






















































































































 
 

 
 
 

Operating Agreement 
 

Including chart of ownership structure with percentage of 
interests and Developer Fee Agreement 

(MANDATORY) 



 

Owner                                     

South Hill Partners, LLC

a Virginia Limited Liability 
Company

Managers:

Richard H. Edson

Lester Severe

Limited Partner (99.990%)

To be determined

Managing Member (.0049%)

Gateway South Hill, LLC, a 
Virginia limited liability company

Manager: Lester Severe

Members

Lester Severe (33.33%)     

Shelley Severe (33.33%) 

Michael Severe (33.34%)

Managing Member 
(.0051%)

NFP Manager, LLC, a Virginia 
limited liability company

Manager: Richard H. Edson

Member

NFP Affordable Housing 
Corp., a 501(c)(3) non-profit 

corporation (100%)





























































TAB A 

LPA  

Developer Fee Agreement 















B
Virginia State Corporation 
Commission Certification 

(MANDATORY) 



 
STATE CORPORATION COMMISSION 

 

Richmond, January 16, 2020
 

  

This is to certify that the certificate of organization of 
 

South Hill Partners, LLC
 

was this day issued and admitted to record in this office and that the said limited 

liability company is authorized to transact its business subject to all Virginia laws 

applicable to the company and its business. 
 

Effective date: January 16, 2020 
 

 

 

 

STATE CORPORATION COMMISSION 
Attest: 

 
Clerk of the Commission 

 



 

C 

 
 

Principal’s Previous 
Participation Certification 

(MANDATORY) 
 
 
 
 
 

  







 

D 

 
 

List of LIHTC Developments  
(Schedule A) 

(MANDATORY) 
  



















 

E 

 
 

Site Control 
Documentation & Most 
Recent Real Estate Tax 

Assessment 
(MANDATORY) 

 
 
 
 
 
 

  











































F
Third-Party RESNET 
Rater Certification 

(MANDATORY) 



Appendix F 

RESNET Rater Certification of Development Plans

I certify that the development’s plans and specifications  incorporate all items for the required baseline 

energy perfomance as indicated in Virginia's Qualified Allocation Plan (QAP). 

In the event the plans and specifications do not include requirements to

meet the QAP baseline energy performance, then those requirements still must be met,

even though the application is accepted for credits. 

***Please note that this may cause the Application to be ineligible for credits. The Requirements 

      apply to any new, adaptive reuse or rehabilitated development (including those serving elderly 

      and/or physically disabled households).

In addition provide HERS rating documention as specified in the manual

 New Construction - EnergyStar Certification

The development's design meets the criteria for the EnergyStar certification. 

Rater understands that before issuance of IRS Form 8609, applicant will obtain and 

provide EnergyStar Certification to VHDA.

X Rehabilitation -30% performance increase over existing, based on HERS Index  

 Or Must evidence a HERS Index of 80 or better 

Rater understands that before issuance of IRS Form 8609, rater must provide 

Certification to VHDA of energy performance.

Adaptive Reuse - Must evidence a HERS Index of 95 or better. 

Rater understands that before issuance of IRS Form 8609, rater must provide 

Certification to VHDA of energy performance.

Additional Optional Certifications

I certify that the development’s plans and specifications

incorporate all items for the certification as indicated below, and I am a certified verifier

of said certification. In the event the plans and specifications do not

include requirements to obtain the certification, then those requirements still must be met, 

even though the application is accepted for credits. Rater understands that before issuance of 

IRS Form 8609, applicant will obtain and provide Certification to VHDA.

Earthcraft Certification - The development's design meets the criteria to obtain 

 Viridiant’s EarthCraft Multifamily program Gold certification or higher

LEED Certification - The development's design meets the criteria for the U.S.

Green Building Council LEED green building certification.

National Green Building Standard (NGBS) - The development's design meets the criteria

 for meeting the NGBS Silver or higher standards to obtain certification

Enterprise Green Communities - The developmen's design meets the criteria for meeting 

meeting the requirements as stated in the Enterprise Green Communities Criteria for this 

developments construction type to obtain certification.

***Please Note Raters must have completed 500+ ratings in order to certify this form

Signed:  

Date: 3/11/20 Printed Name: Matt Waring

Resnet Provider Agency

Viridiant Signature

Provider Contact and Phone/Email Sean Evensen-Shanley, 804-212-1934 ,sean.evensen-shanley@viridiant.org

RESNET Rater







 

G 

 
 

Zoning Certification Letter 
(MANDATORY) 

 
 
 
 
 
 

  









 

H 

 
 

Attorney’s Opinion 
(MANDATORY) 
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Nonprofit Questionnaire 
(MANDATORY for points or pool) 

 
 
 
 
 

  











































































 
 

 
 
 

Relocation Plan 
(MANDATORY, if tenants are displaced) 
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Relocation Plan 
 Mecklenburg Manor 

 
 
A. PURPOSE 
 

This document is the South Hill Partners, LLC (“Owner”) and Gateway Management Services, 
LLC (“Gateway”) Relocation Plan for Mecklenburg Manor, a 51-unit affordable housing 
complex located in South Hill, Virginia. This document was prepared to inform Residents who 
will be temporarily or permanently relocated by the Mecklenburg Manor renovation and to guide 
staff working with the Residents who will be temporarily relocated on relocation policies and 
procedures.  
 
Owner: South Hill Partners, LLC 
  Contact: Lester Severe, Managing Member 
  320-C Fortune Drive, Suite 202 
  Potomac, MD   20854 
 
    
Management Company: Gateway Management Services, LLC 
  Contact: Mike Severe, Regional Manager 
  320-C Fortune Drive, Suite 202 
       Potomac, MD   20854 
   
 
B. PROJECT OVERVIEW AND SCOPE 
 
Owner intends to use Low Income Housing Tax Credits (LIHTC) and a construction loan and a 
mortgage loan to be determined, to acquire Mecklenburg Manor, which consists of 51 units. 
 
Owner plans to renovate the apartments in phases which will likely overlap one another to some 
degree and require coordination by the general contractor, sub-contractors and staff overseeing 
the renovation. Renovations are planned to commence upon closing on the acquisition and the 
financing. Renovation of all units is expected to be completed by the end of December 2021.  
These estimated start and completion dates may change depending on when the acquisition and 
financing closings occur. Owner plans to renovate 51 units and renovate and expand the project 
offices.  Six apartments (two one-bedroom, two two-bedroom,  and two three-bedroom units) 
will be reconfigured to comply with the Section 504 of the Rehabilitation Act/Americans with 
Disabilities regulations (Accessible Units).    
 
