 and U.S. 
Department of Housing and Urban Development Interim Rule dated May 3, 1995 (54 Federal 
Register 22916), preference or priority of opportunity for occupancy will be given to Elderly 
Families. 
 
Notwithstanding this preference, Frank B. Peers is required by the above mentioned HUD 
Rule to reserve a percentage of its Section 8 units for occupancy by Disabled Families who 
are not Elderly or Near Elderly.  The applicable percentage of units to be reserved shall not 
be less than (a) the greater of the percentage of Section 8 units occupied by Disabled 
Families on October 28, 1992 who are not Elderly or Near Elderly and the percentage of 
Section 8 units occupied by Disabled Families on January 1, 1992 who are not Elderly or 
Near Elderly, or ten (10%) percent of the total number of Section 8 units. 
 
The percentage of Section 8 units occupied by Disabled Families who were not Elderly or 
Near Elderly at Frank B. Peers as of January 1, 1992 and October 28, 1992 was 4.4% and 
4.4%, respectively.  Therefore, the project is required to reserve a minimum of 4.4% or 3 
units for occupancy by such Disabled Families. 
 
If an insufficient number of Disabled applicants between the ages of 18 and 49 are available 
to fulfill the above 3 unit target occupancy by Disabled, Frank B. Peers will give a preference 
to the Near Elderly to occupy those units.  If an insufficient number of Elderly applicants 62 
years of age or older are available to fill the percentage of units allocated to Elderly, Frank B. 
Peers will give a preference to the Near Elderly to occupy those units. 
 
An Elderly Family is defined as families whose heads of household (or their spouses) or sole 
members are at least 62 years of age. 
 
Near Elderly Family is defined as families whose heads of household (or their spouses) or 
sole members are persons who are 50-61 years of age. 
 
Disabled Family is defined as families whose heads of household (or their spouses) or sole 
members are persons with disabilities.  Person with Disabilities is defined to mean a person 
who: 
 
a)  has a disability as defined in Section 223 of the Social Security Act; 
b)  is determined pursuant to regulations issued by the Secretary of HUD, to have physical, 
mental or emotional impairment which is expected to be of long-continued and indefinite 
duration, substantially impedes his or her ability to live independently, and is of such a nature 
that such ability could be improved by more suitable housing conditions; or  
c)  has a developmental disability as defined in Section 102 of the Developmental Disabilities 
Assistance and Bills of Rights Act. 
 
Frank B. Peers gives a preference to applicants who reside in the City of Highland Park.  An 
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applicant who is a Highland Park resident is a person who currently resides in Highland Park 
or is expected to reside in Highland Park as a result of current or planned employment.  
Planned employment means a bona fide offer to work within the boundaries of Highland 
Park.  An applicant who is a Highland Park resident may be housed pror to an applicant who 
is not a Highland Park resident even if the non-resident applicant has a higher position on the 
applicable Waiting List.  This residence preference does not supercede any Mandated 
Preferences or the In-House Transfer Preference for a vacant unit. 
 
The overall order of preference for a vacant unit is: 
 
1)  In-house transfer 
2)  State of Illinois Mandated preferences - Elderly Highland Park Resident 
3)  State of Illinois Mandated preferences - Elderly (outside Highland Park) 
4)  State of Illinois Mandated preferences - Disabled Highland Park Resident (to meet the 
target percentage defined above) 
5)  State of Illinois Mandated preferences - Disabled (outside Highland Park) (to meet the 
target percentage defined above) 
6)  Elderly - Highland Park Resident 
7)  Elderly - Outside Highland Park Resident 
8)  Disabled - Highland Park Resident (to meet the target percentage defined above) 
9)  Disabled - Outside Highland Park Resident (to meet the target percentage defined above) 
10)  Near Elderly - Highland Park Resident (if otherwise qualified Elderly or Disabled persons 
meeting the age requirements defined above are not available) 
11)  Near Elderly - Outside Highland Park (if other qualified Elderly or Disabled persons 
meeting the age requirements defined above are not available. 

 
C. Selection of Families for Participation 

 
1. An eligible applicant who qualifies for a preference will receive housing before any 

other applicant who is not so qualified.  These preferences take precedence over 
other applicants’ place on the Waiting List, or date of submission of application. 

 
2. Applicants will be informed of the availability of preferences, and will be given an 

opportunity to certify that they qualify for a preference.  Applicants may claim a 
preference at any time during the application process. 

 
D. When a Preference Is Denied 

 
1. If it is determined that an applicant does not meet the criteria for receiving a 

preference, the applicant will promptly receive a written notice of this determination 
from Management (Exhibit D).  The notice will contain a brief statement of the 
reasons for the determination, and state that the applicant has the right to meet with 
the Management's designee to review this decision.  If the applicant requests a 
meeting, it will be conducted by a person or persons designated by Management. 

 
2. Denial of a preference does not prevent the applicant from exercising any legal rights 

the applicant may have against Management and/or Owner. 
 

E. Exceptions to the Preference Rule 
 

1. Relocation and/or Unit Transfers: 
Management must give priority to current households  
i) when their units are designated for rehabilitation and/or 
ii) for current households residing in a unit within the Development that has been 

designated as uninhabitable by federal, state, local municipalities or Management 
due to fire, flood or other natural disaster.  

 
III. PRE-APPLICATION CARD PROCESSING 
 

(Please check which method will be used) 
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 The Development will use pre-application cards or; 

 
 The Development will use pre-applications. 

 
A. Distribution of Pre-Application Cards or Pre-Applications 

 
1. A letter will be sent to households who respond to the marketing efforts (Exhibit E).  

This letter will include a Pre-Application Card or Pre-Application (Exhibit F) to be 
completed and mailed to Management. This letter will also inform persons about the 
Development’s preferences and will indicate that all applicants will be given an 
opportunity to show that they qualify for a preference.   

 
2. The letter will state that those persons qualifying for a preference will receive housing 

before any other applicant who is not so qualified. 
 

3. In addition, the letter will inform all applicants that for those persons not claiming a 
preference, screening will be conducted according to the order in which the Pre-
Application Cards or Pre-Applications are received. 

 
4. All returned Pre-Application Cards or Pre-Applications will be logged in, indicating the 

time and date received (Exhibit G). The Pre-Application log will indicate whether the 
applicant has claimed a preference or has requested a handicapped accessible unit. 

 
B. Processing Pre-Application Cards or Pre-Applications 

 
1. Pre-Application Cards or Pre-Applications will be filed in the order of receipt.  In 

addition, Pre-Application Cards or Pre-Applications will also be categorized 
according to preferences, unit size and Special Occupancy Categories (as described 
in Section X). 

 
2. All persons making inquires will be provided a Pre-Application Card or Pre-

Application with instructions to mail this Pre-Application Card or Pre-Application to 
Management.  Pre-Application Cards or Pre-Applications received after initial sorting 
will be categorized in accordance with the process stated above. 

 
3. For Developments beginning their initial marketing efforts (start-up), no Pre-

Application Cards or Pre-Applications will be accepted after the date on which 95% 
occupancy of the Development has been reached and the applicable Waiting List 
has been closed. 

 
4. For Developments, which have completed their initial marketing efforts (Up and 

Running), no Pre-Application Cards or Pre-Applications will be accepted after the 
date on which the applicable Waiting List has been closed. 

 
5. All Pre-Application Cards or Pre-Applications will be retained on-site permanently. 

 
IV. WAITING LIST(S) PROCEDURES 
 

A. Creation of Waiting List(s) 
 
If an applicant is eligible for tenancy, but no appropriately sized unit is available (as referred 
to in Section VII), Management will place the applicant on a waiting list  (the “Waiting List”) 
for the Development (Exhibit H). The Waiting List(s) will be maintained in either: 
(Check the one that applies) 
 

 a bound ledger (manually) 
 a computer program (electronically) 

 
The Waiting List(s) will contain the following information for each applicant listed: 
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1. Applicant name 
2. Household unit size (number of bedrooms household qualifies for under site 

occupancy standards) 
(NOTE: applicant may qualify for multiple unit sizes) 

3. Date and time application received 
4. Qualification for any preferences and ranking 
5. Annual income level 
6. Targeted program qualifications 
7. Accessibility requirements 
8. Number of persons in household 

 
The Waiting List will be maintained in accordance with the following guidelines: 
 

 The pre-application or pre-application card will be a permanent file. 
 All applicants will be maintained in order of preference. Applications equal in 

preference will be maintained by date and time sequence. 
 
B. Changes In Income or Household Composition  
 

When placed on the Waiting List, applicants will be informed to notify Management when the 
following changes occur: 
  

 Address and/or phone number 
 Household composition 
 Preference status 
 Income  (Optional) 

 
If an applicant’s income changes to an amount which is no longer eligible, written notice will 
be given advising the applicant that: (1) they are not presently eligible; (2) the applicant could 
be eligible if the household income decreases, the number of household member changes, 
or the Income Limit changes; and (3) they may choose to remain or not remain on the 
Waiting List. 
 
If an applicant’s household composition changes resulting in a need for a different 
apartments size, Management will, upon notification by applicant, place the applicant on the 
appropriate Waiting List.  Management’s policy for handling changes in household 
composition are indicated below:   (check the one that applies) 
 

 Applicant will maintain original application date.  (Applicant will be placed on new 
bedroom list according to original application date.) 
 

 Applicant will receive new application date based on redetermination.  (Applicant will be 
placed at bottom of new bedroom list.) 

 
C.    Contacting Persons on the Waiting List(s) 

 
1. Applicants on the Waiting List will be contacted as follows: 

 
When a unit becomes or will become available within     days, Management will select 
the next applicant who meets applicable preference criteria or whose name is 
chronologically at the top of the appropriate Waiting List. Management will contact the 
selected applicant utilizing the following procedure: (i.e. certified mail, regular mail, 
telephone or other.)  
 
Management will telephone the applicant 3 times within 48 hours.  If the applicant cannot 
be reached, a letter will be sent to the last known address of the applicant household. 

 
Applicants, who respond timely and accept the offered unit, will be contacted to schedule 
an interview.  This represents the beginning of the screening process. Those applicants 
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who do not respond timely or who do not accept the offered unit will be processed in the 
manner indicated below:  
 
a.  If Management does not receive a response within 10 days, the applicant will forfeit 

the opportunity to apply for the offered unit  (check the one that applies) 
 
  and will be removed from the applicable Waiting List. 
 
  but will remain at the top of the applicable 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 10 days or fails to accept the 

second unit, the applicant's name will be removed from the applicable Waiting List. 
 
   (other) 
 

      
  
 
b. If Management receives a timely response but the applicant rejects the first offered 

unit, the applicant  (check the one that applies) 
 

 will be removed from the applicable Waiting List. 
 

 will remain at the top of the applicable 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 10 days  
 or fails to accept the second unit, the applicant's name will be removed from  
 the applicable Waiting List. 
 

  (other) 
 
      

 
2. If, after an interview has been scheduled, the applicant fails to attend or to contact 

Management to reschedule the interview, the policy regarding how applicants will be 
addressed is:  (Please indicate Management’s policy below.) 

 
If the applicant does not attend the interview and does not contact the management 
office, the Manager will attempt to contact the applicant via telephone 3 times.  If the 
applicant cannot be reached, a letter will be sent via regular mail indicating that unless 
the applicant contacts the management office within 5 days from the date the letter was 
sent, the applicant household will be removed from the waiting list.  

 
D. Updating the Waiting List(s) 
 

1. The Waiting List will be updated at least once every twelve months in the following 
manner: 

 
 A letter will be sent via regular/certified mail to each applicant on the Waiting 

List(s) (Exhibit I). The letter will include a Reply Card (Exhibit J) to be returned if 
the applicant is still interested in living at the Development.  The applicant will be 
given  20 days (excluding weekends and designated federal holidays) from the date 
the letter was mailed in which to respond.  If no response is received, the applicant's 
Pre-Application Card will be removed from the Waiting List and a letter will be sent 
informing the applicant of this action.  If the letter is returned with a forwarding 
address, it will be re-mailed to the address indicated and a new response time same 
as above will begin. 

 
    (Other) 
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2. After each of the Waiting List(s) are updated based on the Reply Cards returned, an 
acknowledgement letter (Exhibit K)  will   will not (Check the one that 
applies) be sent to each applicant.  It is the applicant’s responsibility to notify the 
Management office of any change in address, telephone number or telephone device 
for the deaf (TDD) number (if applicable). 

 
3. If it is determined an applicant failed to respond to a Waiting List update due to a 

disability and such applicant was either removed or lowered on the Waiting List, the 
applicant must be reinstated at the original place on the Waiting List. 

 
E.  Closing and Re-Opening the Waiting List(s) 

   
1. Closing the Waiting List(s) 
 

The Waiting List(s) for the Development will be closed when the following occurs: 
      
 The Waiting List(s) will be closed when there is more than a 5-year wait.  It is 

assumed that if requires several applications to fill one vacancy and that the 
average annual turnover is approximately 15/year. 

 
 When Management decides to close the Waiting List(s), future applicants will be 

advised that the Waiting List(s) are closed and additional applications will not be 
taken.  When Management decides to no longer accept applications, a notice to that 
effect will be published in the following publication(s):  
 
Local newspaper and posted on the office door. 
 
The notice must state the reasons for the Management’s refusal to accept additional 
applications. 

 
2. Re-opening the Waiting List(s) 
  
 Prior to each re-opening of the Waiting List(s), a notice, announcing the re-opening 

and providing information on how to apply, will be placed in the following 
publications: 

 
Advertising will be conducted according to the approved Affirmative Fair Housing 
Marketing Plan and the approved Marketing Plan. 
 
