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UNIT ASSIGNMENT PROCEDURES

Applications

The major role of the Occupancy Department is to screen each applicant

prior to placement on the waiting list for conventional housing and submit referrals to the Housing Operations Department.  Screening shall take place for all applicants who submit an application for housing assistance.  Proper documentation will be completed by the Occupancy Department to determine eligibility.  Included with the screening process Occupancy will perform pre-occupancy classes to all applicants considered eligible.  Eligible applicants will be placed on one waiting list; however, tiers will be developed within the waiting list depending on the applicant’s local preference. Referrals will be processed in accordance with the LMHA Application and Occupancy Policy and the Jaimes Court Decision.    

Preference System

Preferences are used to establish the order of placement on the waiting list.  Every applicant must meet the resident selection criteria before being offered a unit.  Please review the LMHA preference system located in the Admissions and Continued Occupancy Policy.

Selection of Applicants

The Housing Placement Coordinator is responsible for facilitating the referral process.  All eligible applicants are on a waiting list maintained in the computer system.  The Housing Placement Coordinator will use the waiting list to determine the next eligible applicant for housing placement.  Each day the daily report of vacancies is reviewed to determine which units are available for rent. By matching unit and eligible applicants, it is possible that families lower on the waiting list will receive the offer ahead of those with an earlier date and time of application.  

Utility Verification

The Housing Placement Coordinator and the Housing Operations Department Staff coordinate efforts to determine if prospective residents can obtain utility service, if they are required to pay for such service at the referred development. The Housing Manager/Management Aide will handle utility verifications for transferring residents.

Referral Made

The Housing Placement Coordinator will submit a referral to the Housing Operations Department’s management office after verifying the household is eligible for housing.  The Housing Placement Coordinator will forward the referral to the Housing Manager/Management Aide on the same business day as identified for placement via inter-office mail or fax and will make the appropriate entries in the computer system.

Applicant Contact / Unit Acceptance

Upon receipt of the referral, immediate contact with the applicant is to be made by the  Housing Manager/Management Aide to schedule a time and day to show a vacant unit. The applicant shall be offered two unit choices (each from a different geographic location).  Once the applicant accepts a unit, the Housing Manager/Management Aide will inform the Housing Placement Coordinator within one business day and update the computer system waiting list accordingly. All monies collected at this point shall be sent to the Finance Department to be held in the safe until the move-in paperwork and computer work is complete. The Housing Placement Coordinator shall ensure the application folder is sent to the management office within five business days of unit move-in.

Refusing the Offer of a Unit

When an applicant refuses the offer of a unit, the Housing Manager /Management Aide will document the referral form and update the computer system waiting list.  The initial Housing Manager/Management Aide will make an inquiry if the applicant is interested in another development that has a vacancy, based upon the availability list.  If the applicant is interested in another unit that is not within the initial Housing Manager'/Management Aide’s portfolio, the applicant will be referred to the Housing Manager/Management Aide to begin the process of showing the available unit. An e-mail message is to be sent to both the management office and the Housing Placement Coordinator. The refused referral must be sent back to the Housing Placement Coordinator immediately. 

If the applicant refuses the second offer, without good cause, the Housing Placement Coordinator shall inform the applicant in writing that their application will be withdrawn.   

Resident Move-In

Prior to the applicant signing the lease and taking possession of a unit the move-in inspection is to be conducted by the Housing Manager/Management Aide with the applicant present. The applicant and Housing Manager/Management Aide shall identify any unit deficiencies on the inspection form, and sign and date the form.  A copy of the completed inspection form is to be given to the resident and a copy placed in the resident file.

During the move-in orientation all monies due will be collected from the new resident including the security deposit.  Keys and/or fobs, or keycards, will be issued for the unit and general entry doors of the building, after the lease and house rules are signed.

All paperwork generated as a part of the move-in including the signed lease, house rules, computer generated 50058, etc. are to be filed on the right side of the resident folder and maintained in the management office by the Housing Manager/Management Aide along with the original application paperwork generated by Occupancy. The move-in statement and money order or check for monies due are to be forwarded to the Accounting Department immediately for processing.