Following the completion of construction, 51 units will be LIHTC units and will be occupied by 
households with incomes equal to or less than 60% of area median gross income (AMGI), as 
adjusted for family size, in accordance with the LIHTC and USDA-RD programs.  
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As a result of the renovation to be conducted at the property, some Residents of Mecklenburg 
Manor may be temporarily or permanently relocated. It is possible, but unlikely, that Residents, 
if any, residing in the six units that will be accessible units, will need to be temporarily relocated 
or permanently relocated to another unit within Mecklenburg Manor, although it is anticipated 
that all six units will be vacant by the time the renovation begins.  All other units are expected to 
be renovated without the need to relocate Residents.  Residents that will be temporarily or 
permanently relocated are entitled to assistance under this Relocation Plan, with the exception of 
those households that have moved (or move) pursuant to a Notice to Quit and/or were (are) 
legally evicted or under an eviction process. 
 
This Relocation Plan outlines the supportive services, counseling and relocation assistance 
offered to temporarily and permanently relocated Residents and the estimated timetables for 
relocation.  All lease-compliant Residents that will be temporarily or permanently relocated will 
be counseled and provided relocation assistance in accordance with this Relocation Plan. 
Households which move prematurely (i.e. before the scheduled dates for relocation) may not 
have an opportunity to receive comprehensive relocation counseling offered under this 
Relocation Plan. This Relocation Plan is intended to meet the federal and state requirements 
relating to relocation (including, the VHDA Relocation Assistance Guidelines (copy attached)). 
 
Residents must meet all applicable certification requirements. All relocation housing will be 
decent, safe, and sanitary and will comply with all applicable requirements.  
 
Final determination of which six units will be converted to accessible units will be made when 
construction plans are finalized and may change during construction. 
 
  
C. PLANNED MEASURES TO MINIMIZE CONSTRUCTION IMPACT 
 
With respect to units that will be remodeled with tenants in place, the following measures will be 
taken to minimize impact on the tenants:  Tenants will be given advance notice of the day and 
type of work to be performed in their unit on a particular day.  Work in units will begin no earlier 
than 8:00 am and end no later than 5:00 pm (unless there are extenuating circumstances).  All 
work in a particular unit will be completed such that the tenant will have use of the unit by the 
end of each day.  For example, when windows are replaced, each window that is removed will be 
re-installed or replaced on the same day that it is removed. 
 
D. RELOCATION SCHEDULE 
 
If relocation is necessary, and it is anticipated that relocation of tenants will not be necessary, 
then no resident will be required to relocate until after they have received the proper notices as 
outlined in this Relocation Plan.  However, Residents will have the opportunity to relocate earlier 
than the dates provided in the notices outlined in this Relocation Plan on a voluntary basis.   
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E. REGULATORY AUTHORITY 

Virginia Housing Development Agency Relocation Assistance Guidelines 
 
The policies and procedures regarding relocation in this Relocation Plan will be performed in 
compliance with Section 55-222 of the Code of Virginia and the VHDA “Relocation Assistance 
Guidelines” for Low Income Housing Tax Credits (please see the attached copy of these 
guidelines). This Relocation Plan follows these guidelines specifically regarding (1) relocation 
payments, (2) relocation assistance, (3) the 120-day notice to vacate period and (4) the full 
communication of renovation and temporary relocation plans to all existing tenants that will be 
temporarily relocated by the renovation. Pursuant to VHDA guidelines, a Relocation Plan has 
been submitted to the Virginia Housing Development Authority, Multi-Family Development 
Division, to the attention of the Tax Credit Program Administrator.   
 
F. MOVING COST REIMBURSEMENT 
 
The moving cost reimbursement to the Resident is limited to $100.00 if either of the following 
applies: 

 
 a. A Resident has minimal possessions and occupies a dormitory style room, or  
 b. A Resident move is performed by an agency at no cost to the tenant. 
 
If neither 'a' nor 'b' above applies, and the tenant opts to move his/her belongings, the 
reimbursement to the Resident may be based on one or a combination of the following: 
 

1. Based on the Federal Highway Administration's Fixed Residential Moving Cost 
Schedule (see Virginia)  

2. Based on Resident's actual reasonable moving and related expenses 
 
The Fixed Residential Moving Cost Schedule includes moving costs and utility connection 
expenses and is based on the number of rooms of furniture, not the number of bedrooms per unit. 
 
Resident's actual reasonable moving and related expenses are defined as 
 

i. The lower of two bids or estimates prepared by a commercial mover; or 
ii. Receipted bills for labor and equipment 

 
Hourly labor rates should not exceed the rates paid by a commercial mover to employees 
performing the same activity and, equipment rental fees should be based on the actual rental cost 
of the equipment not to exceed the cost paid by a commercial mover. 
 
Each Resident that needs to be temporarily or permanently relocated in which case the moving 
cost reimbursement amount to each such Resident will be limited to $100 as set forth above.   
 
G. ADVISORY SERVICES (PERMANENT RELOCATION) 
 
If a Resident cannot return to Resident’s original unit, then the Resident is considered 
“displaced” and the relocation is considered a “permanent relocation.”  It is anticipated that all 
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Residents that need to be permanently relocated will be relocated to another unit within 
Mecklenburg Manor.  If a Resident is displaced, then Gateway will provide the Resident with 
Advisory Services in addition to Moving Cost Reimbursement.  Advisory Services include: 
 

• Providing information about units available within the development  
• Providing tenants with written information 
• Providing appropriate translation and counseling for tenants who are unable to read and 

understand notices 
• Communicating the name and telephone number of a contact person who can answer 

questions or provide other needed help 
• Providing transportation for tenants needing to look at other housing, especially those 

who are elderly 
• Giving special consideration for the needs of families with school age children 
• Extending regular business hours, including evenings and weekends, so that tenants 

won’t have to miss work 
• Relocation counseling and assistance completing the necessary claim forms.  

 
H.  TEMPORARY RELOCATION 
 
A Resident who is temporarily relocated is not “displaced if the Resident can return to the 
original unit (e.g. the unit occupied by the Resident).  A Resident that is temporarily relocated is 
not eligible for Advisory Services as noted above; however, Gateway: 
 

1. Guarantees that the Resident can return to Resident’s same unit 
2. Pays the Resident’s moving costs to and from the temporary location (two moves) in 

accordance with the Moving Cost Reimbursement provision above 
 
A temporarily relocated Resident may agree in writing to permanently relocate to (a) the unit 
which has been designated their temporary unit, if the Resident agrees to permanently relocate to 
the temporary unit, in which case the Resident will only be entitled to Moving Cost 
Reimbursement for the one move; or (b) another newly renovated unit, in which case the 
Resident will be entitle to Moving Cost Reimbursement for the two moves.  Such written 
agreement will be kept by Gateway in the Resident file.  
 