The Waiting List(s) will be re-opened when the following occurs: 
 
There is less than a 5 year wait for any unit, or there are insufficient numbers of 
applicants meeting the income targeting requirements. 

 
3. Affirmative Marketing Plan Requirements 
  

Management will affirmatively market the Development in its outreach efforts during 
the re-opening of the Waiting List(s).  Management will provide a copy of the 
Affirmative Fair Housing Plan to applicants upon request for review. 

 
V. THE (INTERVIEW) SCREENING PROCESS 
 

A. Application Requirements*   
 
The following information will be used to determine program eligibility for anyone who is  
seeking housing at the Development.  
 
Live in aides, new household members and police officers, security personnel or managers 
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residing in HUD subsidized units will be subject to same screening for drug abuse and other 
criminal activity applied to other applicants. 
 
1. The head of household must complete a written application certifying the accuracy of all 

information that is provided. The applicant will be provided with the appropriate 
disclosures concerning the Privacy Act (5 U.S.C. § 552a).  In addition to providing 
applicant(s) the opportunity to complete applications at the Development, Management 
may also send out and receive applications by mail.  Management shall accommodate 
persons with disabilities who, as a result of their disabilities, cannot utilize the 
Management’s preferred application process by providing alternative methods of taking 
applications. 

 
2.  A credit report will be ordered. 

 A credit report will not be ordered.  
 

3.  A criminal background search will be obtained.   
 A criminal background search will not be obtained.  

 
 
4.    Verification of employment, income, bank accounts, and other assets, etc., is required as 

applicable for each applicant.  
 

5. Verification of previous housing, for     years, is required.  This will include references 
from previous landlords.  If applicable, it will also include verification for those who were 
homeowners or lived with parents or guardians.  Applicants will not be rejected solely for 
a lack of rental history. 

 
6. Proof of citizenship status for all members of the household is required. 
 
7. Verification of Social Security Numbers for all members of the household is required. 

 
8. Other: A sexual predator check will be conducted.  A check for previous evictions will be 

conducted. 
 
      

B. Home Visits   
 

 Home Visits will be conducted to inspect the current dwelling of the applicant to 
determine that the housekeeping practices are acceptable. Details of this process are 
outlined in Exhibit L. Home Visits will be conducted for all applicants who reside within       
miles of the Development. Home Visits will be conducted for every applicant household 
reaching the final stages of the approval process.  
 

 Home Visits will not be conducted.  
 

C. Completion of Application Process 
 
All applications will be processed within thirty days after the date of the applicant's initial 
interview or within five business days of receipt of all required documentation, whichever is 
later (excluding weekends and designated federal holidays). 

 
VI. ELIGIBILITY REQUIREMENTS 
 

A. Income 
 
The annual gross income of the applicant(s) must be equal to or less than the income limit 
established by the applicable program’s administrative rules for the appropriate household 
size. 

 
 B. Income Targeting – (Applicable Only to the Section 8 Project Based Program) 
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1.  The Development is not required to comply with the Income Targeting requirement. 

 The Development is required to comply with the Income Targeting requirement. 
 
2. The method with which to achieve this requirement is selected below:  
       (check the one that applies) 
 

 Admit only extremely low-income applicants until the requirement is met. 
In chronological order, select eligible applicants from the Waiting List whose incomes 
are at or below the extremely low-income limit to fill the first 40% of expected 
vacancies in the Development.  Once the Development has achieved the 40% 
target, admit applicants in the Waiting List order. 

 
 Alternate between the first extremely low-income applicant on the Waiting List 

and the applicant at the top of the Waiting List.  To implement this method, select 
the first extremely low-income applicant on the Waiting List (bypassing applicants 
on the Waiting List with higher incomes) for the next available unit.  Then the next 
eligible applicant currently at the top of the Waiting List (regardless of income 
level) for the next available unit.  As subsequent units become available, tenant 
selection continues to alternate between the next extremely low-income applicant 
and the eligible applicant at the top of the Waiting List until the 40% target is 
reached. 

 
 Alternate between the first extremely low-income applicant on the Waiting List and 

the applicant at the top of the Waiting List in groups of 10.  In chronological order, 
admit the first 4 extremely low-income households from the Waiting List and then 
admit the next 6 households from the top of the Waiting List, regardless of income.  
This procedure results in 40% or more of admissions being extremely low-income.  
After filling the first 10 available units, again admit the first 4 extremely low-income 
households on the Waiting List and then the next 6 households currently at the top of 
the Waiting List. 

 
C. Sole Residence 

 
The unit must be the applicant's sole residence in order for the applicant to be eligible for 
housing. 

                       
             D.         Citizenship Requirements  
                   

Only applicants and tenants who are either United States citizens or eligible non-citizens may 
benefit from federal rental assistance. Specifics regarding citizenship requirements and the 
documentation process are provided in Addendum 1 attached to this Plan.  
    

 E. Certification of Social Security Numbers  
 

The head of household/spouse/co-head must disclose Social Security Numbers for all 
household members.  If no Social Security Numbers have been assigned to a particular 
household member, applicants must sign a certification stating that no Social Security 
Numbers has been assigned.  An explanation of required documentation and provisions for 
accepting applicants without proper documentation is provided in Addendum 2 attached to 
this Plan. 

 
F. Student Eligibility Requirements (for Section 8 only) 
 

For the household to be eligible for assistance, any person residing in the Unit who attends 
an institute of higher learning (full or part-time) must be one of the following: 
 
2. A dependent of the head of household 
3. Over age 23 
4. A veteran 
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5. Married to another person residing in the Unit 
6. A parent with dependent child(ren) who are also residing in the Unit 
7. A disabled individual who was receiving rental assistance prior to November 30, 

2005 
8. Independent from parents or have parents who are income-eligible for Section 8 

assistance 
 
NOTE:  To prove that a person aged 18-23 is “Independent”, an owner must verify 
(and document) that the student meets all of the following criteria: 
 

1. Is of legal contract age under state law,  
2. Has established a separate household from parents for at least a year 

or meets the U.S. Department of Education definition of an independent 
student*,  

3. Is not claimed on parents’ tax return, and 
4. Receives (or does not receive) financial help from parents? 
 

If the student is not “Independent”, then the parents must be income-eligible for Section 8.  
The parents may sign a self declaration and certification of income.  They must be below the 
applicable HUD income limit.  The income limit that will be used is: 
 
 If the parents live in the U.S. - income limit for the country that the parents live in. 
 If the parents live outside the U.S. – limit where the property is. 

 
* U.S. Department of Education defines an independent student as: 
To be classified as an independent student for Title IV aid, a student must meet one or 
more of the following criteria: 

• be at least 24 years old by December 31 of the applicable award year for which aid is 
sought;  

• be an orphan or a ward of the court or have been one until the age of 18;  

• be a veteran of the U.S. Armed Forces;  

• have legal dependents other than a spouse (for example, dependent children or an 
elderly dependent parent);  

• be on active military duty for purposes other than training;  

• be a graduate or professional student; or  

• be married.  
 

VII. OCCUPANCY STANDARDS 
 
The unit must have enough space to accommodate the household.  Occupancy standards must 
comply with federal, state and local occupancy standards, and/or laws in connection with occupancy 
requirements, fair housing and civil rights laws, as well as landlord-tenant laws and zoning 
restrictions.   
 
1. For the purpose of determining the unit size for which a household may be eligible; the 

following will be counted as members of the household:  
 

a. Fulltime household members 
b. Unborn children 
c. Children in the process of being adopted 
d. Children whose custody is being determined 
e. Foster children 
f. Children temporarily in a foster home 
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g. Children in joint custody 50% of the year or more 
h. Children away at school but home for recess 
i. Live in aides 
j. Foster adults 

 
The Occupancy Standards for the development are: 
1 person in a Studio and up to 2 persons in a One-bedroom uint (this does not include live-in care 
attendants that are approved). 
 
2. Upon request, an applicant or resident may be placed on as many of the Development’s Waiting 

List(s) that the household size qualifies.   
 

3.  A household may be required to provide proof of custody of related or unrelated occupants in 
order to be considered for a change in unit size. 
 

VIII. REJECTION CRITERIA 
 
The ability of the applicant to fulfill lease obligations will be considered.  An applicant may be rejected 
for one or more of the following reasons: 
 

 
A. Insufficient/Inaccurate Information on Application 

 
Refusing to cooperate fully in all aspects of the application process or supplying false 
information will be grounds for rejection. 

 
B. Credit and Financial Standing 
 

1. Unsatisfactory history of meeting financial obligations (including, but not limited to 
timely payment of rent, outstanding judgments or a history of late payment of bills) 
will be considered.  If an applicant is rejected based on the credit report, they will be 
provided with the reasons for rejection and given the name of the credit bureau that 
performed the credit check.  Applicants will also be given two weeks to dispute any 
information on the credit report. 

 
2. The inability to verify credit references may result in rejection of an applicant.  

Special circumstances will be considered in which credit has not been established 
(income, age, marital status, etc.) and lack of credit history will not cause an 
applicant to be rejected. In such circumstances, a person with a history of 
creditworthiness may be required to guarantee the lease (Not applicable for Section 
8 properties). 

 
3. The applicant's financial inability to pay his/her monthly contribution toward the rent 

of the unit may be assessed.  Ordinarily, the total of the applicant's monthly 
contribution plus other long-term obligations (payments extending more than twelve 
months) should be less than 50% of his/her monthly gross income.  Income ratios 
may be considered in the context of the applicant's credit and employment history 
and potential for increases in income. 

 
C. Criminal Convictions/Current Drug Use 

 
 1.  Applicants who fall into the following categories will be rejected: 

 
a) current addiction to or engagement in the illegal use of a controlled 

substance.    
 
b) any household containing a member(s) who was evicted in the last three 

years from federally assisted housing for drug-related criminal activity. 
 Exception:  if the evicted household member has successfully completed an 

approved supervised drug rehabilitation or the circumstances leading to the 
eviction no longer exist (e.g. the household member no longer resides with 
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the applicant household). 
 
c)       any household member that is subject to a state sex offender lifetime 

requirement. 
 

d)       any household member for whom there is reasonable cause to believe that 
the member’s behavior, from abuse or pattern of abuse of alcohol, may 
interfere with the health, safety, and right to peaceful enjoyment by other 
residents.  The screening standards must be based on behavior, not the 
condition of alcoholism or alcohol abuse. 

 
2. Applicants who fall into the following categories may be rejected.  In addition, if other 

persons that will be living in the unit fall into these categories, the applicant may be 
rejected.   

 
a) criminal convictions that involved physical violence to persons or property, or 

endangered the health and safety of other persons within the last 15 year(s); 
 

b) criminal convictions in connection with the manufacture or distribution of a  
 controlled substance within the last 20 year(s); or 
 
c) Other       
 

D.    Household Characteristics      
 
Household size or household characteristics were not appropriate for the specific type of unit 
available at the time of application.  

 
E. Unsanitary Housekeeping 

 
Housekeeping will be considered because home visits are conducted (See Section V.B).  
Housekeeping criteria are not intended to exclude households whose housekeeping is only 
superficially unclean or disorderly if such conditions do not appear to affect the health, safety 
or welfare of other residents. 

 
F. Exception to Rejection Criteria 
 

The development has adapted the following policy regarding Extenuating Circumstances: 
(Check the one that applies) 

 
  Extenuating circumstances will not be considered. 

 
  Extenuating circumstances will be considered in cases when applicants would normally 

be rejected. The applicants will have to provide, in writing, the circumstances under 
which he/she will be an acceptable resident in the future.  

       
 (For Section 8 developments only) 
 If the applicant is a person with disabilities, Management must consider extenuating 

circumstances where this would be required as a matter of reasonable accommodation. 
       

IX. REJECTION PROCEDURES 
 

A. Written Notification 
 
Each rejected applicant will be promptly notified in writing of the reason(s) for rejection 
(Exhibit N). This notice will advise the applicant that he/she may, within 14 days of receipt of 
the notice (excluding weekends and designated federal holidays), respond in writing or 
request to meet with Management to discuss the notice.   

 
B. Review of Rejected Applications 
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The applicant will have 14 days (excluding weekends and designated federal holidays) to 
respond in writing or request a meeting to discuss the rejection.  Any meeting with the 
applicant or review of the applicant's written response will be conducted by a member of 
Management's staff who did not participate in the decision to reject the applicant. 

 
If the applicant appeals the rejection, the applicant will be given a final written decision from 
Management within five days (excluding weekends and designated federal holidays) of the 
applicant’s written response or meeting.  If the decision is reversed, the applicant will be 
offered a suitable vacant unit.  If no such unit is available, the applicant will be offered the 
next appropriate unit. 

 
X. SPECIAL OCCUPANCY CATEGORIES 

 
Applicants will be interviewed and processed as authorized in Sections V through VIII, with 
exceptions made as follows: 

 
A. Persons with Disabilities 

 
An applicant with disabilities will be given priority for an accessible unit if such applicant 
deems that this type of unit is appropriate for their household. 
If the household determines that the accessible unit is not appropriate for the household's 
needs, the household's name will be returned to its place on the Development’s Waiting Lists, 
as applicable. 

 
XI. AMENDING THE TENANT SELECTION PLAN 

 
This Plan may be amended only with the prior written approval of the Illinois Housing Development 
Authority. 
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XII. CERTIFICATION 
 
By signing this Plan, Management certifies that the contents of this Plan will be followed as written, 
and that no other Tenant Selection Plan has been executed for the Development at this time, or will 
be executed in the future without written approval from the Illinois Housing Development Authority. 
 