90-Day Inspections

The Housing Manager/Management Aide will complete an inspection of the unit 90 days after move-in.  The purpose of the inspection is to check to determine how the resident is caring for the unit as well as to answer any questions the new resident may have concerning the unit or the development.

If deficiencies are noted during the inspection, the Housing Manager/Management Aide will phone work orders in.  Lease violations will also be documented and follow-up measures will be implemented, if deemed necessary by the Housing Manager/Management Aide.

Resident Move-Out
Upon receipt of a written or verbal intent to vacate from a resident, the Housing Manager/Management Aide will ask that the vacating resident complete a Move-out Survey to include their forwarding address. The completed form is then sent to the Director of Housing Operations for circulation to the appropriate department(s).  Information obtained on the move-out survey is utilized to improve LMHA services and housing stock.

The vacating resident shall be given a copy of LMHA’s Move-out Instructions by the Housing Manager/Management Aide and the Housing Manager/Management Aide will mail an acknowledgement letter confirming the intent to vacate has been received.  A copy of the acknowledgement letter is to be placed in the resident folder on the left-hand side by the Housing Manager/Management Aide promptly upon receipt.

Upon receipt of the keys to the unit from the vacating resident, or taking possession of a unit, the Housing Manager/Management Aide will enter the necessary information into the Low Income Public Housing (LIPH) Module of the computer system.  

The Housing Manager/Management Aide shall perform the move-out inspection, whenever possible, on the same day as keys are received from the vacating resident. A work order shall be phoned into LMHA Dispatch (419-259-9470) to have the locks changed. The move-out inspection is to be conducted immediately by the Housing Manager/Management Aide and the vacating resident.   Photographs are to be taken, when necessary, to justify the vacate charges. Vacate charges are to be sent to the Accounting Department within five business days from the vacate date to ensure the security deposit letter/refund is sent to the vacated resident within thirty days from vacate date.

Completion of the Housing Cycle
The Management Secretary/Housing Operations will mail on a monthly basis the “New Resident Satisfaction Survey to all residents who moved in during the prior month.  A postage paid return envelope will also be provided for return of the survey to the Director of Housing Operations.  The original of the returned survey will remain on file with the Management Secretary/Housing Operations for future planning needs and reference.  The survey is also circulated to the appropriate departments once returned.

15-DAY NOTICE TO VACATE LMHA PROPERTY
Date:  





Dear Housing Manager/Management Aide or Department Head:


I/We, 





, plan to vacate from my/our current 

address of 






 on 


.


My forwarding address is:







Remember, security deposits cannot be refunded in full or in part without current forwarding address information.  Please give this information to your management office.  The condition you leave your apartment in can impact any future references you authorize LMHA to give to prospective landlords and will impact re-admission to any housing program administered this agency.

Thank you for your tenancy with LMHA.

Reason for moving  











Resident Signature (Head of Household or Other Adult)

Resident Current Address
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LMHA MOVE-OUT SURVEY

In an effort to provide more efficient services to our valued residents, we ask that you take a moment to complete the following questionnaire.

Reasons for moving:
(  Purchased home on the open market.
(  Moved to another subsidized

      housing provider.


(  Purchased home from LMHA.

(  Other:  





(  Moved to private housing.


(  Not satisfied with LMHA

     Housing.








      Why?  




Services/Programs utilized while an LMHA resident:

(  Youth sports / programs.


(  Community Policing / Security.


(  Social / Family Support Case Manager.
(  Pest control.


(  Small Business Dev. / GED classes.
(  Domestic Violence Program.


(  Senior Service Representative.

(  Resident Council.


(  Maintenance.



(  Grievance Panel.


(  Modernization Relocation.

(  Annual Recertification.


(  Interim Recertification.


(  Repayment Agreement through


(  Resident Patrol.



      Manager.


(  Resident Newsletter.