Gateway will contact any Resident who has been temporarily relocated for longer than one year 
and provide Advisory Services to that Resident in addition to the Moving Cost Reimbursement.   
 
I. RELOCATION PROCEDURE 
 
Duties and Responsibilities of Mecklenburg Manor Residents 
 
The Resident shall: 
 

• Read the General Information Notice. 
 

• Read, sign and return to Gateway a copy of the signed Notice of Eligibility. 
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• Move upon notice during the specific time period, irrespective of any pending grievance 
related to relocation or continuing occupancy. However, Resident rights to a grievance 
will not be waived by such a move provided the grievance is filed prior to the move. 

 
• Pack all belongings and prepare furniture and appliances for moving (everything but 

furniture must be packed in boxes, taped and the top of the boxes must be flat). 
 

• Arrange with utility companies to have services transferred to the new dwelling, and to 
cover all associated arrearage as may be required. 

 
• Prepare, disconnect and/or dismount all applicable appliances for moving. If a Resident 

household qualifies as elderly or disabled, and requests assistance in writing from 
Gateway within 14 days of receiving its 30-day notice, Gateway will provide the 
necessary moving assistance. 

 
• Notify the US Postal Service, schools, other appropriate government agencies (Social 

Security, etc.), individuals, and companies of the change in address. 
 

• Be ready to move all belongings on the specified date, and to be home and ready when 
the movers arrive. 

 
Gateway Staff 
 
The Regional Manager and Property Manager as necessary shall: 
 

• Plan moves and consider resident needs 
 
• Secure safe, sanitary and descent apartments for all residents. 

 
• Schedule moves/move-ins 

 
• Schedule residents with mover according to schedule established. Obtain insurance on all 

stored belongings. 
 

• Monitor, coordinate, document and maintain records of all relocation activity for 
Mecklenburg Manor according to applicable regulations. 

 
• Ensure that copies of Notices are signed by leaseholders, returned to Gateway and 

properly filed. 
 

• Review and approve all requests for reimbursement of relocation expenses or allowable 
relocation payments, according to the Relocation Plan. 

 
• Ensure that all households considered for relocation receive a General Information Notice 

and a copy of the Relocation Plan at the beginning of the planning process for the 
renovation project. 
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• Ensure that all households receive a written Notice of Eligibility for Relocation 
Assistance at least 120 days in advance of the deadline for being relocated, which 
outlines the assistance to which they are entitled. 

 
• Ensure that a member of the Gateway staff with relocation, and community and 

supportive services responsibilities meets with each household at least 30 days prior to 
the relocation deadline to discuss the relocation details and the household’s needs. 

 
The Property Manager and Maintenance Staff shall: 
 

• Assure that all vacated units are cleaned out and secured immediately.  
 
• Provide moving assistance for the elderly and disabled when requested as reasonable 

accommodation. 
 

• Ensure other units are turned over quickly to facilitate the relocation. 
 

• Receive a scope of work and become familiar with the scope to better answer residents 
questions. The Property Manager will assist with on-going inspections of construction 
underway. 
 

• Upon construction completion, Property Manager, architect, construction manager, 
VHDA staff, USDA-RD and other necessary personnel will perform an inspection and 
create a joint punch list. 

 
The Regional Manager shall: 
 

• Certify families that qualify for relocation assistance. 
 

• Continue follow-up counseling through individual needs assessment. 
 

• Initiate eviction proceedings for households that do not comply with the requirements of 
the Relocation Plan and related notices and instructions received in implementation of the 
plan. 

 
• Determine eligibility using Verification Forms for the Low-Income Housing Tax Credit 

programs. Document total income of each household unless verification is on file that is 
less than three months old. Income from employment, military pay, social services, social 
security, pension, workers compensation, unemployment, child support, alimony/spousal 
support, self-employment and cash contribution. 
 

• Work with all eligible Residents to get their receipts for utility hook-ups. All requests for 
reimbursement should be submitted within 45 days of the move. Residents should expect 
their check within 30 days. 

 
• Receive a scope of work and become familiar with the scope to better answer residents’ 
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questions.  
 
J.  APPEALS AND GRIEVANCES 
 
If a leaseholder or individual disagrees with the determination of Gateway concerning the 
relocation payment(s) or other relocation assistance for which the Resident is eligible, the 
Resident may file a written appeal with Gateway according to Gateway’s Grievance Procedure. 
A household or individual may file an appeal with Gateway in which the leaseholder believes 
that Gateway has failed to: 
 

• properly determine that the household or individual qualifies or will qualify (upon 
moving) as a temporarily relocated person who is eligible for relocation assistance 

 
• properly determine the amounts of relocation payment(s) as required by this plan. 

 
 
K.  SPECIAL EVICTION POLICY 
 
In addition to the causes for eviction outlined in the current lease and/or rules with GATEWAY, 
a Resident's refusal to accept the reasonable offer of relocation housing made in accordance with 
this Relocation Plan will be determined to have caused a lease violation and may be the subject 
to an eviction action.  
 
This eviction policy is necessary in order to ensure that Residents will comply with this 
Relocation Plan and thereby enable the renovation of Mecklenburg Manor to proceed. This 
eviction policy will only be enforced for violations pertaining to the relocation effort; all other 
lease and occupancy violations will be handled under GATEWAY's normal procedures. This 
policy should only be used as a last resort and every reasonable effort will be made to avoid 
eviction. 
 
L.  PROJECTED RENTS AND RENTAL POLICIES AFTER RENOVATION 
 
After the renovation, 51 units will be for households with income levels at or below 60% of 
AMI.  Rent levels after the renovations will be as follows: 4 units at 51% AMI rents, 16 units at 
50% AMI rents, and 20 units at 60% AMI rents.  Twenty-four of the units will continue to be 
eligible for rental assistance under a HAP contract.  All tenants will need to be timely re-certified 
and meet the income and rent restrictions applicable. 
 
M.  RECORDKEEPING 
 
Good record keeping is necessary to carry out a sound, thorough and comprehensive relocation 
program. Gateway shall keep records that comply with VHDA requirements and those necessary 
to insure that Residents that are temporarily or permanently relocated receive the services that 
are needed and required.  This Relocation Plan will be located in plain sight in the office for 
Residents to review.  All documentation related to relocation, including formal notices, bill 
receipts and canceled checks will be included in the applicable Resident’s files. 
 



