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THE APPLICATION PROCESS

NO;!TAI—NG
IT’'S WORTH THE EFFORT

Property managers have differing views on how, or if, they should screen prospective
residents. Some property managers have rigid guidelines established by their management
company or owners. Other property managers may feel that calling references or checking
prospective residents is not worth the effort. Remember, the many of the problems
associated with a rental property can be tied to the tenants and your screening process.
Nobody, good or bad, can move into your rental unit(s) unless you let them. To avoid
discrimination in applicant selection, it's important to understand Fair Housing Laws.
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WHAT ARE PROTECTED CLASSES?

Federal Fair Housing Laws strictly prohibit any discrimination
against protected classes. Those protected classes may include
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What most people may not be aware of is that EVERYONE js in a protected class!
Everyone has arace, a color, a sex and a national origin. No one can discriminate against
an applicant based on their color, regardless of what color they are. No one can be denied
residency based on their national origin, regardiess of where they were born. (NOTE: You
should keep an “Equal Opportunity Housing” sign in the office to remind prospective residents that
you do not discriminate against those protected by the Fair Housing Laws.) Additional
information about the Federal Fair Housing Act is located at the end of this chapter.

WHAT ABOUT NON-PROTECTED CLASSES?

While discrimination against non-protected classes is not necessarily illegal, it may not be
profitable either. For example, a property manager may discriminate against pet owners
(provided that the applicant is not dependent upon the animal for a particular disability), but
not allowing pets may turn away a large number of applicants. Another example is the
property manager who chooses to rent to only non-smokers. Here again, it may be legal,
but it may not be profitable.



APPLICATION (CONTINY

WHAT ABOUT CRIMINAL BEHAVIOR? e R8O CRRETIY HAOLED A
YOUR APPLICATION LEGAL ACTIVITIES? YES._ O,
SHOULD ASK ABOUT

At this time it is not illegal to deny residency to an
applicant based on their criminal history. Keep in
mind, you should not deny an application on the
basis of an arrest; but only on a conviction, guilty
plea, plea of no contest, been placed on
supervision, probation, or parole. If an applicant
says they were not convicted, but they made a plea
bargain instead, it is still a conviction.

Behavior is not one of the federally protected classes. An applicant can be denied
residency for behaviors at previous rental properties. For example, you could refuse
residency to an applicant who has repeatedly disturbed or threatened previous neighbors,
sold or manufactured drugs, or damaged properties they previously rented.

When looking at the criminal hiétory of prospective residents, ask yourself, “Is this a crime
that poses a threat to my residents”? A felony embezzlement charge may not be a threat,
but a misdemeanor charge for assault may constitute a threat.

MAKE CRIME FREE MULTI-HOUSING A COMMITMENT!

It is important to convey to all prospective residents your intention to participate in the
Crime Free Multi-Housing Program. Some property managers will attach a copy of the
Crime Free Addendum to each application, while other property managers will display a
poster-sized copy of the addendum in an area where prospective residents fill out their

application.

You should also have a written applicant screening policy along with the criteria that will
grounds to deny the application. If you are going to screen an applicant (including their
criminal background) you must screen every applicant including the sweet little old lady.

Be certain eat all applicants equally and fairly. Also be certain to tell them about
your participation in the Crime Free Multi-Housing Program before they fill out the
application. This gives them the opportunity to continue looking for other options. (NOTE:

If an applicant refuses to live in a Crime Free Community, you won't have to deny their application!)

An application should be obtained from all occupants 18 years old and over and
each occupant 18 and over should be screened and approved.

DISCLOSURE

If an applicant discloses a previous criminal history of convictions on the application, you
should decide immediately whether or not to accept the appilication. If you accept the
application, you may lose the right to deny the application fater for any information they
have disclosed. Check with your Management Company and/or attorney to be certain of

your company’s policy in this regard.

Bottom line...check each application thoroughly before accepting it or any
processing fees.



What is Fair Housing?

The right for all people to live wherever they
choose, to have access to housing (seek,
purchase, sell, lease or rent) and enjoy the full
use of their homes without uniawful
discrimination, interference, coercion, threats,
or intimidation by owners, landlords or real
estate agents or any other persons.

Federal Fair Housing Law

7 Protected Classes:
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[GRace
Color

DReligion .
tiNational Origin

LiSex (incl. sexual harassment)
HiDisability (mental and physical)
LiFamilial Status
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State Fair Housing Law

7 Additional Protected Classes in lllinois:

GAncestry

GAge (40 and over)
LiMarital status
QMilitary status :
LiUnfavorable discharge from military service
Li1Sexual orientation (incl. gender identity)
0Order of Protection Status

ramilial Status

L3 Families with children under age 18
LI Women who are pregnant

L4 Persons in the process of adopling
children or obtaining legal custody of
miners




Disability

QAN impairment that substantially limits a major
life activity (federal definition)

L3Determinable physical or mental characteristic
which may result from disease, injury,
congenital condition of birth or functional
disorder which is unrelated to the person’s
ability to acquire, rent or maintain a housing
accommodation (lllinois Human Rights Act)

~

Sexual Orientation

HSexual Orientation - actual or perceived
heterosexuality, homosexuality,
bisexuality, or gender-related identity,
whether or not traditionally assocciated
with the person’s designated sex at birth




Order of Protection Status

“A person's status as being a person
protected under an order of protection
issued pursuant to the lllinois Domestic
Violence Act of 1986 or an order of
protection issued by a court of ancther
state.”

iCannot be used as the basis for denying

a rental application, evicting, efc.

Also Covered

DAssociation — refers to persons associated
with the tenant, such as children or friends

LRetaliation — differential treatment because a
cerson complained of or reported discrimination

Lintimidation — harassment/other actions
because of a protected class, related to
anjoyment of a housing accommodation
(neighbor o neighbor)

BCoercion — atiempis to force someone to
discriminate
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Other Fair Housing Laws

Q@Cook County housing ordinance also covers
= Housing status (e.g., homeless)

= Source of income (excl. housing choice
vouchers)

DLocal ordinances may cover additional bases
(e.g. City of Chicago includes housing choice
vouchers) (o

Facts

ECUAL HOUSING
OPPORTUNITY

Nationwide, 10,000+ charges filed yearly

L2Most common allegation: discrimination in the
terms and conditions of the sale or rental

LiAN estimated 3.7 million incidents occur
annually

OHousing discrimination is perpetuated by other
elements such as segregation, predatory
lending, and gentrification




( Reported Housing Discrimination in

lllinois
IDHR Heusing Division FY2012;
Inquiries............ooo 1046
Charges Filed...................... 313

Completed Investigations. ..., 366

Bases of Discrimination:

Sexual Qrientation/Gender identity... 4%

Physical/Mental Disability .......... 42%
Race.......ocoocoioiviveieeii . 37%

Famifial Status......................... 14%

Nationat OriginfAncestry.............. 13%

SEXeit i 10% MNote: many charges were filed
Retaliation......................c 6% under more than one pasis

)

How 1o Protect Yourself

HLearn about fair housing laws

LMake sure your staff and agents
follow the law

tChallenge your stereotypes (attend
diversity training)

~iHave policies and practices and

follow them consistently
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Who Is Bound by the Fair Housing Laws?
Any perscn engaging in real estate
transactions:

Landlords

Property owners

Froperty management companies

Condominium or housing associations

Real estate brokers, salespersons and
appraisers

Agents of ali the above
QANd. ..

(NI NI NI WO

L

And...

& Lending institutions and their agents

2 Building developers and architects
and their agents

L3 Insurance companies
i Newspapers
2 Municipalities
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What is Covered?

dBoth commercial and
residential transactions are

covered:

State law covers all real property for sale,
exchange, rental or lease

= For purposes of appraisals and loans, only
residential property is covered.

