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EXHIBIT 12
Scheduling a Tenant Move
Contract Number 3001, Moving and Relocation Services.

1. SHA holds a contract with a professional moving company for “moving and relocation services”

Scheduling the Move.
1. SHA staff may contact the moving company for moving services of any SHA resident, as approved by the SPM.  
2. Staff shall provide the moving company with the following details:

a. Resident’s name

b. Date of move (weekend rates are higher)
c. Bedroom size of the unit the resident is being moved out of.
d. If packing services is being requested.
e. Unit address the resident is moving out of

f. Unit address the resident is moving in to
g. Contact phone number for resident
h. Contact information for the requesting SPM.

3. The SPM or designee must approve the move, confirm in writing by email or fax,  the details of the move with the moving company and confirm in writing with the resident the details of the move.
4. Staff should provide at least 48 hours notice to the moving company for scheduling.
5. The moving company will contact the resident to preview their belongings in preparation for the move and packing, if requested by the SPM.  

6. Most moves require the resident to pack everything.  Only by request from the SPM does the mover pack.

7. When the moving company receives and confirms an order, the company will deliver the appropriate number of packing boxes, markers and packing tape for the resident.
8. The resident must be home for the move.

After the Move is Complete.

1. Once the move is completed, the moving company will mail an invoice to the SPM.

2. The contract provides that all invoices are mailed to HOPE VI, Property Management Administrator.
3. HOPE VI, Property Management Administrator or designee confirms the information in the invoice with the SPM.
4.       4.   HOPE VI, Property Management Administrator will authorize payment, and code the invoice.  
�Requests received after  service of a summons and complaint will not be processed by Management.  Management and Legal may consider the request in settling the litigation, but this would be completely outside the  established ADA procedure





Added procedure language regarding payment of moving expenses as it relates to transfers to accessible units, to comply with Notice PIH 2003-31 (HA), [24 CFR 8.27].  Section D and Exhibit 12.

