Chapter 5     Section 1

MOVE IN


NEW RESIDENT ORIENTATION

Orientation actually begins when a person is still a prospect and being told about the Community Rules and Regulations.  The first step in establishing a professional resident/manager relationship and eliminating future misunderstandings is to explain policies and rules prior to acceptance of the applicant and the signing of the lease.  At the time of move-in this relationship can be reinforced by the manager instructing the new resident about his/her mutual obligations and responsibilities.
After an applicant has been notified of acceptance as a resident, arrangements should be made to legally and physically move into the apartment.  

Once you have scheduled a move in date with the applicant you should begin to gather/complete all necessary move-in forms.  Please refer to your properties specific checklist for the resident file to be sure you have all the required forms for your specific property type at that all properly completed.

You are now ready to move in the resident into Yardi.  (Yardi is the software program used to store and send information regarding the residents to HUD TRACS system)

For specific step by step instructions on how to enter a new resident into Yardi, please refer to your Yardi procedures manual.  However, DO NOT post a move in into yardi or print move in forms from yardi for new resident until resident is physically there to move in.
Once you have entered the new resident into Yardi, you can print all the required forms from Yardi’s software program.  Follow the Yardi procedures manual for instructions on how to print the forms.

Now that you have printed all the forms you are ready to proceed with getting the forms signed and dated.

VAWA (This is a form only to be completed by HAP Projects)  This form prints out of yardi along with the Original Lease.  VAWA means Violence Against Women Act, this is a lease addendum.  

Pet Lease (Form G-20): (Only Applicant if tenant has a pet) This Lease must be executed along with the tenant lease.  The tenants pet must fall within the guideline of our pet policy and pay the required pet deposit.  Also the pet must have updated shot records prior to moving into the property and must be updated annually.  

Meals Addendum (Form F-20):  (Only Applicable for Croft House) This is an addendum to the lease advising the tenant of the meals program and the monthly fees involved and how often the meals are served.  

Cable Addendum (Form F-21):  (Only Applicable for Croft House and Lakeside) This is a form giving the residents the options to elect to have cable or not.  If they elect the form stipulates what the monthly fee will be for the cable.  

Pull Cord Acknowledgement (Form F-23):  Each applicant should be told if they have a pull cord within their unit and advise them if they cord is pulled what happens such as a strobe will light outside the apartment, sound will go off, no emergency services are contacted.  

Emergency Health Care Pendant (Form F-22):  (If Property has pendant system) Each applicant should be shown what each button on the pendant means, what happens when the button is pressed, who responds and the cost of if the pendant is misplaced or not returned when moving out.  The form should indicate which zone the pendant is tied to and in which unit/floor the system for that pendant is located.

Rules and Regulations (Form F-16):  This should be discussed with every new applicant in detail then the Agreement and Acknowledgement page should be signed and dated by both the Community Manager and all members of the household over 18 years of age.  Please be sure to emphasize the use of HUD EIV System after move-in, transfer policy and the requirement to report income change of $200 or more per month.  A COMPLETE COPY of the Rules and Regulations should kept for the resident file.  Please note, anytime a new Rules and Regulations packet is implemented each tenant must sign a full set of Rules and Regulations again and they must be kept in the original side of the tenant file. (older versions of the document are to be moved and kept in the correspondence file)
NOTE:  Any resident who is consistently in violation of these Community Rules and Regulations will be evicted as the Community Rules and Regulations are a part of the lease.  

Charge Listing (Form F-15):  This is a listing of all general charges a resident may incur for damages in their unit.  This should be discussed with the resident when explaining the Rules and Regulations.  The Charge Listing should be signed and dated by both the Community Manager and all members of the household over 18 years of age.  A copy of the executed Charge Listing page should kept for the resident file.

Disposition of Assets Form (Form F-11):  This form should include information about who the resident would like to leave their belongings to in the event of their death.  This person is also responsible for cleaning out the apartment after the resident passes and will receive any Security Deposit Refund.  

Key Receipt Form (Form F-12):  This form is completed after you provide the resident with keys for the unit and any other community keys that may apply.  

Apartment Demonstration Form (Form F-13):  This form should be completed after you walk through the unit with new resident.  The resident signs this form indicating that you have walked through the unit and provided instructions on how things function in the unit.

The following are items that you should take the time to demonstrate and explain.

· SMOKE ALARM - You should actually test the alarm and if the alarm is battery operated, explain to the resident that the batteries must remain in the alarm (if applicable) and that it will be checked during regular apartment inspections.

· BREAKER BOX - The breaker box should be shown to the resident and explained in detail.  It should be clear what each breaker controls.  It is recommended that the resident actually test a breaker in order to eliminate any fears that they might have.

· FIRE EXTINGUISHER (IF APPLICABLE) - You should explain to the resident how to operate an extinguisher.  Be sure to point out the pin to pull in order to make it operational.