What Do Fair Housing Laws Prohibit?

LDiscrimination in the saie or rental
of real estate

= Racial steering
= Discouraging
» Exaggerating drawbacks
«Failing to mention positives
= Communicating incompatibiiity
m Segregating




What Else Do Fair Housing Laws
Prohibit?

GDiscrimination in the terms, conditions or
privileges of a real estate transaction

= Sexual harassment and harassment

= Insurance redlining

Refusal to provide municipal services or
property or hazard insurance for a
dwelling

Differential treatment (repairs, lease
violation notices)

Discrimination in Advertising

QPrinting, circulating, posting,
mailing, or publishing a written or
oral statement, advertisement or
sign indicating an intent 1o
discriminate on a prohibited basis

10



Applies to anyone placing ads:

Qlandlords, home sellers, housing
providers, realtors, lenders

LJAd agencies, publishers,
newspapers, directories, multiple
listing services

(7
|
E
|

ADVERTISING: Is This Legal?

APARTMENT FOR RENT

2 Bedreoom/2 Bath, $1500 per month
MNo more than 2 people preferred
Living room has a fireplace, master
bedroom has walk-in closet, second
bedroom makes for a great office.
Hardwood floors. Located in a quiet 10
floor building. Walking distance to the
train.

11



Tips for Advertisers ~
what message are you sending?

ADescribe the apartment and
neighborhood in neutral language

ODetail the application procedures

OGive the address/nearest intersection

QUse diverse models (race, family type,
disability)

ODescribe the property, not your idea of
who would want to live there.

S _
2 N
Disability issues
OHousing providers must make
reasconable accommodations or
modifications for persons with
disabilities
|
\_ /

12



Examples of Reasonable

Accommodations for Disabled Persons

3 Change in parking rule

[J Reserved accessible parking space
=3 Different way to get mail or pay rent
L1 Change in due date for rent (oo

HESERVED
ZAnd... PRRKING

Accommaodation in pet policies for a guide,
hearing or support dog - if needed by a person
with a disability

[ Cannot refuse to rent or kW
discriminate in terms, conditions or
privileges

= Cannct charge a pet deposit

3 Cannot require certification or
training for the animal

13



Reasonable Modifications for
Disabled Persons

QIf necessary to afford such person
full enjoyment of the premises
At the expense of the tenant

Llandiord may require the tenant
to pay into an escrow account

Examples of Reasonable
Modifications for Disabled Persons

LAdding support bars to bathroom
LRemoving doors
LiChanging sink {o accommodate a
wheelchair
& Adding an exterior ramp

WHEELCHAIR
RAMP

14



Exemptions From Fair Housing Laws

Owner-Occupied Exemptions:

QApartments in buildings with 4 units or
less if the owner lives in one of the units
("Mrs. Murphy” exemption)

JRocom rental in a private home if the
owner resides in the building

O BUT NOTE: Some local ordinances
cover all dwellings (e.g. Cook County,
City of Chicago)

ONo exemption re: race discrimination D

Other Exemptions (limited):

O Non-profit religious organizations may give
housing preference based on religion

QCertain types of affordable housing units
may segregate by disability

H*Senior housing” may discriminate against
families with children (not applicable to
HUD-insured or HUD-subsidized buildings,
or o Housing Authorities if household is
otherwise qualified {age, income, unit size)

15
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Requirements for Accessible New
Construction

HApplies to most multi-family buildings
of 4 or more units; if no elevator, then
just the ground floor is covered

Oincludes requirements such as
accessible entrance, 36" route within
the dwelling, accessible common use
areas, higher wall plugs, lower light
switches, and usable kitchens and
pathrcoms

-

investigating Charges
LDintake (t/ﬁ)\
OService of charge <’:\:§ |
Dinvestigation =

s [nterview complainant and

respondent

= Obtain documents

=On-site

= Interview other witnesses

16



Evidence of Discrimination

0Signs or ads
AStatements
CDisparate treatmen
QTesting evidence ;&%
DDccuments
QWitness testimony

Defenses

Olegitimate non-discriminatory
reason

LFavorable treatment of others in
the protected class

LIReasonable local, state, or federal
occupancy standards

HExempt

17



Tips for Respondents

OTell the truth

Keep good records—document
actions

OHave stated policies and practices
and follow them

ODocument reasons for deviations

from policies

o

Remedies and Damages

GCivil penalties
Linjunctive and equitable relief

DMonetary damages for actual damages
suffered, such as higher rent costs,
emotional damages

DAttorneys fees and costs

LiFederal court and some local
crdinances allow for punitive damages

(e.g. Cook County, City of Chicago)
_/

18



Scenario 1

An apartment seeker who uses a
wheelchair has found a second-
floor apartment in an older walk-
up building. He asks the landlord

to put in an elevator so he can
reach the unit, but the landlord
refuses.

Scenarig 2

Arental complex advertises a
spacious one-pedroom apartment,
When a couple with a newbaorn
applies, the property manager turns
down their rental request, saying
that a one bedroom is not sufficient
for three people.

19



Scenaric 3

A woman applies for an apartment. She has
good credit and the required deposit.
When the property manager calls the

prospective tenant’s previous landlord, she
finds out that the woman and her ex-
partner used to throw loud, late-night
parties that caused some of the other
tenants to complain. The property
manager turns down her rental application.

Scenario 4

A woman with a ten-year-old son and a
high credit score, excellent landlord
references and adequate income from
child support and Social Security
disability benefits is denied housing in
favor of an elderly, retired couple with
lower credit scores, lower income and
no references.

20



Marian Honel
Manager, Fair Housing Division
illinois Department of Human Rights
100 West Randolph St., Suite 10-100
Chicago, Il. 60601

Marian.Honel@illinois.gov
IDHR.FairHousing@illincis.gov

312.814.6219

21
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Granite City Crime Free Muiti-Housing WORKBOOK



(EXAMPLE ONLY)

Happy Acres Apartments

APPLICATION FOR RESIDENCY

NAME

SOCIAL SECURITY #

DATE OF BIRTH

PLACE OF BIRTH

SPOUSE’'S NAME

SOCIAL SECURITY #

DATE OF BIRTH

PLACE OF BIRTH

TOTAL NUMBER OF MINORS TO OCCUPY UNIT LIST AGES

CURRENT ADDRESS SINCE
CITY STATE zip. PHONE
LANDLORD’ NAME PHONE
PREVIOUS ADDRESS SINCE
CITY STATE
LANDLORD' NAME PHONE
PREVIOUS ADDRESS SINCE
CITY, STATE

PHONE

LANDLORD NAME

HAVE YOU EVER BEEN EVICTED OR HAD A FORCIBLE DETAINER FILED AGAINST YOU?

REASON

DRIVERS LICENSE #

SPOUSE'S DR.LIC. #

STATE___ EXP. DATE
STATE

VEHICLES - YOU OWN, ARE BUYING, AND/OR WOULD BE PARKING ON THE PROPERTY:
(MAKE/MODEL/YEAR/COLOR/LICENSE PLATE #/EXP. DATE/STATE)

PLACE OF EMPLOYMENT

ADDRESS CITy PHONE DATED
STARTED POSITION SUPERVISOR GROSS
INCOME PER
SECOND/FORMER EMPLOYER
ADDRESS CITY PHONE DATED
STARTED POSITION SUPERVISOR GROSS
INCOME PER
SPOUSE'S EMPLOYER
ADDRESS CiTYy PHONE DATED
STARTED POSITION SUPERVISOR GROSS
INCOME PER

ANY ADDITIONAL INCOME - STATE SOURCE AND AMOUNT:




_Application for Residency - Page 2

NAME OF BANK BRANCH/ADDRESS TYPE OF ACCOUNT ACCOUNT NUMBER

CREDIT REFERENCES:
CREDITOR'S NAME TYPE OF ACCOUNT ACCOUNT NUMBER MONTHLY PMT. IN WHO'S NAME

—w

TWO PERSONAL REFERENCES:
NAME

ADDRESS CITY
PHONE RELATIONSHIP

NAME

ADDRESS CITY
PHONE RELATIONSHIP

Have you ever been convicted of a crime, placed on probation/parole, is there a current warrant for

your arrest, or are you currently involved in any criminal activity?