8 
 

 
APPENDIX 
 

1. Unit Delivery Schedule 
2. Units That May Not Be Renovated with Tenants in Place 
3. Notice of Intent to Acquire, General Information Notice and 120-Day Notice 
4. VHDA Guidelines 
5. Willingness to Move Early Form  
6. Relocation 30-Day Notice (Temporary Relocation) 
7. Relocation 30-Day Notice (Permanent Relocation) 
8. Monthly Relocation Report 
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Unit Delivery Schedule 
Mecklenburg Manor Renovation 

 
 
 

Stairwell   Renovation Start   Renovation Complete 
 
701    December 15, 2020    July 1, 2021 
 
703    December 15, 2020    July 1, 2021 
 
705    December 15, 2020    July 1, 2021 
 
707    December 15, 2020    July 1, 2021 
 
709    January 15, 2021    August 1, 2021 
 
711    January 15, 2021    August 1, 2021 
 
713    January 15, 2021    August 1, 2021 
 
715    January 15, 2021    August 1, 2021 
 
717    February 15, 2021    September 1, 2021 
 
721    February 15, 2021    September 1, 2021 
 
723    February 15, 2021    September 1, 2021 
 
725    February 15, 2021    September 1, 2021 
 
727    February 15, 2021    September 1, 2021 
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Mecklenburg Manor Units 
That May Not Be Renovated with Tenants in Place 

Subject to Change once Construction Plans are Finalized 
 
 Final determination of which six units will be converted to accessible units will be made 
when construction plans are finalized and may change during construction. 
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GATEWAY MANAGEMENT SERVICES, LLC 
 
 
__________________, 20___ 
 
Resident of Mecklenburg Manor 
 

Re:  Notice of Intent to Acquire, General Information Notice, and 120-Day Notice 
 
Dear _____________________, 
 
This letter is a follow-up to the newsletters in which you were notified that we are planning 
upcoming renovations to your home.  South Hill Partners, LLC (“Owner”)) intends to acquire 
and renovate the property you currently occupy, Apartments.  Owner has applied for Low 
Income Housing Tax Credits and a construction loan and a mortgage loan from 
_______________________ to complete the acquisition and renovation.  The renovation will 
include new kitchen cabinets and countertops, energy efficient appliances, windows, patio doors, 
and heating and air conditioning units.  We will also be installing water conserving commodes 
and faucets. We will be improving the outside appearance with improved landscaping, re-paving 
the parking lots, and a new sign.   
 
We plan to complete the renovations without moving you from your home.  We will give 
everyone ample notice of all work to be done in each unit every day.  Work will start each day at 
or after 8:00 am and will stop no later than 5:00 pm.  The renovation process is expected to take 
about ten months from the start date.  We will make sure that no one will be without the 
necessary accommodations during the renovation period.    
 
However, you may need to temporarily or permanently move to another unit at Mecklenburg 
Manor.  The earliest anyone will be required to move is _____________________. Gateway 
Management Services, LLC (“Gateway”) staff will contact you to coordinate the planned 
moving date. Therefore, we urge you not to move at this time. However if you have already 
submitted a notice to move or have received a lease termination notice, you will not be eligible 
for relocation assistance. If you have received a 21-30 Day Notice of Lease Violation and 
Potential Lease Termination you may not be eligible for relocation assistance. If you do elect to 
move for reasons of your choice, you will not be eligible nor be provided relocation assistance.  
With the above exceptions, stay where you are.  To maintain your eligibility, you must continue 
to pay your usual rent and otherwise comply with the standard lease terms and conditions. 
 
If we determine that you need to temporarily or permanently move, (i) you will be reimbursed 
for all reasonable moving expenses and reasonable related costs such as transfer fees for utility 
hook-ups and other related expenses in accordance with the Relocation Plan a copy of which is 
located in the Mecklenburg Manor office; (ii) if you need to permanently move, you will receive 
relocation advisory services in accordance with the Relocation Plan, and (iii) you will receive 
written notice at least 30 days before the date when you must move stating (1) the specific date 
by which you are required to move, (2) the unit to which you will be relocated, (3) if applicable, 
the date on which the move-in inspection will be completed, and (4) if applicable, the date that 
you will receive keys to your unit.  You will not have to move earlier than 30 days after a 
comparable replacement dwelling is made available to you.  
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After the renovation of your unit, you may then choose whether or not to move back into your 
original unit (unless you are no longer eligible for that particular unit) or another suitable, decent, 
safe and sanitary unit at Mecklenburg Manor.  If your income makes you ineligible to remain in 
the completed project, under the new federal funding restrictions, we will move you to a 
comparable unit that meets your household needs and that complies with decent, safe and 
sanitary standards. 
 
Your rent will remain the same until your lease renewal at which time you will need to be re-
certified and your rent will be determined in accordance with VHDA requirements.  
 
Please be advised that you should continue to pay your rent and meet any other obligations as 
specified in your lease agreement. Failure to do so may be cause for eviction. Should any 
resident’s lease be terminated while living in their apartment at Mecklenburg Manor during the 
renovations, he/she would not be eligible for relocation assistance. Should any resident’s lease 
be terminated during the time residents are temporarily relocated in other apartments at 
Mecklenburg Manor, other Gateway managed properties or other sites owned by another 
company, those residents would not be eligible to return to Mecklenburg Manor once 
renovations have been completed.  
 
As we continue with this project, you can rest assured that we will make every effort to 
accommodate your needs. You will be protected by the United States Department of Housing 
and Urban Development’s (HUD) Uniform Relocation Assistance and Real Property Acquisition 
Policies Act of 1970, as amended, as applicable. This assistance is more fully explained in the 
attached brochure, "Relocation Assistance to Tenants Displaced From Their Homes".  Please 
review the attached Virginia Housing and Development Authority’s (VHDA) “Relocation 
Assistance Guidelines.” Please notice that some of the information related to purchasing a home 
and permanent relocation does not apply to this specific relocation situation. The information in 
the notices covers all types of relocation. 
 
We cannot require you to move unless we make at least one comparable replacement dwelling 
available to you. You have the right to appeal if you believe that we did not properly evaluate your 
application for assistance.  
 
NOTE: Pursuant to Public Law 105-117, aliens not lawfully present in the United States are 
not eligible for relocation assistance, unless such ineligibility would result in exceptional and 
extremely unusual hardship to a qualifying spouse, parent, or child. All persons seeking URA 
relocation assistance will be required to certify that they are a United States citizen or 
national, or an alien lawfully present in the United States.  
 
Caution:   
Please remember, you must contact us before making any moving plans.  We want to help 
you obtain all relocation benefits you qualify for.  Additionally, we will make reasonable 
accommodations for persons with disabilities and provide language assistance for persons with 
limited English proficiency. Please let us know if you need auxiliary aides, written translation, oral 
interpretation, or other assistance in order to fully participate in the relocation process. 
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This notice does not establish your eligibility for relocation payments or assistance at this 
time. If we determine that the project will displace you and require you to vacate the premises, we 
will inform you in writing. If the proposed project does not proceed, or if we determine that the 
project will not displace you, we will notify you of that in writing. 
 
