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HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS

SUBJECT:  Resident Transfers - Incentive

POLICY:  The Seattle Housing Authority (SHA) encourages residents to work toward individual goals that will enhance their quality of life and upward mobility.  The Housing Authority shall act as a partner in furthering individuals and resident groups by encouraging them to accomplish their goals.  One way that these residents may be furthered is to offer positive incentives to residents.  Incentive transfers offer residents a hope of assuming more control over their immediate tenancy with a goal of relocating to a more desirable community or situation.  The Housing Authority recognizes the need to provide on-going incentives to residents, to encourage full participation in the community and to reward self-sufficient behaviors.  Such transfers include:  


Scattered Site Incentive Transfers.  Transferring from a Garden Community to a scattered site unit is recognized as a desirable goal by public housing applicants and residents.  Current residents in SHA's garden communities may request an incentive transfer to a scattered-site unit upon meeting the criteria described below. 

A.
Qualifying for Scattered Sites Incentive Transfers:


1.
Incentive transfers to scattered-site units shall be offered only to existing SHA residents of garden and townhouse communities.  Each resident must meet the following criteria prior to approval of his or her incentive transfer request:


a.
lived in an SHA garden or townhouse community for at least three (3) years; and


b.
had no late payment of rent in the past two (2) years prior to requesting an incentive transfer; and


c.
have had no significant, substantiated complaints from other residents (or the public) regarding the household's behavior (all members of the household including guests) during the past two (2) years; and


d.
have a record of satisfactory maintenance of their unit and adjacent grounds if any, during the past two (2) years as evidenced by annual and special inspections (unit is clean, orderly, and free from resident-caused damage or excessive wear and tear; grounds are free from litter and well-tended).

Rescinds L12.5-3, effective 7/1/96 in its’ entirety.  Removed references to incentive transfers for studio and one bedroom units and included language for new voluntary choice.  Also, effective 3/1/01, SHA’s Board of Commissioners, Resolution No. 4558 gives current residents as well as new applicants the choice to be placed on one or two site-based waiting lists.
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2.
The resident must apply to the Community Manager of the community in which they live and from which they wish to transfer.  The resident shall submit a written statement (management personnel may assist in preparing or typing such a statement) on his or her request as to why they want to be considered for a resident incentive transfer.  This statement should include individual goals of the resident and their family members that may be related to the desire to relocate (employment, training, education, etc.) and how a transfer may further those goals.


3.
Once approved, residents must continue to meet the criteria stated in #1 above.  Failure to do so will result in the transfer request being canceled.  The resident may re-apply once he or she again meets all stated criteria.


4.
The resident must agree to pay:


a.
 for all damages to the unit which are in excess of normal wear and tear; and 


b.
pay the differential in any non-refundable cleaning fees or security deposits. 

PROCEDURES:  The procedures described in L12.5-1 shall be used when processing incentive transfers.  

In addition, the Community Manager and the resident shall meet to discuss the reasons for the request.  At this time, the Community Manager shall explain the costs associated with transferring to a new unit.  The Community Manager shall submit his or her recommendation to the Area Administrator on the SHA-15, "Transfer Request" (see L12.5-1, Ex. 3) to either approve or deny the request.  The resident shall be required to pay prior to or no later than at the time of leasing a new unit, the Administrative fee, the balance due on all required deposits, and any pre-move-out inspection charges.  


1. 
The approved original transfer forms and a copy of the letter (Exhibit 1) are sent to the appropriate Resident Placement Specialist.   (In the case of transfers between programs, a new application number will need to be assigned.)  The Resident Placement Specialists shall log all transfer requests and create the files.  Quarterly, a list of pending incentive transfers will be updated and distributed to the Director of Community Management, the Admissions and Occupancy Administrator, the Area Administrators and Community Managers.  Community Management staff shall review each file to insure that the resident is still meeting criteria of good tenancy.


2.
Once the resident's name reaches the top of the wait list and a suitable unit is available for the appropriate bedroom size, the Resident Placement office shall offer the resident an opportunity to select that unit, or any other suitable unit which may be available at that time (Exhibit 2).  


a.
If the resident refuses to select a unit he or she shall be given a second opportunity to select a unit from vacancies or pending vacancies during the next three (3) month period.  


b.
If the resident refuses to select the second offer, the resident's name will be placed at the bottom of the resident incentive transfer list for a third and final opportunity to choose a unit after which they will be permanently dropped from the resident incentive transfer program (Exhibit 3).
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c. If a scattered site property is identified by the Community Manager as less desirable than the average scattered site property, or if a scattered site property has been turned down by three incentive transfer applicants, the Community Manager shall contact the Applications Administrator and request that the unit be offered to a new applicant.


3.
When a unit is offered and accepted, the tenancy file shall be requested from the transferring  Community Manager.  The resident must comply with the "Statement of Understanding for a Transferring Resident", which requires the resident to:


a.
vacate the current unit; and 


b.
turn in the keys at an agreed upon date and place (usually in the Management Office) within five (5) calendar days after signing a new lease.  (See Resident Transfers, L12.5-1.)  


4.
Failure to comply will result in the resident automatically being charged $10.00 per day (see L12.5-1, Ex. 9) for every day that the keys are not turned in.  


5.
If after seven (7) calendar days from the agreed upon date, the keys are not yet turned in, the transferring Community Manager shall determine if the unit has been vacated by contacting the resident or by inspecting the unit.  


6.
The Community Manager may change the locks and may request that Maintenance remove any or all items remaining in the unit  (See L12.7-1, Abandoned Personal Property.)  


7.
A household that has been approved for the resident incentive transfer program may be reconsidered and dropped from the waiting list at any time prior to housing in a scattered-site unit if their tenant record indicates a failure to maintain the minimum criteria in A.1-5 above.  The Community Manager shall make a recommendation to his or her Area Administrator to cancel an approved incentive transfer request if the resident is served with a Ten Day Notice to Comply or Vacate, served an Eviction Notice for Non-Payment of Rent or if the unit fails an annual or interim inspection due to housekeeping, negligence, or fire hazard.  


8.
The resident shall be given an opportunity to contest or refute negative information in the event of a decision by management to cancel their approved resident incentive transfer.  The incentive transfer waiting list shall be routinely revised to reflect the current status of each resident's tenancy.


9.
SHA staff shall have the authority to modify criteria for eligibility for resident incentive transfers as may be necessary to meet demand for this program and to make exceptions to this policy to ensure that vacancies in scattered-site units are kept to a minimum.