Explain:

All information furnished on this application is to the best of my knowledge, complete and accurate. Discovery
of false or omitted information constitutes grounds for rejection of this application. You or any agent of your
choice may verify any and all information from whatever source you choose. | authorize all persons/or firms
named in this application to freely provide any requested information concerning me and hereby waive all right
of action for any consequence resulting from such information.

| acknowledge payment of § as a nonrefundable fee for the purpose of processing
this application.

Applicant Date

Spouse Date



(EXAMPLE ONLY)
STATEMENT OF RENTAL POLICY

THIS COMMUNITY WILL NOT DISCRIMINATE AGAINST ANY PERSON BASED ON RACE, COLOR,
RELIGION, SEX, NATIONAL ORIGIN, FAMILIAL STATUS, OR DISABILITY.

OCCUPANCY STANDARD: TWO (2) PERSON MAXIMUM OCCUPANCY PER BEDROOM

RENTAL APPLICATION EVALUATION GUIDELINES:
| T Age Requirement: Lease holder(s) must be 18 years or older. All occupants 18 years or older will be
required to complete an application (even if living with parent or guardian). Co-signers are not

accepted.

T Income Requirement: The gross monthly income of all lease holder(s}) will be considered jointly and
must equal ____times the rental amount on the apartment. All income must be verifiable.

T Employment Verification: “Lease holder(s) must be currently employed, or provide written evidence of
regular income sufficient to at least ___times the rental amount on the apartment, for the lease term.

T  Self Employment: Must provide the previous year's personal income tax return and the previous two (2)
months personal bank statements as evidence of sufficient income. Persons who hold jobs that are
commission only, or base salary plus commission, or tips, bonuses will be considered self employed.

T Residency: Up to two {2) years residency history will be reviewed and must exhibit no derogatory
references. Any debt owed to a Concierge property must be paid before lease can be approved.

T Credit Requirements: The credit history will be reviewed and no more that % of the total accounts
reported can be over 60 days past due, or charged to collection in the past two years.

T Pets: All pets are subject to property policy.

Application Fee: A § non-refundable application fee is required per application.

Crminal History: Must exhibit no criminal conviction involving violence, fire arms, iilegal drugs, theft,

crimes involving theft, or destruction of property, or any crime involving a minor.

— =g

This will include person(s) who have received deferred adjudication and/or have not yel satisfied the
probationary period of a deferred adjudication for any of the above mentioned offenses.

ADDENDUM TO THE APPLICATION:

Are you a current illegal abuser of a controlled substance? Have you ever been convicted of the
illegal use, manufacture, sale or distribution of a controlled substance?

| UNDERSTAND AND ACCEPT THESE QUALIFYING STANDARDS AND HAVE TRUTHFULLY
ANSWERED ALL QUESTIONS. FURTHER, | UNDERSTAND THAT FALSIFICATION OF RENTAL
APPLICATION INFORMATION WILL LEAD TO DENIAL OF RENTAL. CONCIERGE MANAGEMENT
CORPORATION’S RENTAL POLICIES ARE GUIDELINES, WHICH ENABLE US TO ACCEPT AS
PROSPECTIVE RESIDENTS THOSE INDIVIDUALS WHO ARE CREDITWORTHY AND DO NOT HAVE
A CRIMINAL BACKGROUND. THIS RENTAL POLICY DOES NOT INSURE THAT ALL INDIVIDUALS
RESIDING ON OR VISITING THE PROPERTY CONFORM TO THESE GUIDELINES.

Prospective Resident Date Prospective Resident Date

Prospeclive Resident Date Agent For Owner Date




SCREENING AGENCIES

Many applicant screening agencies will provide credit checks, eviction searches, and offer
to search local or county court records for criminal data pertaining to your prospective
tenants. While many of these companies make claims, the results they get may vary as

greatly as the costs.

Itis important to shop around for the best results, using a control group of names currently
being processed. Screening resource lists from the National Apartment Association
and Chicagoland Apartment Association are provided as a supplement to this
- chapter. You will find that licensed private investigators can provide the same service,
including searching multiple courts and jurisdictions.

MATERIAL FALSIFICATION FOR THE PURPOSES OF THIS
SECTION, MATERIAL

If there is a material falsification of the information |FALSIFICIATION MEANS UNTRUE
OR MISLEADING INFORMATION

provided on the rental application, the manager may THAT "WATTERS " OB IS
serve a 10-day notice to the resident to terminate PERTINENT T0 ;#EISSUEOF
the rental agreement if the information is not THE APPLICATION PROCESS
corrected. If the corrected information provided \_ j
would have disqualified the applicant in the

beginning, the manager may proceed with the 10-

day written notice (for violation of lease agreement).

Ensure that the applicant understands a false i
application constitutes a lease violation. Have this in /
writing. Check with your attorney or management

company on the best way to accomplish this, whether on the application, on the lease, or
as part of an addendum.

If the mistake was unintentional and the resident would have qualified anyway, the
manager should void the 10-day notice.



REFUSING AN APPLICATION

Try to resolve the applicant’s questions by using as few of these techniques as possible.

1 DON'TDIEND Tﬁsmcrs

2. FACE THE MUSIC . -
© 3. JUSTLISTEN |~
4. FEEL, FELT, FOUND =~ .
- 5. HIGHER AUTHORITY
g fﬁgﬁg g‘;;?;mom ‘ FOCUS YOUR COMMENTS
5. SHORT CIRCUIT R : ON THE APPLICATION,
5. REFERTO ckzprr.zms/vcy NOT THE APPLICANT.

1. Don’t Defend the Facts
7. Answer By Deflection

2. Face the Music 8. Short Circuit

9. Refer Applicant to Credit Agency
3. Just Listen

o BOTTOM LINE:

PLAN YOUR WORDS VERY
5. Higher Authority CAREFULLY --

- DISCRIMINATION SUITS ARE
FILED WHEN MANAGERS SAY
6. Dumb Broken Record . TOO MUCH!

Note: This is derived from an arlicle that appeared in Property Management Magazine October 1992




APPLICANT SCREENING CONCEPTS

The WORST time to screen your residents is.........
during the eviction process !

As arental property owner, or manager, in many respects you have more power than
the police. You have the power to prevent problems from moving into your property and you
have the power to move them off.

You should use the most thorough process possible to screen prospective tenants.
Financial institutions measure a person’'s “credit worthiness” before issuing a loan. You
should be measuring for an applicant's “tenant worthiness” (a predictor of what kind of
resident they will be). This can be accomplished by not only checking the applicants credit
history , but also their criminal history and their rental history. The rental history includes
evictions, lease violations, and rental background (do they change apartments often, or
before the lease expired, and contact with previous landlords).

J. Denton Dobbins, a prominent Arizona attorney, advises that if property managers
utilize better screening procedures they can expect:
« Goodtenants
e Deferred maintenance costs
e A better living environment
e Residents who notify you of problems....not create problems
e A waiting list for prospective tenants

Chris McGoey, The Crime Doctor, a nationally known crime prevention expert relates
that a "good application” can be an effective screening tool in and of itself.