MANAGEMENT: 
  
Entity Name: Evergreen Real Estate Services, LLC 

 
Signature: 

 
 
 

Print Name: 
 
Polly Kuehl, CPM 

 
Title: 

 
Senior Vice President 

Today’s Date: 
 
April 1, 2012 

  
OWNER: 
  
Entity Name: Peers Housing Association 

 
Signature: 

 
 
 

Print Name: 
 
David Wigodner 

 
Title: 

 
Chairperson 

Today’s Date: 
 
      

 
 
This Plan is reviewed as of this __________ day of _______________________, 20______. 

 
ILLINOIS HOUSING DEVELOPMENT AUTHORITY: 
  

Signature: 

 
 
 

Print Name: 
 
 

Title: 
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ADDENDUM 1 
 

CITIZENSHIP REQUIREMENTS 
 

Only United States citizens and eligible non-citizens may benefit from federal rental assistance.  
These requirements apply to households making application to the property, households on the 
waiting list and existing tenants. (If the applicant is not proficient in the English language, 
Management will arrange to provide this request in a language that is understood by the applicant.)  
 
A mixed household (a household with one or more eligible and one or more ineligible household 
members) may receive prorated assistance, continued assistance or a temporary deferral of 
termination of assistance.    
 
NOTE:  A household receiving federal assistance on June 19, 1995 under one of the programs 
covered by the non-citizen rules is eligible for temporary deferral of termination of assistance when 
the following applies:  (i) household has no eligible members or (ii) mixed household qualifies for 
prorated assistance (and does not qualify for continued assistance) and chooses not to accept the 
partial assistance.  The deferral allows the household time to find other suitable housing before HUD 
terminates assistance.  During the deferral period, the household continues to receive its current 
level of assistance.  The initial deferral period is for six months and may be extended for an addition 
six-month period, not to exceed 18 months.    
 
All applicants for assistance will be required to submit evidence of citizenship or eligible immigration 
status at the time of application.  This includes all household members, regardless of age.  Please 
note that financial assistance is contingent on submission and verification of citizenship or eligible 
immigration status.     
 
In order to verify citizenship or eligible immigration status, Exhibit 1 must be completed for each  
member of the household by the following date      .  In addition, management will also require 
verification of this declaration by requiring the following documentation: 
  

• From U.S. citizens, presentation of a U.S. birth certificate or U.S. passport. 
• From non-citizens 62 years and older, a signed declaration and proof of age. 
• From non-citizens under the age of 62, a signed consent form (Exhibit 2) and one of the 

DHS-approved documents listed in Figure 1 (attached). 
 

Non-citizens not claiming eligible immigration status may elect to sign a statement that they 
acknowledge their ineligibility for assistance.  
 
If an applicant cannot supply the documentation within the specified timeframe, Management may 
grant an extension of not more than 30 days, but only if the applicant certifies that the 
documentation is temporarily unavailable and additional time is needed to collect and submit the 
documentation.  Management may establish a shorter extension period.  Management will inform 
the applicant in writing if an extension period is granted or denied.  If the request is granted, 
Management will state (in writing) the new deadline.  If the request is denied, Management will state 
the reasons for the denial in writing. 
 
Management cannot delay the household’s assistance if the household submitted its immigration 
information in a timely manner but the Department of Homeland Security (“DHS”) verification or 
appeals process has not been completed.  If at least one member of the household has submitted 
the required documentation in a timely manner, the owner must offer the household a unit and 
provide prorated assistance to those household members whose documentation were received on 
time.  Management must continue to provide prorated assistance to such households until 
information establishing the immigration status of any remaining non-citizen household members 
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has been received and verified.  The prorated assistance is calculated by multiplying a household’s 
full assistance by a fraction.  This is based upon the number of household members who are eligible 
compared with the total number of household members. 
 
Once Management has determined the final citizenship/immigration status of a household assisted 
prior to completion of the verification or appeal process, Management will: 
 

• Offer full assistance to a household that has established the eligibility of all of its 
members; or 

• Offer continued prorated assistance to a mixed household, or temporary deferral of 
termination of assistance if the household does not accept the offer of prorated 
assistance;  

 
Management will notify all households in writing as soon as possible if the secondary verification 
process returns a negative result and applicants may appeal Managements decision directly to 
the DHS.  The household must send a copy of the appeal directly to the Management.  The DHS 
should respond to the appeal within 30 days. 
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Figure 1 
 

Acceptable Department of Homeland Security Documentation 
 

 
• Form I-551, Alien Registration Receipt Card (for permanent resident aliens) 
 
• Form 1-94, Arrival-Departure Record annotated with one of the following: 

- “Admitted as a Refugee Pursuant for Section 207”; 
- “Section 208” or “Asylum”; 
- “Section 243(h)” or “Deportation stayed by Attorney General”;  
- “Paroled Pursuant for Section 212(d)(5) of the INA.” 

 
• Form I-94, Arrival-Departure Record (with no annotation) accompanied by one of the 

following: 
- A final court decision granting asylum (but only if no appeal is taken); 
- A letter from DHS asylum officer granting asylum (if application was filed on of after 

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

- A court decision granting withholding or deportation; or 
- A letter from an asylum officer granting withholding of deportation (if application was 

filed on or after October 1, 1990). 
 

• Form I-688, Temporary Resident Card annotated “Section 245A” or “Section 210”. 
 

• Form I-668B, Employment Authorization Card annotated “Provision of Law 274a.12(11)” or 
“Provision of Law 274a.12.” 

 
• A receipt issued by the DHS indicating that an application for issuance of a replacement 

document in one of the above-listed categories has been made and that the applicant’s 
entitlement to the document has been verified. 

 
• Form I-151, Alien Registration Receipt Card. 

 
• Other acceptable evidence.  If other documents are determined by the DHS to constitute 

acceptable evidence of eligible immigration status, they will be announced by notice 
published in the Federal Register. 
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EXHIBIT 1 
 

DECLARATION FORM 
 

INSTRUCTIONS: Complete this Declaration for each member of the household. 
 
 
LAST NAME 

  
FIRST NAME 

 

 
RELATIONSHIP TO HEAD OF HOUSEHOLD 

 

 
SEX 

  
DATE OF BIRTH 

 

 
SOCIAL SECURITY # 

    

 
ALIEN REGISTRATION # 

 

 
ADMISSION NUMBER 

  
If applicable 

(this is an 11-digit number found on the DHS I-94, Departure Record) 
 
NATIONALITY 

  
(Enter the foreign nation or 

country to which you owe legal allegiance.  This is normally but not always the country of birth.) 
 
SAVE VERIFICATION # 

 

(To be entered by owner if and when received.) 
 
INSTRUCTIONS: Complete the Declaration Form below by printing or by typing the person’s First 
name, middle initial, and last name in the space provided.  Then review the blocks below and 
complete either block 1, 2, or 3: 
 
DECLARATION 
 
I, _____________________________________________ hereby declare, under Penalty of perjury,  
 
that I am _________________________________________________ 
  (print or type first name, middle initial, last name): 
 

❒ 1.  A citizen or national of the United States. 
 

Sign and date below and return to the name and address given to you by Management.  If 
this block is checked on behalf of a child, the adult who will reside in the assisted unit and 
who is responsible for the child should sign and date below. 
 
 
Signature       Date 
 

Check here if adult signed for a child: ❒ 
 
 

❒ 2.  A non-citizen with eligible immigration status as evidenced by one of the documents 
listed below: 

 Note: If you checked this block and you are 62 years of age or older, you need only submit 
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a proof of age document together with this format, and sign below: 
 
 If you checked this block and you are less than 62 year of age, you should submit the 

following documents: 
 

A. Verification Consent Form (Exhibit 2) 
 

AND 
 

B. One of the following documents: 
1) Form I-551, Alien Registration Receipt Card (for permanent resident 

aliens). 
2) Form I-94, Arrival-Departure Record, with one of the following annotations: 

 
a) “Admitted as Refugee Pursuant to Section 207”; 
b) “Section 208” or “Asylum”; 
c) “Section 243(h)” or “Deportation stayed by Attorney General”; or 
d) “Paroled Pursuant to Sec. 212(d)(5) of INA”. 

3) If Form I-94, Arrival-Departure Record, is not annotated, it must be 
accompanied by one of the following documents: 

 
a) A final court decision granting asylum (but only if no appeal is 

taken); 
b) A letter from a DHS asylum officer granting asylum (if application 

was filed on or after October 1, 1990) or from a DHS district 
director granting asylum (if application was filed before October 
1, 1990); 

c) A court decision granting withholding or deportation; or 
d) A letter from a DHS asylum officer granting withholding of 

deportation (if application was filed on or after October 1, 1990). 
4) Form I-688, Temporary Resident Card, which must be annotated “Section 

245A” or “Section 210.” 
5) Form I-688B, Employment Authorization Card, which must be annotated 

“Provision of Law 274a.12(11)” or “Provision of Law 274a.12.” 
 
6) A receipt issued by the DHS indicating that an application for issuance of a 

replacement document in one of the above-listed categories has been 
made and that the applicant’s entitlement to the document has been 
verified. 

 
7) Form I-151 Alien Registration Receipt Card. 
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If this block is checked, sign and date below and submit the documentation required above with 
this declaration and verification consent form to the name and address given to you by 
Management.  If this block is checked on behalf of a child, the adult who will reside in the 
assisted unit and who is responsible for the child should sign and date below. 
 
If for any reason, the documents shown in subparagraph 2.b above are not currently available, 
complete the Request for Extension block below. 
 
 
 
Signature       Date 
 

Check here if adult signed for a child: ❒ 
 

REQUEST FOR EXTENSION 
 

I hereby certify that I am a non-citizen with eligible immigration status, as noted in block 2 above, 
but the evidence needed to support my claim is temporarily unavailable.  Therefore, I am 
requesting additional time to obtain the necessary evidence.  I further certify that diligent and 
prompt efforts will be undertaken to obtain this evidence. 
 
 
________________________________________________________________ 
Signature        Date 
 

Check if adult signed for a child: ❒ 
 
 
 

❒ 3.  I am not contending eligible immigration status and I understand that I am not 
eligible for financial assistance. 

 
If you checked this block, no further information is required, and the person named 
above is not eligible for assistance.  Sign and date below and forward this format to the 
name and address specified by Management.  If this block is checked on behalf of a 
child, the adult who is responsible for the child should sign and date below. 

 
 
 
Signature       Date 
 

Check here if adult signed for a child: ❒ 
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EXHIBIT 2 
 

Verification Consent Form 
 

 
INSTRUCTIONS: 
Complete this form for each non-citizen household member who declared eligible immigration status 
on the Declaration Form.  If this form is being completed on behalf of a child, the adult responsible 
for the child must sign it. 
 
CONSENT 
 
I, _________________________________________________hereby consent to the following: 

(print or type first name, middle initial, last name) 
 

1. The use of the attached evidence to verify my eligible immigration status to enable me to 
receive financial assistance for housing; and 

 
2. The release of such evidence of eligible immigration status by Management without 

responsibility for the further use or transmission of the evidence by the entity following 
entities: 

 
a. HUD, as required by HUD; and 

 
b. The DHS for purposes of verification of the immigration status of the individual. 

 
 
NOTIFICATION TO HOUSEHOLD: 
Evidence of eligible immigration status shall be released only to the DHS for purposes of 
establishing eligibility for financial assistance and not for any other purpose.  HUD is not responsible 
for the further use or transmission of the evidence or other information by the DHS. 
 
 
 
________________________________  ________________ 
Signature      Date 
 
 

Check here if adult signed for a child: ❒ 
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ADDENDUM 2 

 
SOCIAL SECURITY NUMBER REQUIREMENTS 

 
The head of household/spouse/co-head must disclose social security numbers (SSN's) for all 
household members.  In addition, applicants must provide adequate documentation or acceptable 
evidence of the SSN including any of those listed below: 
 

• Original Social Security card 
• Driver’s license with SSN 
• Identification card issued by a federal, state or local agency, a medical insurance provider, or 

an employer or trade union 
• Earnings statements on payroll stubs 
• Bank statement 
• Form 1099 
• Benefit award letter 
• Retirement benefit letter 
• Life insurance policy 
• Court records 
 

Applicants do not need to disclose or provide verification of a SSN to be placed on the waiting list; 
however applicants must disclose a SSN and provide adequate documentation to verify each SSN 
for all non-exempt household members before they can be housed.  
 
If household members have not disclosed and/or provided verification of the SSN at the time a unit 
becomes available, the next eligible applicant must be offered the available unit. 
 
 The applicant who has not provided required SSN has 90 days from the date they are first offered 
an available unit to disclose/verify the SSN. During this 90-day period, the applicant may retain its 
place on the waiting list. After 90 days, if the applicant has been unable to supply the SSN 
documentation the applicant will be determined ineligible and removed from the waiting list.  An 
additional 90 days will be granted if the failure to provide documentation of a SSN is due to 
circumstances that are outside the control of the applicant. 
 
Individuals who have applied for legalization under the Immigration and Reform Control Act of 1986 
will be able to disclose their SSN, but unable to supply the cards for documentation.  SSN are 
assigned to these persons when they apply for amnesty.  The cards are forwarded to the 
Department of Homeland Security (DHS) until the persons are granted temporary lawful resident 
status.  Until that time, their acceptable documentation is a letter from the DHS indicating social 
security numbers have been assigned. 

