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HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS

SUBJECT:  Security Deposits - LIPH
SCOPE:  This policy applies to all applicants and residents of federally-subsidized public housing operated by the Seattle Housing Authority (SHA).  It does not apply to:  1) residents of the Seattle Senior Housing Program, 2) Section 8 Housing Choice Voucher participants,  or  3) residents of public housing units or other non-federal programs subject to partnership agreements, regulatory agreements and/or financial agreements that have been incorporated into a management plan approved by HUD and/or SHA; the policies set forth in those documents shall take precedence for residents of such units.
POLICY:  Security deposits shall be required of all residents occupying units operated by the Housing Authority.  The security deposit shall be used to compensate SHA, when residents vacate, for any delinquent rent, unpaid excess utility charges, unpaid legal charges, unpaid miscellaneous and sundry charges, excessive wear and tear on Authority-owned furnishings or equipment, or damages to property which was in the custody of the resident.  

Security deposits shall only be for the purposes indicated above.  When a resident vacates, the Authority shall deduct any amounts owing from the initial deposit and credit the remainder to the resident's account.  Interest earned on security deposits shall belong to SHA and shall not be distributed to residents.

Deposits shall be charged based upon unit size, but shall be subject to change from time to time.  When the Housing Authority believes, based upon previous experience, that damage to a unit or the cost of returning a vacated unit to SHA's occupancy standard may exceed the average costs, an additional deposit may be collected.  Those circumstances include, but are not limited to:  additional lock and security alarm deposit, waterbed deposit, garden and fence deposit, and pet deposit.  The amounts of such deposits shall be available to reimburse SHA for any costs incurred, even if such costs are not related to the reason the additional deposit was collected.  See Exhibit B.
IMPLEMENTING POLICY:

The security deposit rates in Exhibit A shall apply to new residents as well as residents who transfer to another unit.  The Board of Commissioners has granted authority to the Executive Dreictor to amend these rates from time to time, balancing the agency’s costs, continued access to housing for low-income people, and common rates charged in other low-income housing in the community. (Resolution 4772, dated 3/21/2005)
RESPONSIBILITY:

The Director of Finance and Administration shall be responsible for handling deposits in a manner consistent with applicable laws and regulations.  The Director of Housing Operations shall be responsible for the overall administration of this policy.  Senior Property Managers and Property Managers shall be responsible for the day-to-day oversight of this policy.  Administrative Specialist III and other field staff who receive deposits shall be responsible for the day-to-day implementation of this policy and for implementing the following procedures.
PROCEDURE:

1. The resident’s obligation to pay the security deposit shall be set forth in the lease or rental agreement or in an addendum thereto, which shall include the terms and conditions under which the deposit or portion thereof may be withheld.
2. No deposit may be collected unless there is a written checklist or statement specifically describing the condition and cleanliness or existing damages to the unit and furnishings, including but not limited to, walls, floors, countertops, carpets, drapes, furniture, and appliances.  The checklist or statement shall be signed and dated by SHA and the resident and a signed and dated copy shall be provided the resident.

3. Security deposits shall be paid in full prior to occupancy.  Additional deposits required during occupancy shall be paid in full in accordance with the requirements of the applicable policy.  When payment of the deposit in full would impose an unreasonable hardship, the deposit may be paid over a period of time, not to exceed SIX (6) months.
4. Staff may accept payment by personal check, money order or cashier check.  
5. Residents shall be provided a written receipt on payment of the security deposit(s). A copy of the receipt shall be kept in each resident’s file.  The receipt shall include information as to the name, address, and location of the depository for security deposits held by SHA.
6. Staff shall process the security deposit within two business days in accordance with Manual Section L16.1-1, Payment and Deposit Controls.

7. Within fourteen (14) calendar days of the date the resident vacates, the Administrative Specialist III shall mail or personally deliver to the resident, at his or her last known address, a written statement of the basis for retaining any portion of the security deposit together with payment of any refund due to the resident. No portion of the deposit may be withheld on account of normal wear and tear resulting from ordinary use of the unit. 
8. For transfers, security deposits will be updated to the current rate for the bedroom size.  
In MLS

· enter charges through Charge a Tenant for the updated security deposit amount.

· Bill code:  31 
EXHIBIT A

Revised 4/01/05

	
	0-1 BR
	2 BR
	3 BR
	4+ BR
	Section 8 New Construction

	Security Deposit
	$200
	$300
	$400
	$450
	$50.00 OR amount equal to Total Tenant Payment, which ever is greater. 






required by HUD. (4350.3)


EXHIBIT B
Additional Deposits

	Pet Deposit
	$100

	Waterbed Deposit
	$250

	Garden Deposit
	$250

	Fence Deposit
	$250

	Satellite Deposit
	$250

	Security Device Deposit:
	

	Extra Lock
	$50

	Installed Alarm System
	$100 – High Rises

	
	$250 – Garden / Scattered Sites
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	0-1 BR
	2 BR
	3 BR
	4+ BR
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	Security Deposit
	$200
	$300
	$400
	$450
	$50.00 OR amount equal to Total Tenant Payment, which ever is greater. 






required by HUD. (4350.3)


Rescinds L 11.3-1, revised 11/01/96 in its entirety.  