This section contains several examples of forms and documents (applications, screening
policies, etc.). These items are provided simply as an example and are not specifically
endorsed. What works for one property may not work as well for you. Discuss your
applicant screening policy and process with your lawyer or an attorney experienced in
landlord/tenant law. Adopt and develop screening criteria that suits your needs and that
you and your attorney feel comfortable with. Your final goal and purpose is to protect
yourself, protect your property, and protect your tenants.



| RESIDENT SELECTION CRITERIA GUIDELINES
FOR "APARTMENTS

EFFECTIVE FEBRUARY 23, 2004

All applications for residency will be evaluated without regard to the applicant’s race, color, religion, sex,
gender identity, handicap, familial status, national origin, age, marital status, military status, military.

discharge status, ancestry, disability, sexual orientation, parental status, housing status or to the extent
required by applicable law, source of income.

Applicants must satisfy the following specific income, credit, landlord reference, employment criteria and
criminal background report:

INCOME CRITERIA

Single Adult Applicant: The proposed monthly rental payment of a single applicant shall be no
more than 33% of the applicant’s monthly gross income.

Two Adult Applicants: Where two adults are using their income to qualify under these Guidelines

the proposed monthly rental payment shall be no more than 33% of the applicant’s combined
monthly gross income.

o Three or More Adult Applicants: Where three or more adults are using their income to qualify

under these Guidelines, the proposed monthly rental payment shall be no more than 20% of their
combined monthly gross income.

“Income” means salary and wages from all employment, interest income, dividends, pension,
social security, alimony and/or-child support payments (when directed by court order and

continuously paid). Written verification may be requested from the applicant to confirm the
stability of income.

o Income requirements may be waived for those applicants who have sufficient other verifiable
liquid assets (such as, for example, cash, checking and ba

3 o
..... 5 ARAANZRR CHLAN QLU ltiivg, OSlUvno ity U\)LL\AS/- 1 11000

funds may be verified through current bank statements, brokerage statements and other tangible
record evidence of such assets. The amount of other verifiable liquid “sufficient” funds for
purposes of waiving the standard income requirements must exceed an amount equal to three
times the annual rent due under the proposed lease.

nl accounts ctacke and hand Thea
3

CREDIT CRITERIA:

All applicants shall submit to screening and shall satisfy the acceptance criteria and thresholds
established by Landlord and the Landlord’s third party resident screening provider. Acceptance criteria
and thresholds shall incorporate applicant’s credit history (including, without limitation, past or current
bad debts, late payments, outstanding balances due landlords, unpaid bills, liens and judgments) and at a

minimum, the following additional requirements:

e Zero (0) eviction records;

¢  Zero (0) current bankrupteies; and



~ e Zero (0) completed/discharged bankruptcies in the past twenty four (24) months

EMPLOYMENT CRITERIA:

“All applicants must have at least one (1) year of continuous full time employment prior to application
and must also demonstrate that they are employed at the time of application unless;

L]

Applicant is a full time student or;

e Applicant is disabled or retired.

CRIMINAL BACKGROUND CRITERIA:

A criminal background check will be run on appiicants and the applicyatiﬂéu will be rejected if;

o Applicant has been convicted of;

n}

a

“application. : L

Any felony offense within twenty (20) years prior to the date of the application;

or one (1) or more misdemeanor offenseé'wi’fﬁm;ﬁﬁe (5 yeafs_pridr to the date of the

Such offenses involve violence, theft, prostitution or the manufacture, distribution or
possession of a controlled substancé‘~(inoluding, without limitation, any of the following
offenses: solicitation to commit, attempt to commit, sexual abuse or exploitation, public
indecency, assault, battery, arson-or disorderly conduct).

If at the time of application an applicant is subject to pending criminal proceedings in
which a felony or one of the Misdemeanor Offenses is charged, Landlord may defer the
assessment and evaluation of applicant’s application until said proceedings have concluded
and the charges have been dismissed or a judgment entered. ‘

Any one of the followihgwit'ems will cause rejection of the application:

®

The financial institution on which the check was drawn did not honor applicant funds.

Applicant has a past history of not meeting his or her financial obligations based on an
1nvestigative consumer report.

Applicant receives poor landlord references (i.e. poor rental payment history, violates management
rules, disruptive behavior, or does not maintain apartment).

Applicant’s source of income is not lawful or stable. If an applicant works without receiving
payroll checks or is self-employed, income must be established with a copy of the applicant’s
personal tax return for the previous year.

Applicant has submitted false or misleading information on his or her application.

Applicant is less than 18 years old.



¢ Applicant is visibly, objectively drunk or'appears to be under the influence of drugs, or is abusive
as evidenced by objective conduct, such as physical violence, threats or profanity.

Applicant has attempted to bribe a member of the staff in order to obtain an apartment.

° Applicant has applied for an apartment, which is inadequate in size relative to the number of
persons who will reside there. *See occupancy standards.

© Applicant is a foreign national who does not provide the following information:

o Valid social security card and number, or

Q Current visa indicating basis for United States residency (i.e. student, exchange visitors or
work visa); and,

If residence is permitted pursuant to a work visa, necessary proof may include:

o A letter from applicant’s employer confirming current employment, or

o 1f residence is permitted pursuant to a student visa, a current I-20 ID (Certificate of
Eligibility for Non-Immigrant (F-1)-student status) completed and signed by the school

attended by applicant together with a copy of applicant’s letter of admittence to the
school.

A third party resident screening provider will analyze credit and an “accept” or “reject” judgment will be
made. In addition, the site is required to confirm employment by having the applicant(s) submit either

two recent pay stubs or letter of employment. Landlord history is also to be verified by contacting the
appropriate person.

GUARANTORS:

When the Income Criteria is not satisfied, guarantors will be permitted to guaranty the obligations of
applicants under the following conditions:

i RIS VALY Lo

e Applicant’s employment history does not satisfy the Employment Criteria; or

Applicant’s income is not sufficient under the Income Criteria set forth above, but is not more than
40% maximum; or

Applicant is a full time student in an accredited educational institution.

The guarantor must meel the Resident Selection Criteria Guidelines, with the exception that the monthly
rent shall not exceed 20% of the guarantor’s monthly gross income. The guarantor must submit a
completed application, along with the appropriate investigative consumer report fee.



Nahonal Apartment Association

NSC Suppliers Guide / Resident and Employee Screening

Allied/ResidentCheck
Jorge Baldor, President
4230 LBJ, Suite 407
Dallas, TX 75244
972/404-0808 ext.114;

Fax: 972/692-7977
jbaldor@residentcheck.com
www residentcheck.com

CBCAmRent an affiliate of CBClnnovis

Linda Richer, Director of Resident Screening

Christian Hoegh-Guldbery, National Sales
Representative

P.O. Box 605

Columbus, OH 43216

614/222-5355; Fax: 614/222-4111
www.cbcinnovis.com

Fidelity Information Corporation
Scott LaMay, Business Development
17383 Sunset Blvd., Suite A-370
Pacific Palisades, CA 90272
800/845-1086; Fax: 310/230-0021
scott@gofic.com

www.goFIC.com

On-Site.com

Joseph Marcino, Vice President, Sales
Jake Harrington, Business Development
Manager

105 Fremont Avenue, Suite D

Los Altos, CA 84022

866/20N-SITE; Fax: 877/FAX ON-SITE
sales@on-site.com

www.on-site.com

RealPage, Inc.
Andrea Massey,V.P., Marketing

4000 International Pkwy.

Carroliton, TX 75007-1813
1-87-REALPAGE; Fax: 972/820-3383
marketing@realpage.com
www.realpage.com

RentGrow, Inc.