 
The Social Security Number requirements do not apply to: 
 
• Individuals who do not contend eligibility immigrant status; and 
• Individuals age 62 or older as of January 31, 2010, whose initial determination was begun 

before January 31, 2010. 
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ADDENDUM 3 
 

ENTERPRISE INCOME VERIFICATION (EIV) 
 
 

HUD has developed a web-based computer system containing employment and income 
information on individuals participating in HUD’s rental assistance programs.   
 
The EIV system provides the owner and/or manager of the property with income information 
and employment history for applicants and residents.  This information is used to meet 
HUD’s requirement to independently verify employment and/or income when applicants 
certify for rental assistance. 
 
This development will use EIV to perform an Existing Tenant Search Report for all 
applicants. This report identifies applicants applying for assisted housing that may be 
receiving rental assistance at the time of application processing at another location.  
 
Owners/Agents must:  
 
1. Run this report at the time they are processing an applicant for admission to determine if 

the applicant or any applicant household members are currently being assisted at 
another Multifamily Housing or Public and Indian Housing (PIH) location.  
 

2. Provide a copy of the handout “EIV & You” (see attached) for all new applicants. 
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Ravinia Housing Resident Selection Plan                                                           1/01/2014 
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1. Preface 
 
Highland Park Housing #3 is the owner of Ravinia Housing and is a corporation whose sole purpose is to own 
and operate Ravinia Housing.  The owner has signed a management agreement with Evergreen Real Estate 
Services L.L.C. to provide property management and regulatory compliance services for Ravinia Housing, 
which includes marketing for and admissions to the building. 
 
Ravinia Housing receives project based Section 8 subsidies that enables Residents to pay no more than 30% 
of their adjusted incomes, 10% of their gross income or a $25 minimum for rent.  Ravinia Housing provides 14 
three-bedroom townhouses and 3 four-bedroom townhouses on two sites located on St. Johns and Pleasant 
Avenues in Highland Park, Illinois.     
 
The primary purpose of Ravinia Housing is to provide affordable housing for low-income families.  Ravinia 
Housing provides housing to eligible families, as defined by HUD.  In addition, applicant households must meet 
income eligibility requirements and their gross annual incomes may not exceed 50% of the median income for 
the area, as defined by HUD.  Ravinia Housing utilizes the HUD definition of “income” to calculate gross 
income for an applicant household/resident.  The current maximum income limit being used by Ravinia 
Housing is available for review in the Management Office. 
 
 

2.  General Information 
 
The purpose of Ravinia Housing’s Resident Selection Policy is to prescribe standards and criteria for resident 
selection, in accordance with state, federal and local civil rights and fair housing legislation, regulations 
promulgated by the Department of Housing and Urban Development (HUD).  These standards and criteria 
apply uniformly to all townhouses at Ravinia Housing.  The objectives of this Resident Selection Policy are: 
 

A.  To implement policies and procedures embodying standards and criteria for resident selection that 
taken into account     Ravinia Housing’s goal of providing housing for low-income households; 

 
B. To provide a safe, sanitary and comfortable living environment for the resident body as a whole; 

 
C. To standardize the formulation, interpretation and application of policies and procedures with respect 

to eligibility and   selection standards; and, 
 

D. To preclude admission of applicant households whose habits and practices reasonably may be 
expected to have a detrimental effect on other residents, the housing development or neighborhood 
environment. 

 
Non-Discrimination 

 
It is the policy of Ravinia Housing to comply with HUD regulations, 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 
and the Fair Housing Amendments Act of 1988), Executive Order 11063, Section 504 of the Rehabilitation Act 
of 1973, the Age Discrimination Act of 1975, and any other applicable legislation protecting the individual rights 
of residents, applicant households or staff which is now or may hereinafter be enacted.  To the extent that any 
provision of this Policy comes into conflict with any applicable law or regulation, the law or regulation shall 
control. 
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HUD programs are open to eligible persons regardless of sexual orientation, gender identity or marital status. 
Ravinia Housing will comply with the rules and state and local laws that provide the same or similar 
protections. 
Ravinia Housing shall not discriminate, based on race, age, color, sex, religion, disability, familial status, or 
national origin or: 
 

A. Deny to any household the opportunity to apply for housing, nor deny to any eligible applicant 
household the opportunity to lease housing suitable to their needs; 

B. Provide housing which is different than provided by others; 
C. Subject a person to segregation or disparate treatment; 
D. Restrict a person’s access to any benefit enjoyed by others in connection with the housing program;  
E. Deny a person access to the same level of services; or 
F. Coerce, intimidate, threaten, or interfere with a person’s exercise or enjoyment of any Fair Housing 
 right. 

Should an applicant household or resident think that discrimination has occurred related to their application or 
to residency at Ravinia Housing, this should be brought to the attention of management agent for investigation.  
The applicant household or resident is, also, able to file a discrimination complaint with the U.S. Department of 
Housing and Urban Development (HUD).  Management will provide the applicant household or resident a copy 
of FHEO’s pamphlet, Fair Housing – It’s Your Right (HUD-1686-FHEO, March 2001), when requested. 
 

504 Statement 
 
Section 504 prohibits discrimination based upon disability in all programs or activities operated by Ravinia 
Housing, as well as in employment of site staff.  Ravinia Housing will operate its programs in the most 
integrated setting appropriate to the needs of qualified individuals with disabilities.  All accessible units will 
meet the requirements of the Uniform Federal Accessibility Standards (UFAS).  In addition, the building will: 

 
A. Make and pay for reasonable structural modifications to units and/or common areas that are needed 

by applicant households and residents with disabilities, unless these modifications would change the 
fundamental nature of the project or result in undue financial and administrative burdens; 

 
B. Manage the building such that it is not segregated based upon disability or type of disability, unless 

authorized by federal statute or executive order; 
 
C. Provide auxiliary aids and services necessary for effective communication with persons with 
 disabilities; 
 
D. Develop and up-date a Transition Plan to ensure that structural changes are properly implemented to 

meet program accessibility requirements; and 
 

E. Perform a self-evaluation of the building’s programs and policies to ensure that they do not 
discriminate based on disability. 
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Reasonable Accommodation Policy Statement 
 
Ravinia Housing will consider requests for reasonable accommodations from applicant households and 
residents with disabilities.  A “reasonable accommodation” is defined as a change, exception, or adjustment to 
a program, service, building, dwelling unit, or workplace that will allow a qualified person with disability to 
participate fully in a program, take advantage of a service, live in a dwelling unit or perform a job. 
 
Ravinia Housing will provide the requested accommodation unless doing so would result in a fundamental 
change in the nature of the program or an undue financial and administrative burden.  Requests for reasonable 
accommodations can be made by the applicant household/resident, family member or other person acting on 
the disabled person’s behalf.  All requests should be made to the Manager, in writing.  If assistance is required 
to make this request, the Manager will be able to offer this assistance.  Third-party verification of the need for 
such a reasonable accommodation will be required. 
 
Ravinia Housing reserves the right to meet the request for reasonable accommodation through other 
equivalent means. If the requested physical modification does present an undue financial burden for the 
building, Residents will be permitted to use their own resources to make these modifications.  In these 
situations, if the requested unit modifications, negatively, impact future rental or operation of the unit, 
management will require that the Resident escrow sufficient funds so that the unit can be returned to its 
condition prior to the modification having been made.  A payment plan for funding such restoration will be 
negotiated with the Resident, and the funds would be placed into an interest-bearing account, with the interest 
accruing to the benefit of the Resident.  Any remaining balance in this escrow will be refunded to the Resident 
after the unit has been restored to its original standard. 
 

Lease Requirements 
 
The Manager will review the lease and its attachments with all incoming residents and a copy of the 
lease/attachments (for example: House Rules, Violence Against Women Act (VAWA), Pet Policy, Enterprise 
Income Verification  (EIV) information, Care Giver Policy) will be given to all residents.  These documents 
outline resident and management rights and responsibilities.  Residents are required to fulfill all lease 
requirements and follow the House Rules.  If the resident requires assistance in order to fulfill the lease 
requirements, i.e. community services or live-in care attendant, the resident is encouraged to seek such 
assistance.   

Limited English Proficiency (LEP) 
 
Management will work with the applicant/resident to provide HUD-provided documents in their native language 
if possible. This is to ensure information is communicated in an effective manner.  While some documents may 
be available in languages other than English, English-language documents that must be signed by 
applicants/residents will be in the tenant file, as required by HUD guidelines. 
 

Affirmative Fair Housing Marketing Plan 
 
Ravinia Housing has an approved Affirmative Fair Housing Marketing Plan (AFHMP) that is up-dated every 5 
years.  All outreach marketing efforts will be done in accordance with this plan and will meet all fair housing 
requirements.  Outreach marketing will be conducted during initial lease-up and, thereafter, when necessary to 
maintain a sufficient list of eligible applicant households. 
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Amendments to the Resident Selection Plan 
 
The Resident Selection Plan may be amended from time to time, with the owner’s prior approval and after a 
30-day written notification of the changes has been given to all current residents and mailed, via first class 
mail, to the last known address of persons on the waiting list at the time amendments are made.  It is the 
applicant household’s responsibility to inform Ravinia Housing’s management office, in writing, of any change 
in address or contact information.  The Resident Selection Plan is available for review, upon request, in the 
management office during posted working hours. 

 
 
3.   Preferences 

 
Ravinia Housing has three preferences for filling a vacant unit: 
 

a) In-house transfers (within Ravinia Housing), due to change in family size or approved reasonable 
accommodations, are given preference for any vacant unit before an applicant from the waiting list is 
considered. 

 
b) Section 221(d)3 Program Preference – In accordance with Section 221(d)3 of the National Housing Act, 

as amended, preference or priority of opportunity to occupy dwelling units must be given to individuals 
or families who have been displaced by government action or as a result of a presidentially declared 
disaster.   

 
The preference does not affect eligibility for housing at Ravinia Housing, only the order in which applicant 
households are considered for residency.  Applicants with a 221(d) 3 preference will be considered first.   
 
   

4.  Extremely Low Income Procedures (Income Targeting) 
 
Ravinia Housing receives project- based Section 8 rental subsidies and, as such, is required to lease not less 
than 40% of its apartments that become available during any fiscal year period to extremely low-income 
families (gross income at or below 30% of the median income). 
 
In order to implement this requirement Ravinia Housing will fill the first vacant apartment during any fiscal year 
with someone who qualifies as “extremely low income”.  This may result in “skipping over” the first person on 
the waiting list or others who have incomes higher than 30% of the median income.  All persons who are 
“skipped over” retain their positions on the waiting list.  During the remainder of the fiscal year, selection for 
vacant units will alternate between the top person on the waiting list who is eligible (regardless of income level) 
and the first “extremely low income” applicant household on the waiting list. 
 

5. Admissions 
 
To apply for housing at Ravinia Housing, applicant households must be income-qualified as per HUD 
regulations and meet occupancy standards.  In addition, every applicant household must meet the resident 
selection criteria.  The resident selection criteria are used to demonstrate the applicant household’s suitability 
as a resident using verified information on past behavior to document the applicant household’s ability, either 
alone or with assistance, to comply with the rules governing tenancy.   
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Applicant households are placed on the waiting list on a “first come, first served” basis (considering the 
preferences discussed above) after housing management staff receive, date and time stamp and determine 
that the application is complete and, preliminarily eligible. Final determination of eligibility and suitability will be 
made at the time there is an available unit. 
Admission is prohibited if any of the following conditions exist: 
 

A. An applicant household or household member was evicted from any housing for drug related criminal 
activity within 5 years. 

B. Any household member is currently engaging in illegal use of a drug. 
C. Any household member is subject to  registration under any state sex offender registration  program. 
D. If there is reasonable cause to believe that a household member’s abuse of alcohol or previous 

verified behavior may interfere with the health, safety or right of the peaceful enjoyment by others. 
 

This building is a Section 8 assisted building and as such will follow Section 8 Income Targeting Limits (see 
Section 4). 
 

Enterprise Income Verification (EIV) 

Applicants will be screened through the Enterprise Income Verification systems (EIV) for rental history through 
Existing Tenant Search.  Nothing prohibits a recipient of HUD Housing Assistance from applying to this 
property.  However, the applicant must move out of the current property and/or forfeit any voucher before HUD 
assistance as this property can begin.   
 
Consideration will be given to those families who share 50% custody of minor children.  Failure to fully disclose 
rental history will be considered misrepresentation of information and may be cause for denial of the 
application.   
 

Violence Against Women Act (VAWA) 
The Violence Against Women Act (VAWA), effective on December 29, 2008, and reauthorized in 2013, applies 
to families applying to or receiving assistance from properties with Section 8 programs. Admission to the 
housing program will not be denied on the basis that the applicant family  is or has been a victim of domestic 
violence, sexual assault, dating violence, or stalking, if the applicant otherwise qualifies for assistance or 
admission.   
The incident must have been reported, documented and confirmed. Information on VAWA will be given to all 
applicants prior to move-in.  Confidentiality of information regarding the victim will be maintained unless the 
victim gives consent in writing, for use in an eviction proceeding, or as otherwise applicable by law. VAWA 
documentation will not be kept in the tenant file, but in a secure location elsewhere for the victim’s protection.   

 
VAWA protects anyone who: 
  1.  is a victim of actual or threatened domestic violence, sexual assault, dating violence or stalking, or the      

spouse, parent, brother, sister or child of that victim, or an individual, tenant or legal and lawful occupant 
living in the victim’s household, and  

 
  2. is living in or seeking admission to the property covered by VAWA. 
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Protections for VAWA-covered violence covers women or men, as well as people in same-sex relationships, 
whether or not they are blood-relations, living together, and/or are married.  