· RANGE QUEENS – (IF APPLICABLE) – You should explain to the resident how the range queens function

· THERMOSTAT - Demonstrate how to properly set the thermostat and pointing out the actual temperature gauge.

· REFRIGERATOR - Demonstrate the recommended settings for refrigerator controls.  Remind the resident not to block the air flow and, if applicable,     discuss defrosting procedures for the freezer.

· STOVE – Demonstrate how to properly operate the oven and stove and how to keep it clean.  Remind the resident that aluminum foil is not allowed on drip pans or on the oven racks.
· EMERGENCY CALL SYSTEM – (IF APPLICABLE) – show tenant how to use the system their system has in place.

Initial Recertification Notice (Form G-4):  At the time of move in, an initial notice is generated (in yardi) to inform the resident that they will need to recertify next year.  

Certification of Assets (Form G-17):  This form is to indicate whether any household member over 18 has disposed of any assets for less than fair market value.  If they have you must indicate what they disposed of, the fair market value, the amount they sold the item for, and the date it was sold.  You must count the difference in the fair market value of any assets and the amount the asset was disposed of for two years.

HUD 50059 Form (See Yardi):  This is a form generated in Yardi after the move in process is completed.  Please review this form and confirm all the income and expense information matches the verification forms.  Also, check and make sure all the date of birth and social security number are correct on the form.  If not, go back into Yardi and correct.

Verification Forms (Form C-10 & C-15):  See Chapter 4, Section 6.

HUD 9887 and 9887A Consent (Form C-8):  The HUD 9887 must be signed and dated by all members of the household over the age of 18.  Each member of the household over the age of 18 must complete a copy of the 9887A form.

Race and Ethnicity (Form C-9):  This form is to be completed by all members of the household.  Members of the household 18 years of age or older must complete this form with their information, sign and date.  For members of the household under the age of 18, the head of household must complete this form with the minor’s information, sign and date.  The answers on this form need to be entered into Yardi when completing the move in process.

Resident Rights and Responsibilities Brochure and HUD Fact Sheet and Rules and Regulations Receipt and EIV Brochure (Form F-18):  At move in you are to supply each new resident with a HUD Resident Rights and Responsibilities Brochure and HUD Fact Sheet and EIV Brochure.  Then the new resident will sign the Resident Rights and Responsibilities Brochure and HUD Fact Sheet and Rules and Regulations Receipt and EIV Brochure Form indicating they are received copies of all the documents and that they still have the same Rules and Regulations in place or that they have been issued new Rules and Regulations.
· The Resident Rights and Responsibilities Brochures can be ordered FREE from HUD’s National Multifamily Housing Clearinghouse at 1-800-685-8740.

· The HUD Fact Sheet Form can be copied from your procedures manual or downloaded from HUDclips using the following web address link:

 http://www.hud.gov/offices/hsg/mfh/hsgrent.cfm 

· The EIV and You Brochure can be ordered FREE by calling (800) 767-7468, or copied from your procedures manual or downloaded from HUDclips using the following web address link:

 http://www.hud.gov/offices/hsg/mfh/rhiip/mfhrhiip.cfm
Inspection Acceptance (Form F-19):  As soon as the lease with a new resident is executed, an inspection of the apartment is performed by the manager and the resident.

The move-in inspection is completed in the presence of the new resident during the actual inspection of his/her apartment.  The appropriate notations as to the condition of the apartment are made and upon completion of the inspection, resident and manager must sign the report.  The original of this report is then maintained in his/her file with his/her lease and used again upon move-out. 

The apartment should have already been inspected when the prior resident vacated.  Therefore, any major deficiencies should have already been found and corrected.  Should any minor deficiencies be discovered during the move-in inspection, a work order is written up immediately and the work order number is written on the move-in inspection sheet for possible future reference.

Do not allow a resident to move any items into the unit prior to the move-in inspection.  Verifying that the electricity is turned off from "our" name is vital.  Therefore, at each move-in you must call utility company and confirm that the utilities have been turned on in the residents name and are no longer in ours.  The move-in inspection is used as an opportunity to educate the new resident in certain information regarding his/her new home.  

The move-in inspection should also be used as an opportunity to point out other pertinent items of importance with the new resident.  They are as follows:

· PERIODIC INSPECTIONS - Notify the resident that periodic inspections of the apartments are performed.  Monthly apartment inspections for CMI; quarterly inspections for elderly.

· EXTERMINATORS - Give information on which company handles exterminating for your community, the time of month these services are performed and what is required of the resident and instruct the resident to read the monthly newsletter for more specific information.

· WORK ORDERS - Explain the procedure for service requests.  Ask the resident to allow a few minutes for questions regarding the nature of the problems when making a maintenance request.  This allows us to hopefully narrow down the possible cause of the problem and gives the maintenance technician an idea of what tools and/or equipment to bring, emphasizing that all requests must come through the office.

· CLEANING INSTRUCTIONS - Point out any special cleaning instructions for the unit (i.e., non-abrasive cleaner for sinks, etc.).