Anne Schwegman,Director, Products, Services
Michael J. Lapsley, President

275 Wyman St., Suite 14

Waltham, MA 02451

800/736-8476; Fax: 781/290-0687
sales@renigrow.com

www.renigrow.com

Talx Corporation - The Work
Number® Service

American Computer Software

Ken Saunders, Director of Product Marketing
Denis Clark, VPP Sales and Marketing

4660 Duke Dr., Ste 210

Cincinnati, OH 45040

513/492-5844; 800/236-1596;

Fax: 513/792-5821

marketing@domin-8.com

www.domin-8.com

Contemporary Information Corporation
William Bower, President

25044 Peachland Avenue #209

Santa Clarita, CA 91321

800/288-4757; Fax: 800/677-8494
wbower@continfo.com
www.continfo.com

First Advantage SafeRent

Monte Jones, Vice President, Sales
Nevel DeHarl, Executive Vice President
7300 Westmore Road, Suite 3
Rockville, MD 20852-5223
800/999-0350; Fax: 301/ 881-6703
mjones@FADVSafeRent.com

www FADVSafeRent.com

Premier Information Center
Randy Veres, Account Executive
Marfa Fogle, Account Executive
301 E. Virginia, 2nd Floor
Phoenix, AZ 85004
602/744-3703; Fax: 602/744-3768
kkoga@merchantsinfo.com
dwhipple@merchantsinfo.comn
www.merchantsinfo.com

Reliable Background Screening
Rudy Troisi, President

P.O. Box 22215
Phoenix, AZ 85028

FEICUTHIA,, M. OOV AC

800/787-2439; 602/870-7711;
Fax: 602/870-7524
sales@reliablescreening.com
www.reliablescreening.com

Resident Data, A ChoicePoint Service
Resident and Employee Screening

Mike Davis, Director of Sales

Bill Reddoch, AVP Sales

12770 Coit Road, Suite 1000

Dallas, TX 75251

800/487-3246; Fax: 972/705-9976
sales@residentdata.com

www residentdata.com

Highlighted companies WILL accept small
property clients as of Dec. 2006. This does
NOT constitute endorsement by the Village
of Schaumburg

Resident and Employee Screening
Frank Casso, Sales Manager
1850 Borman Ct.

St. Louis, MO 63146
314/214-7248; Fax: 314/214-7588



Chicagoland Apartment Association

Resident Screening

Fidelity Information Corporation
17383 Sunset Blvd,, Suite A-370
Pacific Palisades, CA 90272

(319) 573-9944

Toll Free (800) 845-10806

Fax (319) 230-0021
hitp://www.vofic.com

First Advantage Saferent

310 Busse Highway #318

Park Ridge, II 60068

George Lisenbe, Great Lakes Bus. Mgr.
(847)297-6121

Toll Free (888) 297-8821

Fax (847)297-6123
http://www FADV SafeRent.com

On-Site.Com

1515 South Prairie Ave., Suite 403
Chicago, I 60605

(708) 686-6749

Fax (877) 329-6674

hitp //www . onsite.com

Rentgrow, Inc.

275 Wyman St.
Waltham, MA 02451
Kim, Brenna, Sales
(800) 736-8476

Fax (781) 290-0687

http://www . renterow.com

Resident Data, A Choicepoint Service
12770 Coit Rd., Suite 1000

Dallas, Tx 75251

Courtney Eovaldi, Regional Sales Mgr.
(972) 972-1480

Fax (972) 705-9976
http:/www. www residentdata.com

Residentcheck. Com

4230 LBJ Freeway, Suite 400
Dallas, TX 75244

Michael Speanburg

(972) 419-0150

Fax (972) 233-5365 5
hitp://residentcheck .com

RS Group of Companies (Rentshield)
15 West Lake Dr.

South Barrington, I1 60010

(847) 649-3354

Fax (847) 649-3084
hitp://www_residentshicld.com

Screening Reports, Inc.

729 N. Rt. 83, Suite 321
Bensenville, I1 60106

Timothy Fortner, Owner

(806) 389-4042

Fax (860) 389-4043
hitp://'www_screeningreports.com

Transunion Credit Retriever

5889 S. Greenwood Plaza Bivd. #201
Greenwood Village, CO 80111

John Hall, Marketing Mgr.

(3033 302-1930

Fax (412) 486-8780
http//fwww.creditretriever.com




Prepared For.  Screening Reports

Account & 00024 Attn: HA

Phone: 952.545-2953  Fax:

Date Ordered: 087272002 Completed:  gm7m002 BB

Report Type:  COMPLETE Reference: HA

Charges: 135.00 Proofed By: Tim

File #: 2987E Client Typea:
Applicant

a TESTCASE, BARBARA
9922 WOODBINE Al
CHICAGO, IL 60693
001-01-0418
02/01/1950

Additional Search Results

Screening Reports, Inc.

7oq

P,

R Foute
Benzenville, IL 60106

a3

#32

Phons (S66) 359-4042 (630} 694-1670

Fax [866) 389-4043 (&620) 634-167

N

§

waw screeningraports, com

Hame
Address

SSN
Birthd ate
License

E] AAs ELIZABETH N DUNCAN, ELIZABRETH COOK,

Social Security Humber

Provided: 021-01-0412
Status: lzsued 5
State Issued: New Hampshire

*** Socisl Szcurity Numbers can only be validated to being issuad or nat issued. They may be vwalid numbears but issued
to a different person. f no credit report is found plezss request to ses the applicant's zocizl security card and State 10.

Level

Disposition

County

Docket

BARBARA TESTCASE

ARBARA TESTCASE IS0
RETAIL THEFT B GUILTY
BARBARA TESTCAS MISD
POSSES CANNABIS GUILTY

HOISE COMPLAINT GUILTY

ORDINANCE

05/22/1809

01212002

COOK

MCHEHNRY

wil L

99999999

2002584654

Empleyer . Start Date Finizh Date
Verified By i Fhone# Salary
WALMART 1040152000 CURRENT

Tl ARY - ANGER

FULL TIME/ CASHIER

£350-026-0361

$10.00/HOUR H



Address - Move Chut Fent Amount i Roommates

City, State, Zip i Move in i Lease Temns - Froper Naotice
Veritied By / Management Co. Phone ¥ i Deposit Withheld ;
GAZ2 WO ODRINE AV F200.00 0

CHICAGO, IL 60693 ) 1043172000 AMHUAL YES
JIM-MANAGER F HOTSOFLEASED AFPARTIMENTS B20-630-6301

1TX 5DAYS LATE/ $1500 DAMAGE TO UNIT/WOULD NOT RENT AGAIN

1CGZ01 WESTWOOD 1012000 FE50.00 G
CHICAGO, IL 80893 093 1/1998 HIA YES
SUE - MAHAGER ¢ LAKESIDE AFARTIMENTS 30-260-3601

CURRENTLY OWES $850 /NON-PAYMENT OF RENT/UNDISCLOSED ADDRESS g

Celiections: 1 Negative Trade Lines:

i Public Records: 1 8]
Revolving &Accts: 1 Installment Accts: ] ltartgages: 1
Credit Score: 550 m Total Trade Lines: 2 Inquiries: =4
350 fows - 850 high)

High Cradit Credit Limit  Cunent Balance Fast Due hdenthly Favments Available
ldortgage $47 000 0 $51.,400 $0 $1320 %
Clozed ww/B al 30 F0 +100 T0O 30 (RIS
TOTALS $47 000 0 F31.600 0 $120 (F] 0%