Again, please do not move out before you receive definite guidance from us about your 
eligibility or ineligibility for relocation benefits.  We will do everything we can to respect your 
rights under the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970, 
as amended, as applicable. 
 
Please retain this letter for your records.  We will contact you soon about relocation eligibility.  If 
you have any questions about this notice or the proposed project, please contact our representative:  
 
  
Sincerely, 
 
 
 
 Vice President, Regional Manager 
 
 
 
 
 
I _________________________, have received this Notice of Relocation.  
    (print name) 
    
  
__________________________ _______________ 
Resident Signature                                 Date     
 
 
_________________________ _______________    
Staff Witness        Date 
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Mecklenburg Manor Apartments 
Willingness to Move Early Relocation Form 

 
I received the Notice of Intent to Acquire, General Information Notice, and 120-Day Notice 
letter concerning the renovation of Mecklenburg Manor and the [temporary] [permanent] 
relocation of my household.  I have reviewed the Relocation Plan and received a copy of the 
Virginia Housing Development Authority publication “Relocation Assistance Guidelines.”    I 
attended a meeting on _______, 20____with the property manager.  
 
I understand due to the upcoming renovations of Mecklenburg Manor, I will be required to 
[temporarily] [permanently] move. By signing below, I agree to pack and be ready to move by 
the ______________, 20___.  
 
 
Tenant Name:            
My current address is:           
 
My [temporary] [permanent] address will be:         
(this is the anticipated address as of _____/20___ and should it change property management 
staff will contact you prior to moving) 
 
            
Tenant Signature      Date 
 
            
Staff Signature      Date 
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GATEWAY MANAGEMENT SERVICES, LLC 

 
 
 
__________, 20___ 
 
Mecklenburg Manor 
 

Re:  30-Day Notice to Move; By required move date 
 Temporary Relocation 

 
Dear name of tenant, 
 
On _________, 20___ we sent you a letter regarding Notice of Intent to Acquire, General 
Information Notice and 120-Day Notice for the acquisition and renovation of Mecklenburg 
Manor by South Hill Partners, LLC. Virginia Housing and Development Authority (VHDA) has 
approved the project and the funding for it.   
 
We have determined that you will need to temporarily relocate to another unit at Mecklenburg 
Manor. 
 
You must move from your current unit by __________________. 
 
We have identified the following comparable unit for you at Mecklenburg Manor: ______.  You 
will be able to move back into your original unit after the renovation is completed. Your rent will 
remain the same as it was for your original unit until the time of lease renewal.   
 
Your move-in inspection is schedule to occur:  _______________________ 
 
Please come by the office to get the key to your temporary unit on or after __________. 
 
If you disagree with the estimated amount of relocation assistance or the comparability of the 
representative replacement dwelling you may file an administrative appeal to VHDA.  We will 
provide contact information for the appeal to VHDA.  For low-income persons and those unable to 
prepare a written appeal, or who require assistance in preparing an appeal, we shall provide such 
assistance and/or refer you to an appropriate third party who will provide such assistance at no cost 
to you. 

In order to help you protect your rights and benefits in the relocation process, we will reasonably 
accommodate persons with disabilities and provide language assistance for persons with limited 
English proficiency.  Please tell our representative if you need auxiliary aides, written translation, oral 
interpretation, or other assistance in order to fully participate in the relocation process. 

If you have any questions about this letter or your eligibility for relocation assistance and payments, 
please contact relocation coordinator, [name] , [title], at [phone] , [address] before you make any 
moving plans.  He/she will assist you with your move to a new home and help ensure that you preserve 
your eligibility for all relocation payments to which the law may entitle you. 
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NOTE:  Pursuant to Public Law 105-117, aliens not lawfully present in the United States are 
not eligible for relocation assistance under the Uniform Relocation Action, unless such 
ineligibility would result in exceptional hardship to a qualifying spouse, parent, or child.  All 
persons seeking relocation assistance will be required to certify that they are a United States 
citizen or national, or an alien lawfully present in the United States.  

If you have any questions about this letter or your eligibility for relocation assistance and payments, 
please contact relocation counselor, [name] , [title], at [phone] , [address] before you make any 
moving plans.  He/she will assist you with your move to a new home and help ensure that you preserve 
your eligibility for all relocation payments to which the law may entitle you. 

Sincerely, 

(Name and title)  

Tenant Affidavit:  I acknowledge and understand the contents of this letter. 

      
Signature of Tenant  Unit Number   Date Signed 
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GATEWAY MANAGEMENT SERVICES, LLC 
 
 
 
__________, 20___ 
 
Resident of Apartments (to be renamed as Mecklenburg Manor) 
 

Re:  30-Day Notice to Move; By required move date 
 Permanent Relocation 

   
Dear name of tenant, 
 
On _________, 20___ we sent you a letter regarding Notice of Intent to Acquire, General 
Information Notice and 120-Day Notice for the acquisition and renovation of Mecklenburg 
Manor by South Hill Partners, LLC. Virginia Housing and Development Authority (VHDA) has 
approved the project and the funding for it.   
 
We have determined that you will need to permanently relocate to another unit at Mecklenburg 
Manor Apartments. 
 
You must move from your current unit by __________________. 
 
We have identified the following comparable unit for you at Mecklenburg Manor: ______.  Your 
rent will remain the same as it was for your original unit until the time of lease renewal.  Please 
contact us immediately if you believe this unit does not compare reasonably to your current 
home.  We can explain our basis for selectin this dwelling as most representative of your current 
home and discuss your concerns. 
 
Your move-in inspection is schedule to occur:  _______________________ 
 
Please come by the office to get the key to your new unit on or after __________. 
 
If you disagree with your designation as a displaced person, the estimated amount of relocation 
assistance, or the comparability of the representative replacement dwelling you may file an 
administrative appeal to VHDA.  We will provide contact information for the appeal to VHDA.  For 
low-income persons and those unable to prepare a written appeal, or who require assistance in 
preparing an appeal, we shall provide such assistance and/or refer you to an appropriate third party 
who will provide such assistance at no cost to you. 

In order to help you protect your rights and benefits in the relocation process, we will reasonably 
accommodate persons with disabilities and provide language assistance for persons with limited 
English proficiency.  Please tell our representative if you need auxiliary aides, written translation, oral 
interpretation, or other assistance in order to fully participate in the relocation process. 

