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HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS

SUBJECT:  Leasing

PURPOSE:  To establish landlord-tenant relationships through defined terms and conditions.

POLICY:  The admission of a family to occupancy establishes a landlord-resident relationship with specific obligations to be fulfilled by both parties.  To the fullest extent possible, such obligations shall be included in the Terms and Conditions of the contract document - hereafter referred to as the Lease and the Resident Handbook.

Resident parties to the lease (i.e., persons whose names appear in the body of the lease) shall be:  both members of a marital community; or, the remaining spouse if the other is absent on a continuing basis through death, separation, or divorce; or in instances where there is not a marital community or a remaining spouse, the person(s) legally or morally responsible for the payment of rent.  (see L10.1-1, re unrelated adults occupying one unit.)

The lease shall be executed by a responsible member of the family who is a party to the lease on behalf of the resident, and an authorized member of the staff on behalf of the Authority.  (see L10.1-1, page 6, regarding multiple lease for one unit.)  Such a lease shall provide the basis for the establishment of sound landlord-resident relationships with equitable standards of protection for both the resident and the Authority (Exhibit No. 1).  The lease shall be drawn on a month-to-month basis.

It shall be the responsibility of the management office, as a part of the leasing process, to cover in detail with the resident the Terms and Conditions of the lease and the instructions in the Resident Handbook and any other relevant rules of tenancy.  The prospective resident shall be given a tour of the unit(s) available for leasing by appropriate management staff during which relevant information about the development's facilities and the unit's equipment will be provided.

SCOPE:  This policy applies to all Housing Management staff.

Rescinds L12.2-1 in its entirety.  Clarifying changes and updating of forms made throughout the insert.
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RESPONSIBILITY:

The manager shall be responsible for establishing effective procedures and responsibilities in the execution of the leasing process.

PROCEDURE:
1.
The Manager shall cooperate with the Supervisor of Applications in the administration of the Resident Selection policy (see L10.2-1).  The application assembly (consisting of the application, verification letters, narrative, etc.) shall be filed in a manila folder by the Applications Office prior to referral to the development.

2.
The Manager shall act as the authorized representative of the Authority.  The Manager may make further delegation of this authorization.  Other personnel if so authorized, shall sign their own name and enter "For" preceding the title "Manager."

3.
The Manager shall be responsible for placement practices which shall give due consideration to the needs and desires of the resident's family and the maintenance of an integrated pattern of occupancy from the point of view of race, family composition, age of family members, etc.

4.
Applications withdrawn by applicants after referral to the development shall be returned to the Applications Office, and reasons recorded on the narrative sheet.

5.
The Manager shall be responsible for establishing effective internal development routing procedures and the clear designation of responsibility to staff members to assure the execution of the procedural steps outlined below.

6.
The management office employee(s) to who responsibility has been assigned shall:

a.
Prepare the resident folder, consisting of the application file; Dwelling Lease, SHA-50 (see Exhibit 1); Apartment Inventory and Inspection Report, SHA-31A (see M10.2-1), with pertinent data from previous report indicated thereon; Lessee Information and Change Form, SHA-301; and other supporting documents as may be required.

b.
At leasing interview, re-check findings as recorded on Application and record changes on SHA-301; determine rent amount per month, prorate rent, date of lease and record on SHA-301; prepare and execute lease; establish date of subsequent special re-examination (SR-2) where applicable.
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c.
Following completion of lease, collect rent and security deposit and issue receipts; prepare SHA-330; issue keys; other pertinent leasing information; post move-in control records.  Notify resident by letter of scheduled special re-examination, if any.  Enter information from the SHA-301 (see L12.8-1), Social Demographic form SHA-826 (see A12.2-2), and emergency information form SHA-812 (see Exhibit 11 to the RLPS screen.

d.
Audit and approve Leasing Assembly, file leasing material in lease folder, and file folder in active section of lease file.  Where applicable, file a copy of Notice to Resident of a scheduled special re-examination in a separate file.

7.
From the RLPS entry, MIS will update and send to the management office Form SHA-574 (see A12.2-2, Ex. 2), SHA-301, SHA-826, and SHA-511 (see Exhibit 11).