Collection Agency Hame : Opened : Flaced | Balance

Original Crediter I Last Reported : Clozed Amount ¢ Ciaexd : Comments
RISK MAMNAGEM 0301

AMERITECH IL ACCOUNTS E 04401 $205 $208 PLACED FOR COLLECTION

esctipli ¢ File Date ; o
{ Dodat# ¢ PaidDate | Plaintiff Liabiiities
CHAPTER 7 BANKRUPTCY FILING 072 CIRCUIT COURT 230.000
Q3638521 $0

Credit !nfa rm ation

{ Creditor Hame . Opened . High Credit  Monthly | Past Due . Delinquency - Manner Of
¢ Type of Account . Verified | Credit Limit | Payment ¢ Amount S 30780790 P Payment
¢ &ccount Number Closed © Balance ¢ (Day= Late)
FILENES 0688 $500 50 $0 o/rota RG1 m
CREDIT CARD 1296 §0 ‘
1222 $100
BANK AMERICA 11487 $47.000 F130 E $0 v Gi0 /o RAG T

12/6 0
$31.400




kB We put the start and completed date on every
report to assist you in monitoring our turnaround times.

Applicant's name, address, social security number and birthdate.
(Please confirm that this information is accurate.)

AKAs, (Also Known As) These names are other names this
person has used in the past on credit cards or loans.

SRl verifies all social security number. We display the State the
number was issued in and if the number is a valid possible number.

Criminal records are listed with the charge in bold.

Since we report all arrest, warrants and convictions,
criminal dispositions are listed on every file.

B OO0 g m

Employment references are gathered by contacting the
HR departments for each employer. SR will fax, call and
mail {o ensure we recieve accurate employment information

Rental References are verified with the county
listed owners. We confirm payments and violations.

SRIinvestigates all previous address, even the address
reported by the credit buruea. (undisclosed addresses)

Credit Scores, As a good rule of thumb a score between 700-850
is considered "A" credit, 600-699 "B" credit and 400-599 "C" credit.

We report you ac current monthly payment
total for each debit to income ratios.

H B H @O O

Every collection account will report the
collection company and the original creditor

Public records section will include,
tax liens, bankruptcy and judgements

&

H

Manner of Payment is a rating of each account provided
by the credit bureau. Rating are between 01-09 and start with O,R,|,M or C

O = Open Account 00 = Not rated 08 = Repossession

R = Revolving 01 = Pays ontime 09 = Charge Off

I = Installment 02 = 30-59 days past due 9B = Collection

M = Mortgage 03 = 60-89 days past due 9P = Paid 09 Account
C = Credit 04 = 90-119 days past due UC = Unclassified

05 = 120 days or more UR = Unrated
07 = Wage Earner Plan

E Monthly payments are also broken down to each trade line.

EE Credit inquiries will show you who else is viewing your applicant’s credit.
(Watch for other apartments that have screened your applicant reciently)



{' sample Report s Applican(is Approved

CRESIDENT DATALINC Recommendation: i APPROVED

APPLICATION ANALYSIS Uit Apphication [D: ? 670549
Property Nume: Resden Davae ine

HSahmifted By: CRYSTAL Praperty 1D: 20y

“ Plione Number: UT2-052- 1480 Accounting 1D o201y
Aptor Unit Number: 2315 Receive Date: IO 2005 J:58:27 Pl

j|Monthly Rtent: Sty Return Date: MEO2003 45841 PN

Applicaton instructuons and Results

”'I‘HE UNIT APPLICATION IS ACPROVED 7

Rentto Income Sumnuay

T

Applicant Type Credit Score Manthiy locome Rent ta fncome Min Lncome Reg
ROBIN R SNITH APPLICANT ARE S 200 R $ 2058

Property Quahifvine Criteria

! Rel # Applicant ludividuat Status Type Applicant [D
' ROBIN R SMITH APPRONVED APPLICANT 173G
1 Criteria Description ] Criteri/Override
I P Aapphcant has no bankrupey mithe last 24 montin., CRO
P aAppheant has se desal noms s tie it 24 montin, CR 104
L 1 P Applicant has no ax liens i the fast 24 montis., CRIO3
o ’ I Applicant has no outstanding debOe previous Tudords i the last 83 months., CR 106
P Applicant has 50 % or fewer credit accownts rated 3 or higher in the Tast 24 months. CR 10
P Applicant as 75 4% or fewer eredit accomts rated 3 or hivher in the fast 24 nionths. CR 1
! P Applicant has positive check vertticanen, CV 200
1P Applicant has no felons convictan records muched i the Lag TG sears, N30T
P Apphicant his no VOAP convicnon reconds matched e the fast 100y cars, [GAYIRION:
I P Applicant has no serons nosdemcanor records matched m the last 106 vUans CM 03
P Apphicant has o convictions iexcluding W and DWEST i the Tast 100 Ve, M 304
P Monthiy rent s cquid o or ess than 33 % of Appheant's incoine. R1 401
{ Manthby rent i cgual o or less than 17 % o Guarator's income. Gl
P Apphicant has ne record found m tie registerad sex offender database SN ol
P Applicant bas no eviction record i the pasi 84 months. 1\ 204
' I Apphcant has ne RDEAparanent Colicctions in the past 84 months (O 806
LB Applivant s Tess tian 3 iaie pavs or NSF choeks i the past 6 months m the RDI SkipWareh databasc SW RSO
' Applicant has fess than 1 detault and/or eviction notces in tie past 84 months w the RDI SkipWaeh dutabase SW §AL
| P Apphcant has oo evicton Tiked s the st 84 months i the RDESkipWateh database. SWEA2
1 " Applicanthas neonegor adverse acuon records i the fast 84 months in the RO SKipWatel database. SWESA




Sample Report: Applicant is Declined

RESIDENT DATA, INC. Recommendation: DECLINED X
APPLICATION ANALYSIS Uit Application [D: 662052
Property Name: Resident Data. fne.
Submitted Iy: EIICA Property [D: 101790
Phane Number: 9729521480 Accaunting ID: H790
Apt or Unit Number: 30 Receive Date: MEZ2003 125401 PM
Monthly Reat: $050 Return Date: M2003 1:03:34 PM
Application Instructions and Results

ﬁ'HF, UNIT APPLICATION IS DECLINED

Rent to Incorme Summury
Applicant Type Credit Score Maonthly Income
TOSE H GARCEA APPLHCANT 42 $2.000

Rent to Income

3250

Min Income Reg

S 1912

Property Qualifving Criteria

Ret # Applicant Individual Status Type Applicant D
1 JOSE M GARCEA DECLINED APPEICANT GO0
I Criteria Description Criteria/Overrvide
P Apphicant has established credit listory in the Tast 24 months. CR 106
F o Applicant has no outstanding debt to previous fandlords in the last 24 months. CR 106 (105%)
P Applicant has 50 % or Tewer credit accounts rated 4 or higher in the tast 24 months. CR 11O
P Appheant has no electrical and gas 7 water utifity debt in the last 24 months CR 117
P Apphicant has positive check verilication. CV 201
F o Applicant has oo crimninal records texcluding DWHand DWLS. O 306G (None)
F Applicant has no felony conviction records matched o the tast 20 vewrs. CM 301 [Noney
P Monthly rent is equal w or ess than 3 % of Apphicant's income, RI400
Maonthly rent is cqual o or fess than 3 % of Guarantor’s icome. G440
Applicant has ao record found 1o the regisiered sex of fender database. SX 50

F Applicant has no eviction record in the past 24 months. EV 701 (Nong)
P Applicant has no RDE Apartment Collections in the past 24 months CO ROG