If you have any questions about this letter or your eligibility for relocation assistance and payments, 
please contact relocation coordinator, [name] , [title], at [phone] , [address] before you make any 
moving plans.  He/she will assist you with your move to a new home and help ensure that you preserve 
your eligibility for all relocation payments to which the law may entitle you. 
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NOTE:  Pursuant to Public Law 105-117, aliens not lawfully present in the United States are 
not eligible for relocation assistance under the Uniform Relocation Action, unless such 
ineligibility would result in exceptional hardship to a qualifying spouse, parent, or child.  All 
persons seeking relocation assistance will be required to certify that they are a United States 
citizen or national, or an alien lawfully present in the United States.  

If you have any questions about this letter or your eligibility for relocation assistance and payments, 
please contact relocation counselor, [name] , [title], at [phone] , [address] before you make any 
moving plans.  He/she will assist you with your move to a new home and help ensure that you preserve 
your eligibility for all relocation payments to which the law may entitle you. 

Sincerely, 

(Name and title)  

Tenant Affidavit:  I acknowledge and understand the contents of this letter. 

      
Signature of Tenant  Unit Number   Date Signed 
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Monthly Relocation Report 

 
 

Monthly Report Form – Complete at end of each month, due at same time as usual 
monthly reports. Fax a copy to Regional Manager.  Form must be completed every 

month until relocations have been completed. 
 
 
 

Property Name: Mecklenburg Manor 
 
Month: ____________________ 
 
 

1. On-Property Moves (Summary to Date): 
_____  Number On-Property at start of relocation 
_____  Number moving On-Property into un-rehabbed units during relocation 
_____  Number attending residents meeting held 
_____  Number completed paperwork 
 
A. _____   Number scheduled to move next 

 
    Date Move 
  Current Unit Scheduled To Unit Temp or Perm. 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
             __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
  __________ _________ __________ ____________ 
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B.  _____  Number Moved to Permanent Unit 
              _____  Previously (Detail until check has been shown distributed) 
              _____  This month (Detail) 
 
  New  Date of  Date Check Date Check   
  Unit  Actual Move Requested  Distributed  
  __________ __________ __________ ___________  
  __________ __________ __________ ___________  
  __________ __________ __________ ___________  
  __________ __________ __________ ___________  
  __________ __________ __________ ___________  
  __________ __________ __________ ___________  
  __________ __________ __________ ___________  
  __________ __________ __________ ___________  
  __________ __________ __________ ___________  
  __________ __________ __________ ___________  
 

 
C.  _____  Number Moved to Temporary Unit 

    _____  Previously (Detail until check has been shown distributed) 
    _____  This month (Detail) 
 

 New  Date of  Date Check Date Check  Move to Perm.  
 Unit  Actual Move Requested  Distributed Scheduled for Date 
    
 __________ __________ __________   ___________      ___________ 
 __________ __________ __________   ___________      ___      _____ 
 __________ __________ __________   ___________      ___________ 
 __________ __________ __________   ___________      ___      _____ 
 __________ __________ __________   ___________      ___________ 
 __________ __________ __________   ___________      ___      _____ 
 __________ __________ __________   ___________      ___________ 
 __________ __________ __________   ___________      ___      _____ 
 __________ __________ __________   ___________      ___________ 
 __________ __________ __________   ___________      ___      _____ 
 __________ __________ __________   ___________      ___________ 
 __________ __________ __________   ___________      ___      _____ 
 __________ __________ __________   ___________      ___________ 
 __________ __________ __________   ___________      ___      _____ 
 __________ __________ __________   ___________      ___________ 
 __________ __________ __________   ___________      ___      _____ 
  
 
 
     
 ________________________________________      

Property Manager’s Signature               Date 
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Tab P:  Developer Experience 

 

 

 

Documentation of Developer Experience for the principal of South Hill Partners, LLC has been provided 

directly to the VHDA LIHTC Allocation Department. 
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3BR

2BR

1BR

-14.47%

Based on the actual billing histories obtained from the appropriate utility

company(ies), we have calculated the utility allowances for the unit types

shown below.

Unit Type Current UA Proposed UA Change

Utility Allowance Report

Project:

Location:

Management:

Date Prepared:

Tracking Code:

Mecklenburg Manor

South Hill, VA

Gateway Management Services, LLC

1916-6242

6/14/2019

Contract #: VA36L000013

$76
$66
$47

-12.12%
31.91%

$65
$58
$62



1BR

Electric May-18 Jun-18 Jul-18 Aug-18 Sep-18 Oct-18 Nov-18 Dec-18 Jan-19 Feb-19 Mar-19 Apr-19 Total Average

701A $61.97 $83.84 $71.01 $85.20 $68.20 $39.95 $36.04 $35.78 $35.25 $29.85 $32.44 $36.06 $615.59 $51.30
701C

701D $118.51 $151.88 $114.60 $136.33 $94.52 $52.07 $32.04 $33.67 $26.15 $25.25 $27.31 $57.71 $870.04 $72.50
715B

$123.80
Total of Unit Averages: $123.80

Mecklenburg Manor Date Calculated: 6/14/2019

Dominion Virginia Power

Total of Unit Averages:

Unit not occupied for 10 months

Tenant does not have 10 months of billing history with account number given-history is attached

Sample Units Used: 2
Electric Utility Allowance: $61.90

Total Utility Allowance: $62.00

Utility Allowance

Electric Allowance: $62.00



2BR

Electric May-18 Jun-18 Jul-18 Aug-18 Sep-18 Oct-18 Nov-18 Dec-18 Jan-19 Feb-19 Mar-19 Apr-19 Total Average

707B $44.87 $76.30 $62.83 $77.02 $63.87 $36.71 $29.03 $31.54 $28.88 $21.59 $472.64 $47.26
707C $163.39 $258.10 $131.65 $196.36 $135.75 $64.01 $46.85 $42.62 $43.76 $41.55 $40.37 $75.05 $1,239.46 $103.29
711D $54.11 $118.42 $114.38 $90.57 $79.37 $49.09 $46.08 $40.16 $36.03 $33.43 $29.35 $61.95 $752.94 $62.75
713A $27.90 $64.35 $24.65 $27.82 $21.72 $21.70 $25.58 $27.30 $26.39 $42.59 $47.24 $40.06 $397.30 $33.11
713C

713D $122.23 $152.49 $80.41 $98.46 $65.76 $38.39 $40.71 $31.75 $30.79 $32.73 $27.98 $58.98 $780.68 $65.06
717B $46.52 $77.13 $58.67 $79.11 $46.70 $35.70 $37.80 $36.42 $36.81 $34.55 $33.03 $44.05 $566.49 $47.21
721B $129.37 $103.79 $152.06 $175.21 $126.85 $103.84 $104.96 $99.95 $44.10 $41.79 $39.67 $100.60 $1,222.19 $101.85
721C $45.53 $60.45 $54.42 $68.14 $45.69 $25.71 $30.14 $30.56 $31.81 $27.92 $23.37 $40.38 $484.12 $40.34
723B