Were you satisfied with the services provided from the following departments? 
Management Office

(  Yes

(  No

(  Service not provided

Maintenance Department
(  Yes

(  No

(  Service not provided

Accounting Department
(  Yes

(  No

(  Service not provided

Occupancy Department
(  Yes

(  No

(  Service not provided

Resident Services Dept.
(  Yes

(  No

(  Service not provided

Recertification Technician
(  Yes

(  No

(  Service not provided

Central Office


(  Yes

(  No

(  Service not provided

Of the services utilized by you or your family, which services were you the most pleased with and why:  

























































What services did you utilize which you felt could be improved and why?



























(over)

Overall, how would you suggest LMHA improve its services or programs?















Comments:
























Name (optional):








Forwarding address:






    Phone:


Thank you for taking the time to fill out this questionnaire.

Sincerely,

Amy Finkbeiner

Director of Housing Operations

* Please forward to Amy Finkbeiner, Director of Housing Operations

   435 Nebraska

   Toledo, OH  43602

   Phone:  419-259-9520

Form #HO-62
2/03
HO Form #99

[image: image1.png]



LUCAS METROPOLITAN HOUSING AUTHORITY

GENERAL CLEANING REQUIREMENTS – VACATING RESIDENTS

When an apartment is vacated, an inspection will be made with the Housing Manager or designee.  The results of this inspection will be to complete the security deposit refund process.

Remember, security deposits cannot be refunded in full or in part without current forwarding address information.  Please give this information to your management office.  The condition you leave your apartment in can impact any future references you authorize LMHA to give to prospective landlords and will impact re-admission to any housing program administered this agency.

Thank you for your tenancy with LMHA.

Please make sure all locks, including windows, are secure.  Turn heat down to (65) degrees during the heating season.

Arrangements for a move out inspection should be made during office hours at least one business day in advance.

Cleaning not done to the satisfaction of LMHA requirements will be billed to your account based on the maintenance charge list.  Transferring residents will be expected to pay these charges upon receipt of LMHA’s billing statement.

GENERAL CLEANING

· Spot wash walls and doors as

necessary throughout apartment.

· Sweep and mop all floors including

the garage and basement.  NOTE:  If

carpet has been taped down or

rubber-back laid in place, all tape

and residue is to be removed.

· Wipe off heat registers, door jams,

baseboard and trim.

· Wash all windows, interior; wash

exterior windows on those

accessible.  Vacuum tracks and

remove any mildew or other residue

and clean screens.

· Remove all nails, picture hangers,

posters, and stickers from the walls,

doors, and etc.  Do not fill small

holes made in the wall by nails, etc.

· All possessions and garbage are to be

removed from the apartment, garage,

and yard.  Charges will be assessed

in accordance with the amount and

size of belongings left behind.

· Turn in all keys to the apartment to the Housing Manager.  Please remember, you will be charged rent until the keys are received by management.

· Vacuum all carpet and spot clean

stains.

KITCHEN

· Remove stove top burner drip pans

and clean, also under drip pans.

Leave no residue.

· Clean oven thoroughly, leaving no

burned spots or residue from oven

cleaner.  Clean both sides of the oven

racks.  Make sure broiler pan is in

oven drawer, and is clean.

· Clean and degrease range hood.

Remove exhaust filter and clean.

· Defrost, clean and wipe dry

refrigerator/freezer.  Clean all bins

and racks.  Make sure ice cube trays

are in freezer.  Do not use sharp

instruments to remove ice if the

refrigerator is not self-defrosting.

Leave door propped open to

eliminate odors.  Appliances are to

remain plugged in and in operable

condition.

· Clean all stains off sink and counter.  Place drain baskets in sink.

· Wipe out cupboards and drawers with damp cloth.

· Wipe sides of appliances and cabinets.

· Clean floor including under the range and refrigerator.

· Wash walls if greasy, dirty, or marked.

BATHROOM

· Deodorize and disinfect toilet bowl

and seat.

· Clean floor, scrub around base of

toilet.

· Lift stoppers in the sink and tub

drain, remove dirt and hair.

Disinfect with bleach.

· Wipe out medicine cabinet including

shelves and clean exterior.

· Toilet paper holder and towel bars

are to be intact.

· Scrub, scour, and delime bathtub,

shower and tile area.  Remove any

mildew accumulated in this area.