P Apphcant has fess than 3 tae pavs or NST cheoks tn the past 12 months in the I3 SkipWaeh databasce. SW R3O

P Applicant has less than | defaalt andfor eviction notices in the past 24 months in the RDI SkipWaich datbase SW S

F Applicant has no cvicuon fited i the fast 24 months in the RDIE SkipWatch database. SW K52 (None)
P Apphicant has no magor adverse action records in the Last 24 months iy the RDT SkipWateh datahase, SW 853

P Pass

V= ta?

ey

et



- Check Writine Summary

Applicant
IOSE H GARCEA

Status
APPRONVED 4151

“Credit Report Summary

Account Ratings (collectiony included in rating 4

Tie crumnad recardy displayed above are obtaned from public records bined on o awne of e ek, b
pensonud wenitving information to be Comidered o much. e o the possibilin, of an apphcan shaing the e ad
mitiched e orror Purther review s ady ned, The accuracy of the mateh s abo 1

Wiiee, Male, 37007 183, BRN HAIR. GRN EYES. Scurch in CO

AGGRAVATED ASSAULT WITH A DEADLY WEAPON

sabenttted. Drrect tie apohicant o cantact 1 sident Dide o vou or the appicant beitcves w orror i showgs,

Applicant ! 2 Rl 4 R 1 7 8 Y Credit Score
TOSEH GARCIA | | 342
Criminal Record Scarch
Records Mateh (Name or Aliac bon Felony or VAP Sentence Disposition Confinement Probation
Misdemeanor Date Date Term Term
JOSE H GARCIA TO/19762 FELONY (4027 L vas (/27199 RS Y

dition, fo e name the appheant pencrally most auci et date or other
buth date of ancther adiedual, wois posaible thas the apphicant s
rsadd on the accuraey of the pubidic revords ohtained and the cutacy ol the appheant inforauion

StapWatch

I A Teant Adverse Action Property Name Aptd Phone Balance Reported
} J A GARCIA Cvicuon Fifed Preston Grreons RS Mi3-22005533 ST ART 32002
iLandlord Debu or Nevative Morteace Resahs
Applicant Customer (D Customer Name Typue/Status Balunce Date
HOSE H GARCIA HOYCO2004 THE CROSSING A U npaic 54199 (1372002

FEviction Search

Applicant
JOSE GARCIA
HOSE GARCEA

Fviction Addresses
FA900 ALBROOK DR DENVER CO 80234y
P00 ALBROOK DR DENVER CO S023y

Date
02122007

Q27272002

Appartment Name
VISION REAL ESTATE
VISION REAL ESTATL

Addional Comments

| Applicant
HIOSE H GARCIA

Additional Connnents

Rejected Apphicant Tailed criterna 701 which has no override

{

Credit Burcau Addresses

l Applicant
HIOSE H GARCIA

Date Reported Credit Burcau Addresses

OR720002 TORS ULSTER ST APT 327 DENVIR CO 80220
042002 SO FAIRFAN ST DENVER (O 80207
02002 F3900 AT RROOK DR AT SUS DENVER COSG224G




Consistency is key when screening non-U.8. citizen applicants.

BY LINDA RICHER

. creening applicants from an ethnically and culturally
diverse population need not present a higher risk of dis-

2 crimination for a rental community. Careful applicant
screemng and policy control can improve an apartrent community
performance, while at the same time reducing the risk of Fair
Housing Act violations by eliminating bias in the application process.

Understanding the Law

When screening non-U.S. citizen applicants, property manage-
ment firrns must consider federal, state and local laws to remain
in compliance with fair housing laws.

Management should conduct staff training or ask its current
screening provider to educate company staff members about the
Fair Housing Act, the Fair Credit Reporting Act, as well as state
and municipal codes in their markets. in 2003, the Fair and
Accurate Credit Transactions Act (FACT Act) made permanent the
uniform national standards of credit markets and instituted new,
strong consumer protections.

HUD Offers Screening Guidelines
The U.S. Department of Housing and Urban Development

“The Clean &
Most Economical
Soluticn to Dog Pollution”

#“Please Clean U
&_after Your Dog! #

offers clear guidelines regarding citizenship status
(www.hud.gov/offices/fheo/library/sept11.cfm). According to
HUD, asking prospective residents to provide documentation of
their citizenship or immigration status during the screening
process does not violate the Fair Housing Act. HUD regulations
actually outline the process for collecting and verifying such doc-
uments.

However, the policy of apartment owners and managers regard-
ing documentation must be consistent for all residents. The HUD
Wel site offers an example. A person from the Middle East who is
in the United States applies for an apartment. Because the person
is from the Middle East, the owner requires that the person pro-
vide additional information and forms of identification and then
refuses to rent him the apartment.

Later, a person from Europe who is in the United States applies
for an apartment at the same community. Because the person is
from Europe, the owner does not have the person complete addi-
tional paperwork, does not verify the information on the applica-
tion or check identification and rents the apartment. This is dis-
parate treatment on the basis of national origin and, therefore,
violates the Fair Housing Act. In this example, citizenship or
immigration status should have been asked of both non-1.5. citi-
zen applicants.

NAA provides a Supplemental Rental Application for Non-U.S.
Citizens as an addendum to its lease. The form, which is only to
be filled out by non-U S. citizens, asks the applicant to show the
apartment owner documentation: from the U.S. Immigration and
Naturalization Service (INS) that authorizes the applicant to be
in the United States.

It is not illegal to refrain from using the form, nor is it unlaw-
ful to use the forn as long as it is used in a mansaer consistent
with fair.b musing taws, which prohibit housing discrimination on

. A1
the basis of ncuv:uu or nationat ot 1gxﬁ Therefcre an owner can-

not refuse to rent to a foreign national who meets the rental crite-
tia, just because the applicant is a foreign national and not a U.S.
citizen.

Checking Criminal Records

Criminal background reports also are recommended as a
measure to screen out potentially dangerous or disruptive resi-
dents. Because criminals are not a protected class under the Fair
Housing Act, communities can take additional measures to safe-
guard against criminal activity.

Online resources, such as the Office of Foreign Asset Control
(OFAC) database, assist apartment owners in identifying known
terrorists without the fear of discrimination. Resident screening
companies typically offer OFAC checks as a service for a nominal
fee or include it as part of their screening package. B

Linda Richer is Director of Resident Screening for AmRens, a national resi-
dent screening provider. She can be reached at Iricher@che-companies.com.
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This page is !ocated on the U.S. Department of Housmg and Urban Development‘s Homes and Communities

Response to concerns
about housing security
following September 11,
2001

ﬁéiﬁivl“f"cc::m

Rights and Responsibilities of Landlords and Residents in Preventing Housing
Discrimination Based on Race, Religion, or National Origin in the Wake of the
Events of September 11, 2001

In response to the widespread concern of future terrorist attacks, landlords and
property managers throughout the country have been developing new security

- procedures to protect their buildings and residents. Many have educated their

residents on the signs of possible terrorist activity and how to communicate
security concerns to management or law enforcement. Landlords and property
managers are working to keep their buildings safe, but at the same time they are
responsible for making sure their efforts do not infringe on the fair housing rights
of current or potential residents. Since the attacks of September 11, 2001,
persons who are, or are perceived to be, Muslim or of Middie Eastern or South
Asian descent have reported increased discrimination and harassment, sometimes
in connection with their housing. To help address this growing concern, the
following is a review of federal fair housing laws and answers to some questions
regarding housing discrimination that have been raised since the events of

September 11, 2001,
The Fair Housing Act

The Fair Housing Act (the Act) prohibits discrimination because of race, color,
religion, sex, national origin, disability, and familial status in most housing related
transactions. Further, the Act makes it unlawful to indicate any preference or
limitation on these bases when advertising the sale or rental of a dwelling. The Act
also prohibits harassment of anyone exercising a fair housing right and retaliation
against an individual because s/he has assisted, or participated in any manner, in
a fair housing investigation.