725C $32.81 $69.83 $51.79 $49.67 $40.36 $20.43 $27.80 $27.19 $7.78 $7.78 $7.76 $18.66 $361.86 $30.16
725D $62.97 $78.59 $66.64 $73.31 $31.75 $51.32 $45.77 $22.83 $30.40 $29.81 $55.35 $548.74 $49.89
727B

727D $77.38 $89.51 $75.49 $86.29 $70.22 $47.75 $49.65 $40.94 $45.34 $42.01 $41.49 $60.80 $726.87 $60.57
$641.47

Total of Unit Averages: $641.47

Mecklenburg Manor Date Calculated: 6/14/2019

Dominion Virginia Power

Total of Unit Averages:

Vacant

Vacant

Unit not occupied for 10 months

Sample Units Used: 11
Electric Utility Allowance: $58.32

Total Utility Allowance: $58.00

Utility Allowance

Electric Allowance: $58.00



3BR

Electric May-18 Jun-18 Jul-18 Aug-18 Sep-18 Oct-18 Nov-18 Dec-18 Jan-19 Feb-19 Mar-19 Apr-19 Total Average

701B

705B

709A $89.34 $60.91 $46.83 $45.91 $40.56 $29.03 $32.04 $34.53 $38.20 $45.11 $31.64 $39.49 $533.59 $44.47
717A $58.62 $114.07 $88.38 $90.44 $83.82 $58.30 $41.16 $41.97 $39.21 $38.68 $41.49 $82.57 $778.71 $64.89
727A $67.84 $82.79 $74.36 $74.55 $64.64 $40.40 $34.38 $35.87 $31.27 $30.55 $28.10 $72.43 $637.18 $53.10
727C $145.22 $175.76 $132.38 $164.00 $124.89 $69.47 $64.12 $54.56 $52.72 $50.85 $54.35 $96.03 $1,184.35 $98.70

$261.15
Total of Unit Averages: $261.15

Mecklenburg Manor Date Calculated: 6/14/2019

Dominion Virginia Power

Total of Unit Averages:

Unit not occupied for 10 months
Unit not occupied for 10 months

Sample Units Used: 4
Electric Utility Allowance: $65.29

Total Utility Allowance: $65.00

Utility Allowance

Electric Allowance: $65.00
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   Mecklenburg Manor 
Marketing Plan for Units Which Conform to 

Section 504 of the Rehabilitation Act 
 

This Marketing Plan for Units Which Conform to Section 504 of the Rehabilitation Act 
(the “Marketing Plan”) has been designed to convey to current and potential residents with 
disabilities that Mecklenburg Manor will be a new rental housing experience, with a 
commitment to excellent management and resident service, as well as an expectation of 
resident responsibility. Therefore, the majority of this plan will address ways in which property 
management will endeavor to secure qualified tenants, ensure quality tenancy, and effective 
management and maintenance of the property. 

 
The Management Agent will be responsible for the management of Mecklenburg Manor. 

Gateway Management Services, LLC (“Gateway”), the Management Agent, will be 
responsible for all the traditional management functions, including rent collection, 
maintenance, record keeping, reports, development of budgets, and monitoring resident 
income qualifications. Additionally, Gateway will be responsible for the development and 
management of community and resident services program. 

 
 
I. Affirmative Marketing 
 

Gateway is pledged to the letter and the spirit of the U.S. policy of the achievement of 
equal housing opportunity throughout the Nation and will actively promote fair housing in the 
development and marketing of this project. Gateway, it’s Officers, Directors and employees will 
not discriminate on the basis of race, creed, color, sex, religion, familial status, elderliness, 
disability or sexual orientation in its programs or housing. They will also comply with all 
provisions of the Fair Housing Act (42 U.S.C. 3600, et. Seq.). 

 
Any employee who has discriminated in the acceptance of a resident will be subject to 

immediate dismissal. All persons who contact the office will be treated impartially and equally 
with the only qualification necessary for application acceptance being income and credit, and 
conformity with the requirements of the Section 8 Program and Tax Credit programs. All 
interested parties will be provided a copy of the apartment brochure/flyer. Any resident who has 
questions not answered by the housing staff will be referred to the Regional Manager of 
Gateway. 

 
 

II. Marketing and Outreach  
 

Locating people with disabilities to occupy the units which conform to the requirements of 
Section 504 of the Rehabilitation Act will be accomplished as follows: 

 
1. Networking 
 

Gateway will contact local centers for independent living, disability services boards and 
other service organizations via phone and printed communication. The contacts will include the 
following organizations: 

 
 

• Area Center for Independent Living (434) 971-9629 
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distributed to residents along with the resident newsletter announcing   the tenant referral 
program. 

 
 

5. Marketing Materials 
 

Additional marketing materials are needed in order to further support the specific 
marketing effort to people with disabilities. All printed marketing materials will include the EHO 
logo. The marketing will also emphasize the physical and administrative compliance with 
Americans with Disabilities Act. 

 
These marketing materials include: 

 
• Brochures or news media coverage –A simple, two color brochure may be produced 
at low cost which will effectively sell the apartments and community. A brochure will 
include a listing of features and amenities. News media may include the local newspaper 
and/or the local television station coverage. 

 
• Flyers - As mentioned earlier, a flyer campaign can be used effectively to market the 
community. Each flyer should incorporate graphics as well as a small amount of copy 
and should be designed to generate traffic. 

 
• Resident Referral - The least expensive form of advertising is through Resident 
Referrals. A flyer should be created and distributed to all residents. ($50 - $100 per 
referral, paid upon move in). In addition to being distributed to all residents, the referral 
flyer should be left in the Management office and should be included in the move in 
packet. (People are most inclined to refer their friends in the first few weeks of their 
tenancy.) The flyers will be changed to reflect the season or any type of special referral 
program. 

 
 

III. Public and Community Relations 
 

Equal Housing Opportunity promotions - all Site Signage containing the EHO logo and 
Fair Housing posters are displayed in English and Spanish in the Rental Office. Gateway  
encourages and supports an affirmative marketing program in which there are no barriers to 
obtaining housing because of race, color, religion, national origin, sex, elderliness, marital 
status, personal appearance, sexual orientation, familial status, physical or mental disability, 
political affiliation, source of income, or place of residence or business. 

 
Additionally, a public relations program will be instituted to create a strong relationship 

between management and local disability organizations, neighborhood civic organizations, city 
officials, and other sources of potential qualified residents still to be identified. 

