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Inn Homes Tenant Selection Policy & Procedures 
 
Our Inn Homes program purchases, renovates and maintains affordable rental housing throughout the city of Peabody and is targeted for lower income households. The program was made possible by funding received from the U.S. Department of Housing and Urban Development (HUD). We presently own five multi-family properties, providing a total of sixteen affordable rental apartments.  The tenants occupying our units must meet specified income guideline restrictions.  CAH uses a 50% income limit to determine eligibility in our Inn Homes program; 

* CAH uses HUD, 24CFR Part 5 income definition (annual gross combined income of each adult, age 18 years or over anticipated over the next 12 months).  The total household income in relation to household size is the determining factor for preliminary approval of an application.  
	Area Median Income
	Peabody, MA $90,200


	Household Size
	1 Person
	2 Person
	3 Person
	4 Person
	5 Person
	6 Person
	7 Person
	8 Person

	Low-income

50% AMI
	$46,300
	$52,950  
	$59,550
	$66,150
	$71,450
	$76,750 
	$82,050
	$87,350

	


Application Requirements:  

· Applicant, Co-Applicant, and/or household members age 18 years or over must submit a valid, photo identification such as a driver’s license, state identification card, military identification, or any other federally or state issued identification, 
· Applicant, Co-Applicant, and/or household members age 18 years or over must submit a valid social security card.
· A valid birth certificate must be submitted for each household minor.
· Applicant, Co-Applicant, and/or household members age 18 years or over who are including their employment income in this application must submit 8 weeks of consecutive pay stubs indicating date, name, gross pay, hours worked. (8 weekly paystubs or 4 bi-weekly paystubs)
· Applicant, Co-Applicant, and/or household members age 18 years or over who are including other sources of income in this application must submit the most recent statement, check stub or other documentation which can be used for verification purposes (i.e. public assistance DTA benefit statement, alimony or child support court documents, etc.).

· Applicant, Co-Applicant, and/or household members age 18 years or over who hold checking and/or savings accounts must submit copies of their two most recent bank issued account statements.
· If there is a housing subsidy, including Section 8, Peabody Housing Authority, PHA Mass Rental Voucher Program, NSCAP and Tenant Based Rental Assistance programs, please attach copy of the award.

· Applicant, Co-Applicant, and/or household members age 18 years or over must sign a separate CORI form authorizing a criminal background check.

· Applicant, Co-Applicant, and/or household members age 18 years or over must sign a HOME Eligibility Release Form authorizing CAH to process third party verifications for each item reported on the REA.
· The REA application must be signed and dated by the applicant, co-applicant and each household member age 18 years or over.

· If the REA application is submitted without the required documentation as stated above, it will not be accepted, and will be returned to the applicant.
Application Review & Tenant Screening:

1. Completed applications will be date and time stamped upon receipt.  

2. CAH will review the reported income and household size, as well as any anticipated changes reported to take place in the upcoming 12 months.  If the application meets HOME program/HUD income guidelines, the application will then receive preliminary approval for program participation.  If the guidelines are not met, the application will be denied and returned to the applicant with a statement explaining our reasons for denying the application.
3. For applications that have received preliminary approval, CAH will proceed with the screening process.  We will then conduct criminal background checks, verify prior rental history, credit history and perform character reference checks for each adult household member, age 18 years or over.
4. If the screening results are unfavorable, this is reason for disqualification.  If CAH disqualifies the applicant household, the following steps will be taken:
a. CAH will contact the Applicant/Co-applicant of the potential unfavorable decision. 
b. CAH will provide the Applicant/Co-applicant with a written notification within 3 days indicating which part of the criteria appears to disqualify Applicant/Co-applicant.

c. CAH will upon request, provide a copy of the applicable documentation supporting our findings.  
d. CAH will give the Applicant/Co-Applicant 7 days from the date of written notification to challenge the accuracy of our findings before we make a final decision.
5.      If the screening results are favorable, CAH will approve the household application and proceed 
with the following approved application steps.
Approved Applications: 
1. Approved applicant households will be informed of their approval status.  