• Domestic violence is felony or misdemeanor violence committed by the victim’s current or former spouse; 
someone in the role of a spouse according to local law; the victim’s live-in or former live-in intimate 
partner; someone the victim shares a child with; or, anyone an adult or youth victim would be protected 
from under local domestic or family violence laws.  

 
• Dating violence is defined as violence committed by someone who is or has been in a romantic or 
intimate relationship with the victim.  

 
• Sexual assault is any non-consenting sexual act as determined by federal or state laws, including when 
the victim lacks the ability to consent to the act. 

 
• Stalking is to follow, pursue, place under surveillance or repeatedly commit acts with the intent to kill, 
injure, harass, or intimidate another person. It is defined as placing a person in reasonable fear of death, 
serious bodily injury, or substantial emotional harm. This definition covers the victim, the victim’s 
immediate family or the victim’s intimate partner.  

The rule also permits a bifurcated lease, which allows management to remove a household member from a 
lease without regard to whether the household member is a signatory to the lease, in order to evict, remove, 
terminate occupancy rights, or terminate assistance to any tenant or lawful occupant and who engages in 
criminal acts of physical violence against family members or others, without evicting, removing, terminating 
assistance to,  or otherwise penalizing the victim of such violence who is a tenant or lawful occupant.  

The VAWA Lease Addendum (HUD-91067) will be signed by all household members 18 years of age and 
older at move-in, or at/by the next Annual or Interim certification after a current tenant’s 18th birthday. 

 
6.   Procedures for Application Process 

 
A. Interested persons may contact the leasing office by phone, fax, e-mail, in person, or by mail to apply.  

Completed applications received will be date and time stamped.  All applications will be considered for 
admission based on a “first come-first serve” basis, taking into account the preferences and income 
targeting requirements described above. 

 
B. When the marketing of units generates an application pool such that the waiting list period is more 

than three years, Ravinia Housing may suspend the intake of preliminary applications.  This would be 
done by means of a public notice to that effect, posted in the office where applicant households are 
interviewed and published in a local paper. 

 
C. If the waiting list has been closed and the application pool (including the number of persons 

considered eligible for income-targeting requirements) diminishes to a point where the waiting list 
period is less than one year, Ravinia Housing will re-market pursuant to the provisions of the HUD 
approved Affirmative Fair Housing Marketing Plan.  

 
D. An Applicant Household Log will be maintained as a permanent record of all those who have 

requested applications and up-dated as their status changes. 
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E. All applications requested by telephone or mail will be sent in a timely manner.  Only eligible and 
“completed” applications will be accepted by the management office, date and time stamped and 
placed on the waiting list.  Applications will be deemed “complete” when all information requested in 
the application packet has been submitted, including all information necessary to establish whether an 
applicant household is eligible for residency. 

 
F. An application which is deemed “incomplete” will be returned to the applicant household indicating the 

specific area(s) requiring completion.  A copy of the application and cover letter will be placed in a 
“pending” file prior to returning the application.  This will serve as documentation of status until a 
completed application is returned.  No application will be date and time stamped until is deemed 
“complete”. 

 
G. Upon up-dating the Application Log with each “completed” application, Management will screen each 

application for preliminary eligibility based on Ravinia Housing’s income and family size criteria.   
Applicant households deemed ineligible based on pre-screening criteria will not be placed on the 
waiting list, but will be notified of their ineligibility and informed that they have fourteen (14) days from 
the date on the letter to appeal that decision, in writing.  Applicant households deemed to be, 
preliminarily, eligible, based on the information reviewed, will be placed on the waiting list and be 
notified, in writing of their position and the requirements of annual waiting list up-dates of the waiting 
list and the manner in which the waiting list operates. 

 
H. Applicant households selected from the waiting list will be selected for an apartment in chronological 

order based on their “date/time of application”, taking into account all HUD eligibility criteria and 
preferences effective at the time of selection and approved project screening criteria.  Applicants with 
a 221(d)3 preference will be considered first.   

 
I. As an applicant household reaches the top of the waiting list, it will be screened to determine eligibility 

and whether the applicant household is willing and able to satisfy Ravinia Housing’s requirements for 
residency (lease).  The applicant household will be interviewed by the Manager to obtain current 
information about the family’s circumstances, including up-dated income and assets, family 
composition and residency.  In addition, the HUD form 9887/87A, citizenship forms and verification 
releases will be signed by any adult member of the applicant household at that time.  The HUD Fact 
Sheet, the Violence Against Women Act information (VAWA), Enterprise Income Verification (EIV) 
brochure, and House Rules will be distributed to the applicant household for review. 

 
J. Management will initiate criminal, credit sexual predator and eviction screening, as well as send the 
 landlord(s) providing housing to the applicant household for the past 5 years a reference form for 
 completion. 

 
K. When all the income, eligibility and screening information has been received, the Manager will make 

the final decision as to whether or not to offer the next apartment that becomes vacant to this applicant 
household.  (Note eligibility information older than 120 days will be updated). 

 
L. When a unit or apartment becomes available, the Manager will notify the next applicant household on 

the waiting list (taking into account residence and income targeting requirements) in the following 
manner: 
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1) The Manager will telephone the applicant household first.  If, after 3 times within 48 hours, the 
applicant household cannot be reached, a letter will be sent to the last known address of the 
applicant household. 

 
2) After 7 days from the date the letter was sent, if no contact has been made by the applicant 

household, the Manager will offer the apartment to the next person on the waiting list.  
 
3) Applicant households who have not responded to the letter offering an apartment will be 

considered to have “Refused” the apartment and will be treated as per the Refusal Policy. 
 
4) Applicant households whose names have been removed from the waiting list are required to 

re-apply if interested in being placed, again, on the waiting list.  They will not resume their 
original position on that list. 

 
M. Applicant households are permitted to refuse the offer of an apartment once and still retain their 

position on the waiting list.  Written notice will be sent after that refusal stating this policy.  If an 
applicant household refuses a second time and wishes to remain on the waiting list, their name will be 
placed at the bottom of the specific waiting list.  The “date of application” will be replaced by the date 
of the second refusal, thereby changing the applicant household’s permanent position on the waiting 
list. 

 
N. If the applicant household is rejected, a notice to that effect stating the reason for rejection, will be sent 

to the applicant household indicating that it has fourteen (14) days after the notice date, to request a 
meeting with the Agent (someone other than the person who issued the rejection) to appeal the 
decision.  The Manager will proceed to the next person on the waiting list to offer the vacant 
apartment.  If the applicant household that has been rejected, appeals the decision and the decision is 
overturned, the applicant household will resume its original position on the waiting and be offered the 
next available apartment for which it is eligible. 

 
O.  Landlord and background checks are conducted if an applicant responds to the initial contact and is 

being considered for admissions.  
 
 

7. Proof of Residency  
 
Ravinia Housing requires that all Residents be either U.S. Citizens or eligible non-citizens, as defined by HUD.  
All applicants must submit evidence of citizenship or eligible immigration status at the time of application 
interview.  All family members, regardless of age, must declare their citizenship or immigration status.  Citizens 
and eligible non-citizens aged 62 and older will be required to sign a declaration of citizenship status and 
provide proof of age.  Noncitizens aged 61 and under will be required to sign a Verification Consent Form and 
submit documentation of their status or sign a declaration that they do not claim to have eligible status.   
 
The Management will verify with the Department of Homeland Security (DHS) the validity of documents 
provided by those under 62 years of age. The original documents may include, but are not limited to: an Alien 
Registration Receipt Card, a Temporary Resident Card, and Employment Authorization Card.  This verification 
will occur in advance of other verification efforts in order to avoid delays in receipt information.  Ravinia 
Housing would notify an applicant as to whether or not they would be eligible for assistance, or for partial 
assistance (if a mixed family). 
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8.   Student Status 
 

Section 8 apartments are not available to a student who meets the following criteria: 
   a)  Is enrolled as a student at an institution of higher education; 
   b)  Is under 24 years of age; 
   c)  Is not a veteran of the United Status military; 
   d)  Is unmarried; 
   e)  Does not have a dependent child; 
   f)  Is not otherwise individually eligible, or has parents who, individually or jointly, are not eligible on the 
 basis of income to receive assistance under Section 8 of the U.S. Housing Act of 1937. 
 
NOTE: Students with disabilities (as defined in Section 3(b)(3)(E) of the United States Housing Act of 1937 (42 U.S.C. 
1437a(b)(e)(E) are exempt from this provision as long as the student with the disability was receiving the Section 
8 assistance as of November 30, 2005. 
 
In order for a student who meets the above criteria to be eligible for Section 8 assistance, both the student and 
the student’s parents/legal guardians (individually and jointly) must be income eligible for Section 8, or the 
student, a dependent who has been living with his/her parents or legal guardians who are receiving Section 8 
assistance. Under certain circumstances, the parents’ income may not be relevant because the student is 
determined to be independent of his or her parents.  The following criteria will be utilized in determining a 
student’s independence: 
 
a)  The student is of legal contract age under state law. 
b)  The student has established a separate household from parents or legal guardian for at least one year prior 
 to application for occupancy or the person meets the US Department of Education’s definition of an 
 independent student, which is: 
 
 (1)  Be at least 24 years old by December 31 of the year for which Section 8 is sought; 
 (2)  Be an orphan or a ward of the court through the age of 18 
 (3)  Be a veteran of the US Armed Forces 
 (4)  Have a legal dependent other than a spouse (i.e. dependent child or elderly dependent parent); 
 (5)  Be a graduate or professional student; 
 (6)  Be married. 
c)  The student must not be claimed as a dependent by parents or legal guardians. 
d)  The student must obtain a certification of the amount of financial assistance to be provided by parents.  The 
 certification is required regardless of whether assistance is actually received. 

 
 
9.       Proof of Social Security Number (SSN) 

 
Each member of the Assistance Applicant’s household and tenants, excluding tenants age 62 and older as of 
January 31, 2010, whose documented initial determination of eligibility was begun prior to January 31, 2010, 
and those individuals who do not contend eligible immigration status, are required to disclose and provide 
verification of the complete and accurate SSN assigned to them prior to move-in. 

If social security documentation for each member of the applicant household, including newborns, cannot be 
produced prior to move-in, the family may keep their position on the Waiting List during the 90-day period from 
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the date they are first offered an available unit to disclose and/or verify the SSNs. The application will continue 
to be processed.  If the applicant is unable to supply the required SSN documentation within the 90-day period, 
the household will be determined to be ineligible and removed from the Waiting List. Adequate documentation 
means a social security card issued by the Social Security Administration (SSA) or other acceptable evidence 
of the SSN.    
 
Individuals who have applied for legalization under the Immigration and Reform Control Act of 1986 will be 
able to disclose the social security numbers, but unable to supply the cards for documentation.  Social security 
numbers are assigned to these persons when they apply for amnesty.  The cards go to the Department of 
Homeland Security (DHS) until the persons are granted temporary lawful Resident status.  Until that time, their 
acceptable documentation is a letter from the DHS indicating social security numbers have been assigned. 
 

10. Interviews 
 

Purpose of an Interview 
 
The interview is one step in determining if an applicant household(s) is eligible to become a resident(s) at 
Ravinia Housing.  The interview allows management to become more familiar with the applicant household(s) 
and to gather preliminary material to determine eligibility for rental assistance.  The interview also provides an 
opportunity for the applicant household(s) to inquire about the facility and the occupancy requirements.  The 
applicant household(s) will be assured of the confidentiality of the interview and the need for acquiring 
information regarding income, age, and legal status in order to determine eligibility based on federal 
regulations.  Interviewing is also a method of screening applicant household(s) to assure that they meet the 
owner’s as well as HUD’s requirements of residency.   
 
The interview also provides an opportunity to learn of the interests and needs of the applicant household(s).  In 
no way does this information determine eligibility, but it will allow management to provide information regarding 
services and activities provided in the facility and community in general. 
 

When Should the Interview be Conducted? 
 
If a unit is presently available or will become available within the next 90 days, the applicant household(s) at 
the top of the waiting list will be contacted. If the applicant household(s) displays an interest in residency, an 
interview of the prospective resident(s) will be scheduled.  If the applicant household(s) is not interested at this 
time, his/her name will remain at the top of the waiting list and will be contacted when the next unit becomes 
available.   
 
To speed the rent-up process, interviews can be conducted on applicant household(s) near the top of the 
waiting list.  With initial paperwork completed, when move-out notice is given by a current resident, the 
information provided by the applicant household(s) will only have to be up-dated (if greater than 120 days old).  
This will provide a level of efficiency in re-renting of a unit in a timely manner.  
 

The Interview Process 
 
All interviewing is done in compliance with the HUD regulations and the owner’s occupancy standards.   
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The applicant household(s) will be informed of the facility, its location, availability, size of the unit, and other 
amenities and services of the building as well as the community.  The interview will disclose the federal 
regulations relating to the rent subsidy program in place at Ravinia Housing.  In addition, the applicant 
household(s) will be informed that there are penalties for providing false information which may result in 
eviction, loss of rental assistance, fines up to $10,000 and possible imprisonment of up to five years. 
 
The following is a list of material needed during the interview (NOTE: Materials the applicant household should 
bring to the interview). 
 

