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HOUSING AUTHORITY OF THE CITY OF SEATTLE





MANUAL OF OPERATIONS











SUBJECT:  Vacating








PURPOSE:  To maintain the financial stability of the project and to provide maintenance with adequate time in which to plan for renovation so that unit may be made available for waiting applicants at the earliest date possible.





POLICY:  Prior to notice of intent to vacate is made a part of the terms and conditions of the resident lease for either one or both of the following reasons:





1.	To maintain the financial stability of the project by allowing management adequate time in which to re-lease the unit, thus eliminating or reducing vacancy loss.





2.	To provide maintenance with adequate time in which to plan for renovation so that units may be made available for waiting applicants at the earliest date possible.





The required notice period shall be twenty (20) days unless a lesser period is specifically stated in the resident's lease or as may be modified below.  Residents vacating prior to the expiration of their notice period shall be liable for the rent for such unexpired period with the following exceptions:





1.	The Manager may waive all or any part of the required notice period in the individual instances when it is determined that sufficient reason exists for such action.





2.	The Executive Office may waive the notice period requirement for a project or partial project if the reasons for a notice period no longer apply.





3.	Residents in the armed forces or entering such service shall be required to give only three (3) days' notice when military orders preclude giving the twenty-day notice.





4.	Residents moving at the request of the management shall not be required to give prior notice.














Rescinds L12.3-1, effective 12/1/74 in its entirety.  Clarification of procedures.
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5.	Residents shall not be liable for that portion of their unexpired notice period covered by a re-leasing of the unit.  (Under no circumstances shall double rent be collected on a unit.)





Residents shall be considered to have possession of the unit until the keys are turned in to the management office; or, until such other time as established by the Manager in those instances where keys are lost, unduly delayed, or where the resident has moved without notice.





The resident shall be charged rent through the last day of the notice period as established for the specific resident or to the date keys are returned, whichever is later; provided, however, that if keys are turned in prior to 12:00 noon, the vacating resident will not be charged rent for that day.





SCOPE:  This policy applies to all SHA departments and employees.





RESPONSIBILITY:





The manager shall be responsible for establishing effective internal routing procedures and clear designation of responsibilities of staff members.





PROCEDURE:





1.	The Executive Office shall be responsible for making the determination and establishing the effective date of any general waiver or modification of the notice period.





2.	The Manager shall be responsible for documenting in the lease folder, reasons for waiving any part or all of the notice period for individual residents.





	Generally speaking, adequate reason for waiving any or all of a notice period will involve one or more of the following:





a.	Illness





b.	Unexpected changes in employment 





c.	Some other factor outside of the control of the resident which necessitates moving or precludes the giving of the required notice.
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3.	The Notice of Intent to Vacate, SHA-21, shall be prepared for every vacating resident (see Exhibit No. 1).  Notices of intent to vacate given by letter or phone shall be accepted, and the Management Office shall prepare an SHA-21 and mail the white copy to the resident.  (see L12.7-1, for statement regarding disposal of personal property.)





4.	The Manager shall be responsible for establishing effective internal routing procedures and the clear designation of responsibilities to staff members to insure the execution of the procedural steps outlined below.





5.	The Management Office employee to who responsibility has been assigned shall upon receipt of the vacate notice:





a.	Prepare Pending Vacate File consisting of the duplicate copy of SHA-21 and personal property statement.





b.	Upon actual vacate (date keys turned in or other notice), pull Pending Vacate File.  Complete heading of SHA-31A (see M10.2-1 for Apartment Inventory and Inspection Record), and route to maintenance; post bottom section of SHA-21; place SHA-21 in resident's folder and file folder in Current Vacates file; post Space Inventory Card and purge other records as necessary.





c.	Upon receipt of SHA-31A in triplicate from Maintenance, review for appropriateness of charges (refer questions to Manager for decision) and total resident charges as listed.  Complete SHA-330, Adjustment Memo (see Exhibit 2) and attach original SHA-31A and forward to MIS.
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INSTRUCTIONS FOR NOTICE OF INTENT TO VACATE


SHA-21 (Revised 2/87)








DATE





The date the notice is first filed will be recorded on the date line along with community number, apartment number and bedroom size.  Subsequent dates of requests for extension will appear on the succeeding lines.





TO THE MANAGER





1st blank -	enter apartment number





2nd blank - 	enter the date the resident plans to move.  If the date changes, strike out the original and substitute a new date on the same line.





3rd blank - 	enter the date 20 days from date of Notice of Intent to Vacate.





4th blank - 	record forwarding address as completely as possible (street address, city state, zip code, name and relationship of person in whose care mail is to be sent).





Yellow copy is for Management Office use and file.  White copy should be given to the resident if possible.





TO THE RESIDENT





Where deemed necessary, the points known here should be emphasized with the resident along with additional instructions necessary in different developments.





REASON FOR VACATE (Yellow copy only)





One item in each section will ordinarily be checked.  This information will be transferred to the SHA-330 when that form is submitted to MIS.
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INSTRUCTIONS FOR PREPARATION OF ADJUSTMENT MEMO


SHA-330 AS APPLICABLE TO VACATES





At time of actual vacate, the Management Office shall prepare an SHA-330 memo and forward it to M.I.S. (see also A12.2-2 for other use of SHA-330.)





1.	Fill in the date, community number, apartment number, application number, initials, check Community or Central Office, and resident's last name.





2.	Under Vacate, fill in date through which rent is charged.





3.	Mark appropriate box to indicate reason for vacating.





4.	Mark appropriate box, if known, where resident is moving to.





5.	Forwarding Address:





	If forwarding address is known, fill it in and include the zip code.  If forwarding address is not known, use address vacated from.  Do not write in "unknown."





6.	If resident is deceased, the name of beneficiary and the relationship shall be filled in.





NOTE:  An inspection sheet (SHA-31A shall be completed on all vacates and attached to the SHA-330.