 
 

IV. Tenant Selection and Orientation 
 

The first contact with the management operations is an important one in attracting 
qualified residents; therefore, the management/leasing offices should convey a sense of 
professionalism, efficiency, and cleanliness. The management/leasing office is designed to 
provide a professional leasing atmosphere, with space set aside specifically for applicant 
interviews and application assistance. The leasing interviews will be used to emphasize the 
respect afforded to the applicant and the responsibilities which the applicant will be expected to 
assume. 

 
  Hours of Operation:  Management Office will be open Monday through Friday from 8:30am to      
4:30pm.   Applicants will be processed at the Management Office Tuesday, Wednesday and 
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Thursday, in accordance with approved criteria. Move-in process and orientation to property - 
applicants meet with designated staff to discuss programs available on the property and will be 
supplied relevant information to assist them in their move. 
 

Management staff will perform housekeeping/home visits, check previous landlord and 
personal references, perform criminal/sex offender and credit background checks and verify 
income for each application taken. Tenant Selection will include minimum income limits assigned 
by the Owner/HUD. New residents will be given an orientation to the property including a review 
of the rules and regulations, information on the area, proper use of appliances, move-out 
procedures, maintenance procedures, rent payment procedures, energy conservation, grievance 
procedures and a review of the Lease documents. 

 
 

Tenant Selection Criteria 
 

Tenant Selection will include maximum income limits under the Low-Income Tax Credit 
and Section 8 programs. Selection criteria will also include student status guidelines pursuant 
to the Low- Income Housing Tax Credit program. 

 
Management will commit that no annual minimum income requirement that exceeds the 

greater of $3,600 or 2.5 times the portion of rent to be paid by tenants receiving rental 
assistance. 

 
Application Processing 

 
Application processing will be done at the Management Office by the housing staff who 

are well versed in Fair Credit Law. As stated before, the processing will include a review of 
housekeeping/home visit, prior landlord references, personal references, criminal/sex offender 
and credit reporting and income verification. The housing staff will make further review for 
inaccuracies in the application. The annual income and family composition are the key factors 
for determining eligibility. However, the Housing Committee will also use the following criteria in 
selecting applicants for occupancy: 

 
 Applicants must be individuals, not agencies or groups. 

 
 Applicants must meet the current eligibility income limits for tax credits and any other 

program requirements. 
 

 We will process the Rental Applications through a credit bureau to determine the credit 
worthiness of each applicant. If the score is below the threshold, and it has been 
determined that applicant has no bad credit and no negative rental history and no 
criminal history then the application can be conditionally approved after contacting the 
prior landlord. In these cases, the application must be reviewed by the Associate 
Director/ housing committee before final approval. 

 
Note - If the applicant's denial is based upon a credit report, the applicant will be 
advised of the source of the credit report in accordance with the Federal Fair 
Reporting Act. 
Guidelines published by the Federal Trade Commission suggest that apartment 
managers fall under the provisions of the Act and are obligated to advise the 
person refused an apartment for credit reasons, the name and address of the 
credit reporting firm in writing. The credit report will not be shown to the applicant, 
nor will specific information be revealed. 

 
 

 We will process the Rental Application through a credit bureau to determine any possible 
criminal conduct. Convictions will be considered, regardless of whether "adjudication" 
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was withheld. A criminal background check will be used as part of the qualifying criteria. 
An applicant will automatically be denied if; 

• There is a conviction for the manufacture, sale, distribution, or possession with 
the intent to manufacture, sell or distribute a controlled substance within the 
past five years. 

• There is evidence in the criminal history that reveals that the applicant has 
developed a pattern of criminal behavior, and such behavior presents a real or 
potential threat to residents and/or property. 

• The application will be suspended if an applicant or member of the applicant's 
family has been arrested for a crime but has not yet been tried. The application 
will be reconsidered, within the above guidelines, after such legal proceedings 
have been concluded at applicants’ request. 

 
 Applicants must provide complete and accurate verification of all income of all family 

members. The household’s annual income may not exceed the applicable limit and the 
household must meet the subsidy or assisted Income Limits as established for the area 
in which YOUR Apartments is located. The annual income is compared to the area’s 
Income Limits to determine eligibility. 

 
 Family composition must be compatible for units available on the property. 

 
 Applicants must receive satisfactory referrals from all previous Landlords. 

 
 Applicants must provide verification of full-time student status for all individuals listed 

on the application as full-time student for tax credit units. 
 

 Applicants must not receive a poor credit rating from the Credit Bureau and other credit 
reporting agencies and must demonstrate an ability to pay rent on time. 

 
 Applicants must provide a doctor's statement and/or other proof of any handicap or 

disability. 

 Applicants must provide a birth certificate or other acceptable HUD approved 
form of documentation for all household members. 

 
 Applicants must complete the Application for Lease and all verification forms truthfully. 

 
 Applicants must provide all information required by current Federal regulations and policies. 

 
 Applicants must have the demonstrated ability to maintain acceptable housekeeping 

standards. 
 

 Applicants must meet current Federal program eligibility requirements for tax credits 
and any other programs. 

 
 Preference will be given to those households whose family members are handicapped or 

disabled for housing in the units specifically designated for the handicapped or disabled. 
 

 Applicants who meet the above criteria will be placed on a waiting list based on the date 
and time of their application. If an applicant turns down a unit for any reason, the 
applicant will be moved to the bottom of the waiting list. If the applicant turns down a unit 
for any reason a second time, the applicant will be removed from the waiting list. 

 
 Held Vacant for 60 Days 

 
 
Unit must be held vacant for 60 days during which marketing efforts must be documented.  
However, if marketing to the Target Population is deemed to be conducted satisfactorily on an 
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ongoing basis throughout the year and management can provide sufficient documentation to 
VHDA’s Compliance Officer, management may request the ability to lease 60-point Units and 30-
point Units, to a household not in the Target Population without the unit remaining vacant for the 
60-day timeframe. “Ongoing basis” means contact to at least two (2) resources at least monthly in 
the manner noted below at any time the required number of units is not actually occupied by the 
Target Population.  
 
Each time a vacancy occurs in a 60-point Unit or a 30-point Unit, if a qualified household including a 
person in the Target Population is not located in the 60-day timeframe, the owner or manager may 
submit the evidence of marketing to VHDA’s Compliance Officer and request approval to rent the 
unit to an income-qualified household not a part of the Target Population. If the request is 
approved, the lease must contain a provision that the household must move to a vacant unit of 
comparable size in the development if a household in the Target Population applies for the unit. 
The move will be paid for by the owner. 
 
If no vacant unit of comparable size is available at that time, the Target Population prospective 
tenant should be placed on the development’s waiting list and placed in the 60-point Unit or 30-
point Unit, when the first available vacant comparably sized unit becomes available to move the 
non-Targeted Population tenant.  
 
NOTE: The move of the temporary/non-disabled tenant will be paid for by the owner.  
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