A. Application (Currently at site) 
B. Verification of personal identification 
C. Verification of Legal Alien Status 
D. Family Composition 
E. Names/Addresses of Landlords over the past 5 years 
F. Names/Addresses of 2 Emergency Contacts 
G. Social Security/Alien Status # 
H. Authorization Forms (available at the site) 

1)        Income (Social Security, SSI, Pension, Veterans Administration Benefits, Employment 
Income, Public Assistance, Disability) 

2)        Assets (Stocks, Bonds, Checking Accounts, Savings Accounts, Real Estate Appraisals, 
Certificates of Deposits) and assets disposed of within the last two years 

3)        Residency Status 
4)        Medical Expenses (Including Insurance Premiums, Out-of-Pocket related expenses, 

Medicare Premiums) – (This is in the case of seniors or persons who are considered 
disabled and eligible for such deductions) 

5)        Credit/Criminal/Sex Offender Registration Checks 
6)        Certification of Handicap/Disabled Status (as appropriate) 
7)        Verification of student status in accordance with HUD guidelines 

 
The applicant household(s) must be informed that this information must be verified by third party sources.  It 
will be used to determine eligibility as well as rent. NOTE:  Information must be received for each applicant 
household member who will be a member of the household residing at the property. 

 
 
11.  Screening and Rejection Criteria 

 
Applicant household screening will be conducted to assist in making the determination that the applicant 
household will be a suitable resident.  These screening procedures will be administered uniformly for all 
applicant households and applicant households will be required to sign release forms for this purpose.  It 
should be noted that live-in aides or live-in caregivers (either at the time of initial application or subsequent to 
move-in by the applicant household) will be subject to similar screening, except for the ability to pay rent.  
Screening procedures address the following areas: 
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A. An applicant household’s past performance in meeting financial obligations, especially rent; 
B. A record of disturbance of neighbors or destruction of property at prior residences that may adversely 

affect the health, safety or welfare of other residents or Ravinia Housing’s employees; 
 

C. Involvement in criminal activity by any member of the applicant household or live-in aide involving 
crimes of physical violence to persons or property and other criminal acts, including drug-related 
criminal activity and sex offender criminal activity that would adversely affect the health, safety or 
welfare of other residents; 

D. A record of disregard for rules of occupancy or eviction from a prior residence; 
E. Each member of applicant household’s ability and/or willingness to comply with terms of Ravinia 

Housing’s lease, either alone or with assistance;  
F. Information indicating that an applicant household has misrepresented any information related to 

eligibility, allowances, family composition, criminal record or rent; 
G. Whether an applicant household live-in aide  is, currently, an illegal user of a controller substance; 
H. An applicant household’s housekeeping habits; 
I. Whether an applicant household family qualifies for an accessible apartment. 

 
In the event that there is unfavorable information with respect to an applicant household, consideration shall be 
given to mitigating or extenuating circumstances, which might indicate a reasonable probability of favorable 
future conduct or financial prospects.  Mitigating circumstances might include: 
 

A. Evidence of successful rehabilitation, i.e. completion of an approved, supervised drug rehabilitation 
program for previous drug users. 

 
B. Evidence of the applicant household family’s participation in or willingness to participate in social 

service or other appropriate counseling service. 
 

C. Evidence of successful modification of previous disqualifying behavior. 
 

Screening 
 
The following applicant household screening procedures shall be conducted to determine whether each 
applicant household qualifies for residency: 
 

A. Personal interviews held on-site will be conducted with all applicant household family members being 
considered for admission in accordance with HUD Handbook 4350.3 or its successor. 

 
B. Verification and documentation of previous five (5) years of housing for each applicant household. 

(Note:  This includes those applicant households who were homeowners or lived with family.) 
C. Landlord reference checks and rental history checks through Existing Tenant Search in EIV. 
D. Sexual predator checks for all household members to the extent as allowed by state and local laws. 
E. Credit, criminal and eviction checks conducted by a contracted screening company. 
F. Verification of student status at an institution of higher education. 
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An applicant household shall bear the burden of establishing its qualifications for residency and for providing 
all information necessary to resolve any doubts regarding their qualifications to the satisfaction of Ravinia 
Housing.  In the event an applicant household fails to provide such information (including any consents 
necessary for Ravinia Housing to obtain necessary information from third parties), final processing of the 
application shall be deferred.  This may result in the applicant household being “skipped over” for a vacant 
unit. 
 

Rejections 
 
An applicant household will be rejected if it fails to meet any HUD’s eligibility requirements with regard to 
income limits, age, family definition, citizenship status and family composition. An applicant household will be 
rejected if it does not meet Ravinia Housing’s approved screening criteria.  An applicant household may be 
rejected for any of the following reasons: 
 

1) Poor housekeeping that result in safety, health or hygiene hazards. 
 

2)   Poor credit history. (Note:  Applicant households will not be penalized for not having a credit history.  
Management will look at the last 5 years of credit, with an emphasis on timely payment of rent, 
utilities and credit cards.  Late payments of school loans or medical bills will not be considered 
serious credit concerns.  Bankruptcy will not, necessarily, result in a rejection.) 

 
3)  History of rent arrears or poor rental background. (Note:  The lack of a rental history will not be a 

cause for rejection.) 
 

4)  Refusal to occupy apartment in accordance with Ravinia Housing’s apartment size and occupancy 
standards. 

 
5)  Refusal/failure to fully cooperate with application process or sign and submit verification forms in a 

timely fashion. 
 

6) Misrepresentation of facts on the application or during the admission process. 
 
7) Admission to this project will not be the applicant household’s only place of residence. 
 
8) History of damage or previous residence of property of others.* 
 
9)  History of disturbing the quiet enjoyment of others. * 
 
10)  History of violations of house rules or disruptive behavior at prior residences.* 
 
11)  Inability to disclose and document social security numbers in accordance with HUD Notice 10-08. 
 
12)   Has household characteristics that are not appropriate for the specific type of unit available at the 

time, or is of a household size not appropriate for the unit sizes that are available.  
 

13)  Includes household members who did/will not declare citizenship or non-citizenship status, or sign a  
statement electing not to contend non-citizen status.   

14)  An applicant household may revise their application to exclude proposed family members who do not    
declare citizenship or eligible non-citizen status. 

15)  Previous history of violence and no current rehabilitative services. 
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16)   History of controlled substance or pattern of behavior due to alcohol abuse within the last 5              
 years and no current rehabilitative services. 
 
17)   Current use of illegal drugs or the sale, distribution and manufacture of such drugs. 
 

      18) Any household member is, or has been, subject to registration under any state sex offender 
               registration program. 
       19)   Any applicant household member who was evicted from any housing for drug related or other    
 criminal activity within 5 years from the date of the application. 

20) Ineligible due to student status in accordance with HUD guidelines. 
21) Any household member has a record of any conviction or adjudication, other than acquittal   of the 

following, which includes, but is not limited to: murder, arson, kidnapping, felony assault, burglary, 
treason, crimes involving harm to adults, children or animals, crimes involving explosives, terrorism, 
and fraud. 

22) Any household member has a record of any conviction or adjudication, other than acquittal, for any 
other felonies, not listed above within the last 10 years of conviction or completion of parole or home-
monitoring, whichever is later.  

23) Any household member has a record of any conviction or adjudication, other than acquittal, for any 
misdemeanors within the last 5 years of conviction or completion of parole or home-monitoring, 
whichever is later.   

24)  If Management is unable to complete the required criminal or sex offender screening, the application 
will be rejected. 

If criminal screening indicates an unresolved criminal charge or unresolved charge of commission of an act 
against VAWA, the application will be suspended until the charge is resolved.  At that time, current screening 
criteria will be applied.   

NOTE:  * Consideration will be given to victims of documented incidents relating to VAWA.  

Ravinia Housing will notify applicant households, in writing, of the reason for rejection and advise of its right, 
within 14 days of the date of the notice, to respond, in writing, or request a meeting to dispute the rejection.  
Any meeting with the applicant household or review of the applicant household’s written response will be 
conducted by a representative of management who was not involved in the initial determination.  Such notice, 
also, will inform the applicant household of its right to notify management if it is disabled and to request 
reasonable accommodations in non-essential policies or practices to enable to applicant household equal 
opportunity.   
 
If the applicant household responds, in writing, or a meeting is held, management will advise the applicant 
household, in writing, within five (5) working days whether or not management’s position has changed.  
Ravinia Housing will keep the following materials on file for at least three (3) years:  application, initial rejection 
notice; management’s final response; and all interview and verified information on which management based 
the rejection.  
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12.  Waiting List 
 

Purpose of a Waiting List 
 
The waiting list is a vehicle of organization of eligible applications.  The maintenance and updating of this list(s) 
is one of the major steps in limiting the time a unit is vacant during turnover of occupancy.  The facility may 
have more than one waiting list.  Waiting lists can be broken down into the following areas. 

A. Unit Size  
B.     Preferences 

Creating/Maintaining a Waiting List 
 
From initial screening of applications, only those that appear to be eligible should be placed on the waiting list.  
Those applications that appear to be ineligible should be sent written notices of rejection, reasons behind the 
rejection and informed of the right to appeal this rejection.  The letter must state that the appeal process must 
be filed within 14 days from the date of the rejection letter.  If an application is incomplete, it will be returned to 
the applicant household with a letter stating the information needed and the date it must be returned in order to 
be further processed.  This application will not be entered onto the waiting list until it is received with all 
necessary information and appears to be eligible for occupancy. 
 
Waiting lists are subject to the Fair Housing laws.  Waiting lists may be closed if a unit is not subject to 
availability in a timely manner (i.e., 3 year).   An applicant household’s position on a waiting list is based on the 
residency preference and the chronological order in which the application was received.    Each eligible 
application will be date/time stamped either when it was received through the U.S. Postal Service or delivered 
to the management office.  Note: Only original applications will be accepted. 
 
Information which will be included on the waiting list: 

A. Date/time the application is received. 
B. Name of applicant household. 
C. Number of household members. 
D. Income as per the application or the most recent up-date. 
E. Need for accessible unit. 
F. Desired unit size. 
G. Residency Preference. 
H. Final status/action. 

In accordance with HUD regulations, information relating to race/ethnicity must be requested during the 
application process.  Completion by the applicant household is optional.  Data collected should be maintained 
in separate files and is not a part of the Waiting List.  This demographic information is not relevant to resident 
selection and if improperly used could result in discrimination against some applicant households. 
  
Applicant households must be informed that its placement on a waiting list in no way guarantees that the 
household is eligible or acceptable for residency.   
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If more than one waiting list exists, an application if qualified may be placed on multiple waiting lists.  Order of 
placement may vary from list to list but will always be based on the date of receipt of the application. 
 

Updating a Waiting List 
 
Waiting lists will be updated at least annually.  This will assure that the waiting list is current and accurate.  It 
will confirm the  applicant household’s interest and eligibility, if the applicant household has located other 
means of housing, and if the applicant household is no longer eligible for subsidized housing.  Updating the 
waiting list will also provide management with the current status of applicant households.  It will allow 
management to know if there is a change in household status.  Letters/cards must be mailed to the applicant 
household via the U.S. Postal Service.  The letter/card should request the following information. 

 
A. Change in Household Status (size, income) 
B. Change in Residency/Address 
C. Desire to Remain on the Waiting List 

 
If the applicant household does not respond within the specified 20 day period (not including weekends), is 
determined to be ineligible or if the applicant household no longer desires to reside in the subject property, its 
name will be removed from the waiting list.  A letter will be sent to the applicant household confirming this final 
action.  The applicant household will have the right to appeal this action within a specified period of time.   
 
If the letter/card is received via U.S. Postal Service and the applicant household requests to remain on the 
waiting list, the applicant household will receive a letter from the owner confirming its status.  The letter will 
state that it is the applicant household’s responsibility to inform the owner of any changes in address, 
telephone number and household status. 
 
Applicant households whose names are removed from the waiting list due to failure to respond to the update 
card within the specified time period deadline, and who later indicate they are still interested in residency, must 
reapply and complete a new application.  These applicant households will assume a new position on the 
waiting list based on the date the most recent application is received. All waiting list changes, including 
removal of names, will be documented, time/dated and initialed.   
 
Reasons an application may be removed from the waiting list include the following. 

A. Applicant household no longer eligible or interested. 
B. Applicant household fails to respond to a written notice. 
C. Applicant household is offered and rejects two units at the same property. 
D. Mail is sent to applicant household’s address and is returned as undeliverable. 
E. No appropriate size unit exists in the property. 

 
If an application is removed from the waiting list and it appears that this was an error on the part of 
management, the application will be reinstated at the original place it occupied on the waiting list. 
 

Contacting Applicant Households on a Waiting List 
 
When management is aware that a unit is scheduled to become available, they will contact the next applicant 
household on the appropriate waiting list by telephone.  If management does not receive an initial response 
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from the applicant household, they will continue to call (no less than 3 times) over a 48-hour period.  If the 
applicant household cannot be reached, a letter will be mailed to the applicant household stating that the 
applicant household must contact the office by a specific date to schedule an interview. If management does 
not receive a response from the letter within 7 days, the next applicant household on the waiting list will be 
contacted.  Management will notify the original applicant household again through mail when another unit is 
scheduled to become available.  If the applicant household fails to respond for a second time, their name will 
be removed from the active waiting list and placed in an inactive file.  A letter will be sent via mail informing the 
applicant household of the final actions. 
 

Closing/Reopening a Waiting List 
 
Waiting lists for a specific unit size will be closed when the average wait for a unit is more than three (3) years.  
The closing and opening of the waiting list must be formally announced to the public in accordance with the 
project’s Affirmative Fair Housing Marketing Plan.  
 
If a facility does not appear to have an adequate number of applications on-file to fill up the building over the 
next 12 months, the waiting list must be reopened.  The procedures stated in the Affirmative Fair Housing 
Marketing Plan will be followed when reopening the list. 
 