2. CAH will then determine if an appropriate sized apartment is available for the applicant household.  Families may only reside in appropriate sized apartments as indicated in the following guidelines: 
	Apartment Size
	Household Composition/Family Size

	Studio
	One to two adults

	1 Bedroom
	One to two adults with up to one child

	2 Bedroom
	One to two adults with up to two children

	3 Bedroom
	One to two adults with up to four children

	4 Bedroom
	One to two adults with up to six children


3. If an appropriate sized apartment is available and there are no other applicants ahead on the waiting list, it will be offered.  If the applicant household accepts the apartment, each household member, age 18 years or over will be provided with the necessary verification forms based on the information reported on the REA.  Depending upon the information reported these forms may include verification of assets on deposit, verification of child support, verification of alimony, verification of student status, etc.  These forms must be completed to finalize the application process prior to tenancy.  Once we receive the completed forms from each household member, age 18 years or over, we will then process third party verifications. 
4. If the applicant household rejects an apartment offer, we will make three additional offers (as apartments become available) before removing the applicant household from the waiting list. 
5. If an appropriate sized apartment is not available at the time of application approval, the applicant household will be put on our waiting list.  

6. The waiting list is arranged chronologically by the date we received the completed application.  The following applies to wait listed applicants:

a. Being placed onto the waiting list does not guarantee a lease offering. 

b. All applicants must continue to meet eligibility requirements while on the waiting list. 

7. Applicants are required to inform CAH of any changes to income, asset or household composition while on the waiting list.

Tenant Selection Policy:

Households must meet income limits.

Total household income in relation to household size is the determining factor for
preliminary approval of an application.  This includes any anticipated changes to income/assets in 

the upcoming 12 months. The applicant household must meet the income limits as determined 
by HUD (US Department of Housing and Urban Development, 24CFR, Part 5 definition of income)  
to qualify for participation in 
HOME 
program. 
          Stated Income: 


Gross monthly income and anticipated income for the next 12 months must be sufficient to cover 
the rent and other typical household obligations.  Income and assets reported must be 
verifiable. 

Households must provide CAH with references from previous landlord(s):  


All landlord references will be verified. Unfavorable or unsubstantiated landlord references may 
be grounds for rejection of applications.


Credit History:

Credit reports from established credit bureaus will be obtained for adult household members 
(age 18 or older). A positive credit rating is required. 

Proof of Identity:

Adult applicants (age 18 or older) must submit a valid, photo identification such as a drivers’ license, state identification card, military identification, or any other federally verifiable identification, and a valid social security card.

Required Rents & Security Deposit:


Applicants must be able to pre-pay required rents prior to move-in, including first month's rent, 
last month’s rent and a security deposit equal to the amount of one month’s total rent.

Lease:


Applicants must be willing and able to enter into a one year lease agreement.


Criminal Background:


Adult household members will be screened for criminal background (CORI/Criminal Offender 
Record Information).  Applicant households cannot contain anyone convicted of a felony crime or 
anyone with repeated misdemeanors over the last 5 years.  

Re-certification:

Applicant household adults, age 18 years or older must agree to an annual income re-
certification to determine the households continued eligibility to participate in the HOME 
Program. The recertification process will begin 90 days prior to the household’s one year, move-in,   
anniversary date.  The recertification will take place each year the household resides in the property.
Tenant Rejection Policy:


CAH may reject any and all applications for one of more of the following reasons:

1. The application submitted was incomplete. 
2. The applicant household did not meet the HUD income guidelines. 
3. The applicant household submitted false or unsubstantiated information about himself or herself or any household member, or misrepresented the size and configuration of the household.
4. Any household member has an unfavorable landlord reference including:

a. Indication of late payments of due rent.
b. Violation of previous lease or rental agreements.

c. Indication of conflict with management and/or other residents.

5. Household member(s) have been convicted of a felony or repeated misdemeanors within the last five years.  

6. Household members have a negative credit history.
7. Applicant household did not report a gross monthly household income sufficient enough to cover rent and other typical household obligations or the anticipated changes to income will not be sufficient to cover rent and other typical household obligations. 

I/we have received a copy of the Tenant Selection Policy & Procedures. 
______________________________________       _____________________________________                 

Applicant Name          (print)                       
 
 Applicant Signature *                         Date
​​​​​​​​______________________________________         ____________________________________                   

Co- Applicant Name     (print)                                       
Co-Applicant Signature                      Date
_______________________________________
____________________________________
Other Adult Household Member Name     (print)       Signature                      
                         Date



In accordance with applicable equal opportunity statutes and regulations, CAH does not discriminate against any person because of race, color, religion, sex, national origin, age, families with children or disability; excluding the income limits, size of households and other criteria established in this document.
Citizens for Adequate Housing, Inc.
40 Washington Street

Peabody, MA 01960

(978) 531-9775
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