· Wash walls, floor and baseboard if

needed.

SHELVES AND CLOSETS

· Wipe all shelving with damp cloth.

· Wipe off closet doors.

· Vacuum or otherwise clean door tracks.

· Remove all possessions.

FIXTURES AND COVER PLATES
· Clean all light and fixture globes and

shields.

· Wipe off light switch and outlet

cover plates.
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Date:  





Dear Resident:


This will acknowledge receipt of your notice of intent to vacate your apartment at 











 on or before






.


If you find that extended occupancy is necessary beyond the date listed above, please notify this office immediately.  In the event you are responsible for payment of utilities, please DO NOT disconnect the service.  Please ask that the service be read into the name of LMHA.  The utility companies may direct any questions regarding the utility service to the management office at 



.


Do not shut off or unplug the refrigerator or stove.


It is your responsibility to leave the apartment clean and secure.  A cleaning instruction sheet is enclosed.  When you are done moving, please secure all windows and doors.  The original set of keys should be immediately turned into the management office.  Rent will be charged until the keys are returned to the management office.
Please be sure you leave your forwarding address at the management office for your security deposit letter/refund.  The enclosed copy of this letter is to be returned to LMHA to ensure proper delivery of any monies that may be due.







Sincerely,







Housing Manager/Management Aide

FORWARDING ADDRESS

Enclosures

cc:
Resident file
LMHA INTERNAL USE ONLY
_________(date)

Columbia Gas of Ohio/Toledo Edison

To Whom It May Concern:


The Lucas Metropolitan Housing Authority has discussed with ________________________________________________ the possibility of leasing one of our units.  This utility will be the family's responsibility.  We are required to obtain verification that this utility can be placed in the above applicant's name.


_____
  Yes
      Remarks: __________________________________


_____   No         __________________________________________




      __________________________________________

____________ 
      __________________________________________

        Date
           
LMHA Representative


*************************************************************

I, ________________________________________, give this utility company permission to provide pertinent information (written/verbal) to Lucas Metropolitan Housing Authority concerning my being able to place this utility in my name.

____________         __________________________________________

       Date


  Applicant's signature

cc:  applicant's file

NEW RESIDENT SATISFACTION SURVEY

In an effort to better serve our residents, LMHA would like for you to complete the following survey.  A self-addressed envelope has been enclosed for your use in mailing this valuable information back to my office.

Move-In Date __________

Name:

(Optional)__________________________________

Address:
__________________________________________

Phone No.:
Home _____________
Work  ____________

Please check the appropriate answer:

___ Yes    ___ No
1.
Do you like your rental housing unit at LMHA?

If no, please explain. 















________________________________________________

___ Yes    ___ No
2.
Do you like the apartment neighborhood?  If no, please

explain:  

___ Yes   ___ No
3.
Are the apartment grounds/building kept clean to your

satisfaction?

___ Yes   ___ No
4.
Is the LMHA paperwork you receive explained to you by




the management office and in an understandable fashion?

If no, please explain.  














________________________________________________

___ Yes   ___ No
5.
Do you understand LMHA’s house rules and lease?  What,

if any questions, do you have?   












________________________________________________

________________________________________________

___ Yes   ___ No
6.
Do you understand the work order call-in procedures?

___ Yes   ___ No
7.
Are you satisfied with the quality of maintenance repairs? 

If no, please explain:  















___ Yes   ___ No
8.
What can LMHA do to improve our housing services?

___ Yes   ___ No
9.
What do you like about your apartment living at LMHA?

Comments:  ___________________________________________________________________


_____________________________________________________________________________













_____________________________________________________________________________












How would you rate the application technician’s communication with you during your application process?


  Excellent


  Good


  Poor


  Very Good


  Fair


  Not Applicable

How did you find out about housing offered by the Lucas Metropolitan Housing Authority?


  Former Resident


  Advertisement


  Recommended by a friend/family


  Other  


































Thank you,

Amy Finkbeiner

Director of Housing Operations

* Please return to Amy Finkbeiner’s Office

   435 Nebraska Avenue

   Toledo, OH  43602

   Phone:  419-259-9520
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