Record of Changes on a Waiting List 
 
The waiting list will provide a record that can be easily audited.  Documentation of an action taken regarding 
an application will be maintained in the applicant household’s file.  This will include any changes 
(additions/deletions), approvals, withdrawals and rejections.   The waiting list must provide information allowing 
activities relating to the status of an application to be easily traced.  Such data may also be needed for 
documentation for related legal actions. 
 

Record Keeping of a Waiting List 
 

A. Management must retain current applications as long as they are in active status on the waiting list. 
 

B. Once an application is removed from the waiting list, management must retain the application, initial 
rejection notice, applicant household’s reply, owner’s correspondence and all related documentation 
for no less than three years from the date of removal. 

 
C. When an applicant household moves into the facility and begins to receive rental assistance, the 

original application becomes a part of the resident household’s permanent file.  This must remain in 
place during resident household’s tenancy and for no less than five (5) years after move-out. 

 
D. The waiting list and all related material must be kept in a secure location and access must be available 

only for authorized personnel.  This will protect the confidentiality of this material. 
 
 

13. Occupancy Size Standards 

Ravinia Housing will follow occupancy standards that take into account the size and number of bedrooms 
needed based on the number of people in the household as well as any possible live-in aides.  The occupancy 
standards comply with the following:  
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A. Federal, State, and local fair housing and civil rights laws.  
B. Resident-landlord laws.  
C. Zoning restrictions.  
D. HUD’s Equal Opportunity and nondiscrimination requirements under HUD's administrative procedures. 

Occupancy Standards  

3 Bedrooms 3-6 Persons  
4 Bedrooms 4-8 Persons  

               
Ravinia Housing will compare household composition to occupancy standards when there is a change in 
resident household size.  This comparison is done to determine whether the household needs to transfer to 
another unit.  If an appropriate size unit becomes available in the building, the resident household will be 
required to move. 
 
If the resident household refuses to move to the correct size unit, the household may stay in the current unit 
and pay the market rent.  Ravinia Housing will not evict the resident household for refusing to move but will 
evict the household if it fails to pay the market rent in accordance with the lease.  If no appropriate size unit 
exists, the household may remain in the current unit with continuation of the rental subsidy. 

Live-in Aides 

Residents or perspective residents requiring the assistance of a live-in aide will be required to have verification 
from their physician to confirm the need.  If the household size, with the addition of the live-in aide, is greater 
than the size permitted by occupancy standards and if the building has an appropriate size unit, the resident 
household will be placed on a transfer list for a larger apartment.    

Ravinia Housing will screen the live-in aide prior to allowing him/her to move into the unit.    Live-in aides will 
be screened for drug abuse and other criminal activity.  In addition, Ravinia Housing will apply any other 
owner-established applicant household screening criteria to new household members in order to establish 
suitability for tenancy, including landlord reference checks.   Ravinia Housing’s screening criteria will apply to 
live-in aides, except for ability to pay rent in a timely manner, because live-in aides are not responsible for 
rental payments. 

 
Live-in aides are bound by house rules.  The live-in aide is not considered part of the resident household or a 
participant of the lease and will not be permitted to remain in the unit after the resident for whom the aide is 
providing care either permanently vacates or leaves the building for more than 15 days.   
 

14.  Transfer Policies 
 

Ravinia Housing permits unit transfers only due to changes in household size or composition, medical reasons 
or to accommodate a person with a disability (reasonable accommodations). In-house transfers that are 
approved are given priority for an available unit over persons on the Ravinia Housing waiting list.  The project 
maintains a Transfer Waiting List and all requests for transfers must be made in writing to the Manager.  
Requests for transfers will be made on a “first come – first serve” basis (the order in which the household’s 
written request for transfer was either received in the management office (family size or composition) or 
approved for placement on the Transfer Waiting List (medical or reasonable accommodation).   
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The following are conditions for which transfers will be considered at Ravinia Housing: 
 
A. Transfer request for medical reasons and reasonable accommodations will require 3rd party verification of 

need from the appropriate professional before the transfer can be approved and placed on the Transfer 
Waiting List. 

 
B. If a household’s composition changes and there is an appropriate sized unit in the building, the household 

will be placed on an in-house transfer waiting list and required to move when an apartment becomes 
available. 

 
C. If the resident household is occupying a unit that is larger than needed and there is no demand for that 

larger unit, the  household will not be required to relocate to a smaller unit until there is a demand for that 
size unit.  
 

Transfers will be given in the following order: 
    A.     A resident requiring reasonable accommodations or due to a medical condition 
    B.    A resident household requiring transfer due to change in household size. 
 
Ravinia Housing will cover the routine turnover cost for apartment preparation (i.e. painting, carpet 
cleaning/replacement), unless there are resident damages that occurred beyond “normal wear and tear”.  If 
that is the case, the resident is required to cover repair of those damages.     

 
15.    Records Management 

 
Ravinia Housing will ensure that: 
 

• any criminal record received from a tenant screening or law enforcement agency is maintained 
confidentially and not misused or improperly disseminated.  

 
• any EIV verification information is maintained confidentially and not misused or improperly 

disseminated. Records will be destroyed in accordance with HUD guidelines.   
 

• any information gathered under VAWA is maintained confidentially and not misused or improperly 
disseminated.  
 
 

16.    Pets 
 

Persons with verified disabilities are permitted to have service animals.  
 
 
17.    Business Relationship  
 
         The relationship between a landlord and an applicant/resident is a business relationship.  A courteous and 

businesslike attitude is required by both parties.  We reserve the right to refuse rental to anyone who is abusive, 
swears, is disrespectful, makes threats, makes discriminatory comments, appears to have been drinking or 
taking drugs, is argumentative or in general displays an attitude at the time of the unit showing and or during the 
interview process that causes management to believe we would not have a positive business relationship. 
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Highland Park Housing For Office Use Only: Mgr Init _______

Date/Time Rec'd: ___________________________
400 Central Avenue Wait List
Highland Park, IL  60035 Phn # change
Phone:  (847) 433-7694 Change notes:

  
Managed By:  Evergreen Real Estate Services LLC,   Chicago IL  11/7/2013

Please complete all 6 pages of this application.  Incomplete applications will be returned.  An application does
NOT guarantee housing.

  (Head of Household) 
Last First M.I.

    Present Address:
Street City/State Zip Code

Applicant Home Phone #: Cell/Work #: 

Apartment Type:  (Circle the unit size requested)    Studio    1 Bdrm     2 Bdrm      3 Bdrm      4 Bdrm                                                                          

1.   Household Composition:  Complete the following information for each household member who                                                                             
       will occupy the apartment at the time of move- in.

Social Relation to Sex Race
Security # Head of House M/F* (Optional) Y/N School

(Race is used only for statistical purposes, not to determine eligibility) *optional
Proof of Age  & citizenship status will be required.  Acceptable verifications include:  Copy of Birth Certificate, 
valid state drivers license or State ID Card.  Social Security card copies are required for all applicants.

2.  Occupancy and Eligibility:

____ Yes ____ No Will any of the above people live anywhere else except the unit for which you are applying?
If yes, Who and Why? ________________________________________

____ Yes ____ No Will anyone else live in the apartment on either a full-time or part-time basis?
If yes, Who and Why? 

____ Yes ____ No Do you expect any of the above to change in the next 12 months?  Why?

____ Yes ____ No Have any of the above used names or a social security number other than the names and 
numbers listed above?  If YES, please explain.

continued  page 1

Birthdate
FT or PT Student?

HEAD

        Applicant Name:

Full Name
(Last Name, First Name, M.I.)
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____ Yes ____ No Is the Head or Co-Head of Household at least 62 years of age or older OR 18 years 
of age with a verified disability?  

____ Yes ____ No Would anyone in your household benefit from a special needs unit or need a    
"reasonable accommodation"? (for mobility, vision, hearing, other)

____ Yes ____ No Is any member of the household a full- or part-time student at an institution of higher
education?   WHO? ____________________  Where? ___________________
If YES, verification will be required to determine eligibility for Sec. 8 subsidy.

____ Yes ____ No Does any member receive financial assistance through loans, grants or
scholarships?   If YES, verification will be requird to determine eligibility for Sec.8 subsidy. 

3.  General Information:  Check either YES or NO to each question.)

____ Yes ____ No a) Applicants for RAVINIA Housing are eligible for a preference if they have been 
displaced due to a presidentially declared disaster or due to government action.   
If you qualify for one of these preferences, please check YES.  It will be verified
 at time of consideration or interview for a unit. 

____ Yes ____ No b) Has ANY member of the household 13 or older been arrested or has a record of
conviction, adjudication other than acquittal; OR is or was under home-monitoring to a
felony or misdemeanor in ANY state for acts other than a minor traffic violation?  If Yes,
please explain (List who, record, dates of incarceration, years of monitoring, State)
Attach a separate page for these explanations.

____ Yes ____ No c) Is any member of the household listed on the sex offender registry? Please list ALL
states in which household members 18 and over have lived in since 1996: 

____ Yes ____ No d) Has any member of your household been evicted, or,  involuntarily removed from any
    apartment, including subsidized housing, in the last 5 years for any reason?  
    If "YES", please explain (List name, reason)::

____ Yes ____ No e) Has any member of the household had a pattern of behavior due to alcohol 
abuse that affects the rights of others?

____ Yes ____ No f) Does any member of the household use, sell, store, buy or manufacture illegal drugs?
____ Yes ____ No g) Has any member of your household ever been convicted of the use or

    the illegal distribution or manufacture of an illegal drug or other illegal
    controlled substance?  If "YES", please explain:

____ Yes ____ No h) Have you ever filed for bankruptcy?  If Yes, please list the year and explain why.

____ Yes ____ No i) Are you currently living in subsidized or Section 8 housing?
____ Yes ____ No j) Do you understand that you may not collect subsidy at 2 locations at the same time?

NOTE: You must be completely moved out of your current unit, return the keys & complete 
the move-out inspection prior to receiving subsidy at this property. Management will request
a copy of the move-out inspection at lease signing. 2
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____ Yes ____ No k)  Have you ever failed to cooperate with the leasing process, the recertification process, or
violated the lease or house rules in previous conventional or subsidized housing?

____ Yes ____ No l)  Was your housing or housing assistance ever terminated, or in the process of being 
terminated for suspected fraud?  
If YES, WHEN and at WHAT property? _________________________________

4. Current Job:  List Job information for all adult members of household (full- or part-time jobs, cash jobs)

a) Employer: Hours per week worked:

  Address:

  Phone: Contact Name:

  Household Member Employed:

b) Employer: Hours per week worked:

  Address:

  Phone: Contact Name:

  Household Member Employed:

5. Vehicle Identification: a) License #:    State Issued: ___________

    Make/Model/Year:

b) License #:            State Issued: _______________
    Make/Model/Year:

6. Landlord References:  List the last 5 years of where you have lived, even if with family.
Landlord is the person/company to whom you pay rent or the company for a mortgage.

a) Current Landlord's Name:

Landlord's Address, city, zip:

     Current Landlord's Phone: Rent: $

     Dates you lived there:  From: To:
     Name(s) on Lease:

     Is the Landlord a relative?

     Why do you want to relocate?

Are you being evicted or have you, family or guests caused damages to the unit?  ___________

b) Previous Landlord's Name:

Landlord's Address, city, zip:

     Landlord's Phone: Rent:$
     Dates you lived there:  From: To:
     Was the Landlord a relative?  
     Why did you relocate? 
Were you evicted or had you, family or guests caused damages to the unit?  ________ 3

                                               Attach additional sheets, as necessary.

If "YES", relationship?

If "YES", relationship?
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c) Previous Landlord's Name:

Landlord's Address, city, zip:

     Landlord's Phone: Rent: $

     Dates you lived there:  From: To:
     Was the Landlord a relative?  
     Why did you relocate? 

      Attach additional pages, if necessary to cover last 5 years.

7.  Household Income, Assets and Liabilities Attach additional sheets if necessary.
      a) INCOME:  (List all income received by any person who will reside in the apartment such as FT/PT jobs,

seasonal jobs, social security, SSI, disability, AFDC, cash for jobs, money gifts, child support, alimony, 
Veterans' or RR benefits, unemployment, pensions, worker's compensation, self-employment, military, e

  Source of Amount of Frequency of
Name Income       Income             Income

      b) ASSETS:  (List all assets such as checking, savings, CD's trusts, IRA's, 401K, Keogh Account,
retirement, land, house, stocks, bonds, mutual funds, treasury bills, mortgage or deed of trust,
surrender value of life insurance policy)

Type of Asset/Held Where Cash Value
Name

      c)   Has any  member of the house disposed of any asset (savings, CDs, homes, cash) in the last 2 year  
           for less than fair markert value? ___ YES     ____ NO

              If YES, who? _______________________________    Amount: $________________

page 4

Family Member 

Family Member 

If "YES", relationship?
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     d) LIABILITIES (Bills You Owe):  Please list any monthly financial bills, including all credit accounts,
(i.e. car/cycle  payments, personal loans, credit cards, car insurance, cell phone payments, hair/nails, 
internet  and/or cable TV payments, landline phone bills, student loans, etc.)