· LIGHT BULBS - Instruct resident to use energy efficient bulbs.

· HEATING/COOLING - Share heating/cooling tips with the resident (whatever is appropriate for that particular apartment; such as which windows will get morning sun, suggested temperature setting, etc.).

· CARPET/VINYL/DRAPES - Point out any special care instructions.

· NOISE - Remind the new resident that the noise (stereo, TV, children, etc.) should be kept at an acceptable level at all times.

· WINDOWS - Instruct the resident in his/her responsibility for keeping windows clean in his/her apartment.

· DOORWAYS AND BREEZEWAYS - Remind the resident that doorways and breezeways are to be kept clear of bikes, grills, etc.  You should also point out GRILLS ARE NOT ALLOWED.

· PETS - Discuss regulations regarding pets.  Pet rules differ for different property types.

· PARKING - Use this as an opportunity to go over regulations regarding inoperable or unregistered vehicles and no parking zones.  We do not allow assigned parking spaces for residents.

The apartment inspection is important in order to limit claims made by the resident at move-out as the resident will be responsible for any damage beyond normal wear and tear.

HUD 92006 Emergency Contact Form (part of application packet Form C-1):  This form should include information about who the resident would like us to contact in the event of an emergency however, this form should be included with the rental application.

Rent

The new resident will be required pay the pro-rated rent at the time of move in for the month they are moving in.  This must be paid at Lease execution.  NOTE:  When collecting Rent and Security Deposit remember that you must get separate checks because the Rent and Security Deposit go into separate accounts.

Security Deposit

The new resident will be required to pay a security deposit in full upon move-in.  The Community Manager must have the written approval of the Regional Property Manager to accept a partial payment on a security deposit.  If approval is received from Regional Property Manager, then the Community Manager must use Security Deposit payment plan letter to outline the agreed payment plan for the Security Deposit (Form ?-?? )  A security deposit is required to cover the cost of any damages or unpaid rent at time of move-out.  The security deposit is placed in an interest-bearing savings account.  The account will earn interest each month which will be distributed to each resident’s security deposit amount.  

Pet Deposit

If a new resident has a pet that will be moving also, there are several requirements to be met.  Please refer to the pet lease for the different requirements.  

· For an elderly community, a $300 deposit is required.  A $50 initial deposit is required at the time the pet moves in.  A payment plan of $10 per month can be established with the approval of the Regional Property Manager.

· For all HUD 811 communities, PETS ARE NOT ALLOWED.  If the resident or applicant requires a reasonable accommodation regarding a pet, please refer to Chapter 3.  
Lease
A lease is a written contract granting a resident the right to occupy a specific apartment for a specific period of time in exchange for the payment of rent.  A lease is a legal document, and much care should be taken to ensure that it will be accepted as evidence in a court of law, if necessary.  The following are policies to ensure that due care is taken regarding leases:

· The Lessor and Lessee are identified accurately.  Each person's full legal name should be used.  In the case of more than one occupant of legal age, all names should be listed.

· The apartment that is being leased is identified accurately.

· The terms of the lease are specified correctly.  All leases must be for a period of one year. 

· if move-in is on the first of the month, the lease dates will be from the first of the month/year of move-in until the last day of the prior month the following year.

Example:  Move-in:  July 1, 2010
Lease dates:  from July 1, 2010 to June 30, 2010
· if move-in is on any other day of the month, the lease dates will be from the month/day of move-in until the last day of the actual month that tenancy began.


Example:  Move-in:  May 23, 2010
Lease dates:  from May 23, 2010 to May 31, 2011
· All services and/or utilities provided are identified.

· The lease is duly executed by the Lessee, signed.

· Any corrections made to the lease are initialed by all consenting parties. Do not use white out.

· The original signed lease remains in the resident's file and the copy is given to the resident.

· At NO time should the lease be backdated. ALL leases will begin on the day of the month the resident moves in.

Upon completion of all resident paperwork, these procedures are to be followed:

· Organize resident file using checklist for your specific property type.  Put a copy of the completed checklist on top of the documents.  
· Label the resident file as indicated in Chapter 1, Section 5.

· Deposit Security Deposit and Rent into the bank.  REMEMBER:  These checks should be deposited into separate accounts.  Look at your deposit tickets and be sure that the Security Deposit is being deposited into the Security Deposit Bank Account.

· Enter your Security Deposit and Rent into Yardi.  REMEMBER:  Enter in your Security Deposit check first.  When entering in your Security Deposit and Rent remember to look at the accounts the funds will be allocated to.  The Security Deposits will go to 1191.00 the Rent will go to 1120.00.

· Update the new resident as moved in on the waiting list, refer to Chapter 4, Section 9 for instructions.

· If you do not have your PM/PMIC license, please flag all legal documents for your Regional Property Manager to sign and date on his/her next visit.  They are as follows:

· Lease

· VAWA

· Pet Lease (if applicable)

· HUD 50059
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