Lender: Amount Owed Monthly Payment

8.  Allowances and Deductions (if applicable)

If the Head of Household, spouse or co-head is 62 years or older, handicapped or disabled, the
household is eligible for the "Elderly Household" benefits.  Does your household fit this
qualification?  YES ______   NO ______

Do you or any members of your household have the followin Medicare Part D?  ___ Yes   ___ No
     Medicare:   ___ Yes   ___ No Other Health Insurance:  ___ Yes   ___ No
     Medicaid:   ___ Yes   ___ No Dental Insurance:   ___ Yes   ___ No

Do you pay childcare for a dependent household member 12 and under?YES ______   NO ______ 
If Yes, How much do you pay annually? $ _______________   To Whom: _______________________ 

9.  Emergency Contact:  (List someone not living in household.)

         Address, city, zip:
Phone: Work Phone
Alt. Phone: 

         Address, city, zip:
Phone: Work Phone

Alt. Phone: 

10.  How did you hear about this property? _______________________________________

Selection Criteria: Applicants must meet program guidelines which include, but are not limited to:

1)  Applicant households must be program eligible at the property for which the household is being considered.
2)  Verification will be conducted including landlord, income, assets, disability, credit, criminal, sexual predator
      and eviction.

Rejection Criteria: Applicants may be rejected for reasons which include, but are not limited to:
1)  Inappropriate family size for the unit or income that exceeds program regulations for maximum income
2)  Credit, criminal, evictions or landlord checks that do not meet screening criteria approved by the property.
3)  Application process is not completed, or lack of cooperationwith the process, or false information provided
4)  Applicant does not meet the Student Rule, as defined by HUD
For further information, applicants may request to see a copy of the Tenant Selection Plan. page 5

Relationship:

Relationship:

1st Contact Names:

2nd  Contact Name:
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I understand that management is relying on this information to prove my household's eligibility for a program
of the U.S. Department of Housing and Urban Development (HUD).  I certify that all information & answers to 
the above questions are true and complete to the best of my knowledge .  I consent to release the necessary
information to determine my eligibility.  I understand that providing false information or making false statements
may be grounds for denial of my application.  I also understand that such action may result in criminal
penalties and fines up to $10,000. I understand that Management will verify my subsidy status and
income thru the Enterprise Income Verification (EIV) System through HUD.

I authorize my consent to have management verify the information contained in this application for 
purposes of proving my eligibility and suitability for occupancy.  I will provide all necessary information and expedite 
this process in any way possible.  I understand that my occupancy is contingent on meeting management's resident  
selection criteria  and the requirements of a program of the U.S. Department of Housing and Urban Development
(HUD).

In compliance with the FAIR CREDIT REPORTING ACT this notice is to inform you that the processing of this
application includes but is not limited to naming any inquiries deemed necessary to verify the accuracy of 
the information herein, including procuring consumer reports from consumer credit reporting agencies, obtaining
credit information from other credit institution, as well as conducting criminal, eviction and landlord checks.

I hereby grant this property and Evergreen Real Estate Services, LLC the right to process this application 
for the purpose of obtaining a Rental/Lease Agreement with this property.  Additionally, I authorize all 
corporations, companies, law enforcement agencies, academic institutions, and current and former employers 
to release information that they may have about me and release them from my liability and responsibility from 
doing so.  A photographic or faxed copy of this authorization shall be as valid as the original.

ALL ADULT household members 18 years of age and older must sign below:

     We encourage and support the nation's

Signature Date      affirmative housing program in which 

     there are no barriers to obtaining

Signature Date      housing because of race, color religion,

     sex, national origin, handicap or familial 

Signature Date

Signature Date
Section 504 Coordinator:
Ms. Cheryl A. Warren 

RETURN APPLICATION TO LEASING DEPARTMENT AT: Director of Regulatory Compliance
MANAGER, Management Office Evergreen Real Estate Services, LLC

HIGHLAND PARK HOUSING 566 West Lake St.  Suite 400

400 CENTRAL AVENUE Chicago, IL  60611

HIGHLAND PARK, IL  60035 6

Name: _______________________________________________   SS #: ___________________________

For assistance in completing application, please call the Manager at (847) 433-7694

SIGNATURE CLAUSE:

Name: _______________________________________________   SS #: ___________________________

     status.
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                                                                                             Adopted: August 4, 2010; Revised November 2, 2013 

Highland Park Housing Complaint and Grievance Resolution 

 Procedures for Residents and Management 

 

 

In accordance with the mission of the City of Highland Park municipal government, the Housing 

Commission is committed to providing the residents of Frank B. Peers, Walnut Place and 

Ravinia Housing with excellent services delivered with the highest degree of fairness and equity.  

To accomplish these goals, the Housing Commission contracts with a private property 

management firm to manage these housing developments.  The guidelines and procedures that 

follow outline: 

1. the process for residents to make requests and complaints and  

2. the process for management to enforce lease compliance. 

 
 

Below is the contact information for the staff who are mentioned in the procedures that follow. 

 

Contact List: 

 

Building Manager: 

 Heidi Martin.  

Highland Park Housing 

400 Central Street 

Highland Park, IL  60035 

  Phone:  (847) 433-7694 

 

Senior Vice President of Property Management, Evergreen Real Estate Services 

Polly Kuehl 

Evergreen Real Estate Services 

566 West Lake Street, Suite 400 

Chicago, IL  60661-3220 

 Phone: (312) 382-3228 

 

City of Highland Park, Housing Planner  

Mary Smith 

City of Highland Park 

1150 Half Day Road 

Highland Park, IL  60035 

 Phone: (847) 926-1852 

 

 

 

 

Residents are not entitled to a grievance hearing for any allegations of criminal and/or drug-

related activity by residents, household members, guests, or other people under the 

resident’s control.   
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1.  Procedures for Resident Requests and Complaints: 

 

Residents with repair requests, questions, or concerns should first contact the management office 

at (847) 433-7694 to either schedule the repair or to discuss any problems.  The management 

office is located at 400 Central Avenue in the Peers Building. 

 

Emergency Repairs - An emergency repair request should be called into the management 

office, and staff will address it immediately. Please refer to the contact list at the beginning.  If 

the office is closed, the resident message will be forwarded to the on-call maintenance person for 

response.   

 

Routine Repairs - A routine repair request also should be made to the management office and 

the repair will be addressed either the same business day or an appointment will be scheduled by 

the management for a time convenient to the resident.  If a repair is not adequately addressed, the 

resident may choose to initiate a complaint (see below). 

 

Complaint and Grievance Process 
 

Step #1 - Residents with complaints should either call or come to the management office to 

discuss the complaint with the Building Manager.  Please see the contact list on the first page.  

While the goal is to maintain an “open-door” policy, the Building Manager may schedule a 

specific appointment that is convenient for both parties.  It is hoped that most complaints can be 

addressed to the satisfaction of both parties through this method.  If the resident, however, 

considers the Building Manager’s proposed resolution unsatisfactory or for any reason feels that 

he/she is being treated unfairly, the resident should proceed to Step #2 below. 

 

Step #2 - If the resident wants to appeal the Building Manager’s decision, the resident should call 

or write to the Property Supervisor.  The management company’s contact information also is 

posted on the management office door and in the resident handbook.   

 

If the resident has appealed in writing, then the Property Supervisor will contact the resident via 

telephone within 2 business days after receiving the letter.  If the resident cannot be contacted by 

phone, the Property Supervisor will respond in writing to schedule a meeting in order to discuss 

the resident’s concern.  Following the telephone conversation or meeting with the resident, the 

Property Supervisor will investigate the complaint and provide a written response to the resident.  

 

Step #3 – If the resident wants to appeal the decision made by the Property Supervisor, the 

resident should contact the Senior Vice President of Property Management to either discuss the 

complaint by telephone or schedule a meeting.  The Senior Vice President of Property 

It should be noted that a resident’s decision to appeal the Building Manager’s decision will 

not result in retribution of any kind.  Should the resident feel that retribution is occurring, the 

resident should contact immediately the Senior Vice President of Property Management for 

Evergreen Real Estate Services.   
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At all times, the resident retains the right to contact the regulatory agency that is connected to 

the specific housing development.  In the case of Frank B. Peers and Walnut Place, the 

regulatory agency is the Illinois Housing Development Authority. In the case of Ravinia 

Housing, the regulatory agency is the U.S. Department of Housing and Urban Development 

(Contract Administrator for HUD is Georgia HAP Administrators).  The contact information 

for each of these regulatory agencies is listed below: 

 

Frank B. Peers and   Illinois Housing Development Authority 

Walnut Place:    Attn:  Asset Manager 

401 North Michigan Avenue 

Chicago, IL  60611 

(312) 836-5200 

 

Ravinia Housing:  Georgia HAP Administrators 

Illinois Field Office 

8608 W. Catalpa Avenue, Suite 801 

Chicago, IL  60656 

(773) 304-0431 

Management will investigate the complaint and provide a written response to the resident.  The 

written response is the property management company’s final decision. 

 

Step #4 - If the resident wants to appeal the management company’s final decision, the resident 

should summarize, in writing, the concern and why the resident disagrees with management’s 

decision.  This document should be sent to the Senior Vice President of Property Management to 

the address listed on the first page.  Management will forward the letter to the Housing 

Commission along with management’s summary of events and actions taken related to the 

resident’s issue or concern.  Should the Housing Commission have additional questions, the 

resident may be contacted directly.  There will be an internal review conducted either by a 

Housing Commission sub-committee or the Housing Commission as a whole.  The resident will 

receive a written response from the Housing Commission. 

 

Any decision made by the Housing Commission is final.  This decision, however, does not 

constitute a waiver of or eliminate any rights that the resident may have in judicial proceedings. 
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2.  Procedures for Resident Lease Compliance:  

 

When residents do not abide by the lease requirements or the House Rules provided to the 

resident at the time of move-in, the management company will address these issues with the 

residents through the process indicated below in the hope that a quick resolution can be achieved.  

These issues can range, for example, from not maintaining the apartment in “decent, safe and 

sanitary conditions,” interfering with the peaceful and quiet enjoyment of other residents to non-

payment of rent or lack of cooperation with the certification process as the lease and House 

Rules require.   

 

If management is concerned that the resident may have an emergency that would prevent the 

resident from making sound decisions or that the resident is placing himself/herself, the building, 

or other occupants in jeopardy, management may contact the resident’s emergency contacts and 

such other people as permitted by law. 

 

 

Description of Termination of Lease/Eviction Process: 

 

The overall goal is to address lease violations directly with the resident and to arrive at a 

mutually agreeable solution.  However, if a resident does not respond or the lease violation 

continues, more formal methods will be implemented, up to and including eviction from the 

property.   

 

Non-payment of rent is a lease violation, and without a payment plan in place and current, 

management will be forced to terminate the lease.  If this occurs, the resident will receive a 

Termination of Lease notice giving a specific number of days to pay the amount owed or to 

vacate the apartment.  If the resident does not comply within the time period specified or does 

not vacate the unit, management will contact its attorney and proceed with eviction as permitted 

by law.   

 

Residents who have a first time minor violation of the lease for other than non-payment of rent 

will receive a Lease Violation letter documenting the incident(s) that occurred.  This initial letter 

will indicate that although termination of lease will not occur at this time, future violations could 

result in termination of lease.  The resident is encouraged to meet with management to discuss 

the violation and to ensure that future violations do not occur.  It should be noted that with lease 

violations involving drugs and/or criminal activity management will proceed directly to 

terminate the lease without issuing lease violation letters to the resident, and management will 

issue a notice of termination of lease that will not include grievance procedures.   

   

Subsequent to the delivery of a lease violation letter, if further violations occur that are either 

material or repeated minor violations, management may terminate the lease in accordance with 

law.  At that time, the resident will receive a 10-day Notice of Termination from management’s 

Residents are not entitled to a grievance hearing for any allegations of criminal and/or drug-

related activity by residents, household members, guests, or other people under the resident’s 

control.   
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attorney.  During that 10-day period, the resident will be given an opportunity to contact 

management and resolve the issue or to vacate the unit.  If management determines that the 

violations have not been adequately addressed during the 10-day period, and/or the resident did 

not vacate the unit, then management may instruct its attorney to proceed with the eviction 

process.  Should the lease violation result in a court ordered eviction, the household would not be 

eligible to move into other Section 8 housing, as per HUD regulations. 

 

Management will inform the Housing Commission’s staff regarding the lease violation(s) prior 

to proceeding with eviction of a resident.  If eviction proceedings are initiated, the resident is 

advised to seek legal counsel for representation.  If the resident wishes to appeal the eviction 

decision, then the resident or resident’s attorney should contact management’s attorney.  The 

resident will need to contact the Senior Vice President for Property Management in order to 

obtain contact information to reach management’s attorney.  Once contacted, management’s 

attorney will then advise management and the Housing Commission of the resident’s requests.  

At this time, the Housing Commission would decide either to continue to communicate through 

management’s attorney or to inform management to return to more direct communication with 

the resident.    

 

Conclusion: 

 

While the intent of this document is to formally outline the steps that are available to residents 

and management to resolve disputes, the goal is to address concerns to the satisfaction of the 

resident, management, and the Housing Commission through the most informal and constructive 

methods.  It is to the benefit of both residents and management to promote quality and 

responsive communication. 

 

Up-Dated 11/7/2013 
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CITY OF HIGHLAND PARK 
DEPARTMENT OF COMMUNITY DEVELOPMENT 

1150 HALF DAY ROAD 
HIGHLAND PARK, ILLINOIS 60035 

(847) 432-0867 
 

 

MEMORANDUM  
 
To: Housing Commissioners 
 
From: Mary Cele Smith, Housing Planner 
  
Date: May 23, 2014 
 
SUBJECT:  Consideration of Banking Resolutions 
 
The purpose of the attached Banking Resolutions from First Bank of Highland Park and Lake 
Forest Bank (Highland Park Bank) is to change signatories in order to add Housing Chair David 
Meek and to delete any former Housing Chairs.  There will be three signatories for each of the 
accounts:  Chair David Meek, Vice Chair Katie Naftzger, and Senior Planner Lee Smith.  Two 
signatures are required for checks over $500.00. 
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