Screening and Rental Procedures

It is unlawful to screen housing applicants on the basis of race, color, religion, sex,
national origin, disability, or familial status. In the wake of the attacks of
September 11, 2001, landlords and property managers have inquired about the
legality of screening housing applicants on the basis of their citizenship status. The
Act does not prohibit discrimination based solely on a person's citizenship status.
Accordingly, asking housing applicants to provide documentation of their
citizenship or immigration status during the screening process would not violate
the Fair Housing Act. In fact, such measures have been in place for a number of
years in screening applicants for federally-assisted housing. For these properties,
HUD regulations define what kind of documents are considered acceptable
evidence of citizenship or eligible immigration status and outline the process for
collecting and verifying such documents.* These procedures are uniformly applied
to every applicant. Landlords who are considering implementing similar measures



must make sure they are carried out in a nondiscriminatory fashion.

Example 1: A person from the Middle East who is in the United States applies for
an apartment. Because the person is from the Middle East, the landlord requires
the person to provide additional information and forms of identification, and
refuses to rent the apartment to him. Later, a person from Europe who is in the
United States applies for an apartment at the same complex. Because the person
is from Europe, the landlord does not have him complete additional paperwork,
does not verify the information on the application, and rents the apartment. This is
disparate treatment on the basis of national origin.

Example 2: A person who is applying for an apartment mentions in the interview
that he left his native country to come study in the United States. The landlord,
concerned that the student’s visa may expire during tenancy, asks the student for
documentation to determine how long he is legally allowed to be in the United
States. If the landlord requests this information, regardless of the applicant's race
or specific national origin, the landlord has not violated the Fair Housing Act.

*See HUD Regulations at 24 CFR 5.506-5.512

Rules and Privileges of Tenancy

A landlord must make sure s/he enforces the rules of tenancy in a
nondiscriminatory manner. A landlord's response to a violation of the rules must
not differ based on the person's race, religion, or national origin. A landlord may
not impose more severe penalties because the person is Muslim, of Middle Eastern

or South Asian descent.

While landlords must be responsive to complaints from tenants, they should be
careful to take action against residents only on the basis of legitimate property
management concerns. Landlords should consider whether a complaint may
actually be motivated by race, religion, or national origin.

Example: A landlord receives a complaint from a tenant who claims a Musiim
tenant is "having a group of about five or six other Muslim men over to his

O L 3 P RN T

apartment every Monday night." The tenant claims "the men appear unfriendly

L Qparliiciie cvel y o

and thinks they may be "up to something.” However, the tenant's visitors do not
disturb the other residents in their peaceful enjoyment of the premises. A landlord
could be accused of religious discrimination if s/he asks the tenant to refrain from
having Muslim guests when there is no evidence of any violation of established

property management rules.

Landlords must also give all tenants the same privileges. A landlord cannot limit
the use of building amenities such as community rcoms, gyms, etc. based on
person's race, religion, or national origin.

Example: A landlord typically allows building residents to reserve the community
room for activities such as birthday parties. When a tenant who is Arab American
asks to reserve the building's community room for a birthday party for his son, his
request is denied even though the room was available. Later, the landlord grants
the reservation to a tenant who is white, of European descent. By failing to give
persons of different national origins the same privileges, this landlord could be
accused of national origin discrimination.
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Responding to Problem Tenants

The Fair Housing Act does not protect tenants who are unruly or who pose a
danger to other residents. Landlords are allowed to take action against persons
whose behavior is disruptive to the neighborhood, including evicting such persons
from the property. Of course, landlords must have the same eviction procedures
for all tenants. Any disciplinary action taken must be on the basis of a person’s
behavior or other violations of property management rules, and not on race,
national origin, religion, sex, color, disability, or familial status.

Landlords also do not have to rent to persons who do not financially qualify for the
housing and may evict tenants who are delinquent in their payments. As long as
the landlord uses the same standards to determine if an applicant is financially
suitable and takes the same action against all persons who fall behind in
payments, the landlord's actions would not violate the Fair Housing Act.

Filing a Complaint

If you feel your rights have been violated, you may file a fair housing complaint
with HUD by doing any of the following:

e Completing our online complaint form
e Calling our toll free number 1-800-665-9777
e Writing a letter that includes
o Your name and address
o The name and address of the person your complaint is
about .
o The address of the house or apartment you were trying to
rent or buy
o The date when this incident occurred
A short description of what happened

o

Then mail it to:

Office of Fair Housing and Equal Opportunity

Department of Housing and Urban Development Rm. 5204
451 Seventh Street SW

Washington, DC 20410-2000

HUD will investigate the complaint at no charge to you. You have one year after an
alleged violation to file a complaint with HUD, but you should file as soon as
possible. For more fair housing information, visit the web site for HUD's Office of
Fair Housing and Equal Opportunity at www.hud.gov/fairhousing.

Content updated January 6, 2003

U.S. Department of Housing and Urban Development
451 7th Street, S.W., Washington, DC 20410
Telephone: {202) 708-1112 Find the address of o HUD office near you
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eeding Out Prospects

Resident screening is vital,
and not as confusing as you think

’

he phrase “resident screen-

ing” can strike terror in

the hearts of otherwise
perfectly rational property man-
agers. While they know they real-
ly should be carefully screening
prospective residents before hav-
ing them sign the lease, they also
know thar an increasingly lit-
gious society can make doing so
risky for their properties and their
companies. After all, a discrimi-
nation lawsuie, even when struck
down tn court, can be devastating
10 a business.

As a result, many communiries
do lictle more than a credit check
when signing on new residents;
many small property owners dont
even go thac far. Overwhelmed by
the regulations and restrictions on
what can and cannot come into
play when considering signing on a
new resident, managers shy away
from interviews or questionnaires,
instead preferring 0 go on that
credic report or, worse, their guss
when deciding whom to sign and
whom to reject. What they may
not realize is that such a wacuc is
actually more likely to land them in
court than a proper residenc screen-
ing program.

The good news is that resi-
dent screening isn't as complicat-
ed as many believe. In fact,
establishing and sticking with "2
fair and consistent screening pro-
gram can be a real revenue saver,

not ro mention highly effective

By KiM FERNANDEZ

stress relief for anxious managers.
So how can a property estab-

lish a program thar’s fair, legal and

effective? Listen to the experss.

The Importance of
Screening '

Nevel DeHart, Senior Vice
President of First American Reg-
istry, doesn't mince words when it
comes (0 SCIeening prospectve
residents. “Resident screening is
the most important day-to-day
decision a property manager can
male,” he says. “A community’s
overall integricy and profitability
are directly correlated to how well
its residents have been screened.”

Others in the screening busi-
ness agree, including Edward E
Byczynski, President of National
Tenane Nerwork. “Unknowing
acceprance of an applicant who 15
likely to violate the terms of the
lease or rental agreement can have
a devastating effect on an apart-
ment community. From the abuse
of the good residents and manage-
ment staff to property destruction
and financial loss, the resules of
poot resident selection pracrices
destroy the financial well being of
the community, s repucation
and livability.” he says.

Failing to adequately screen
residents, experts say, can lead o
unexpected problems, including
nonpayment of rent, fraudulent
rransactions, and even damaged

or destroyed property from irre-

sponsible renters. And all of that
means lost revenue for the apart-
ment owner.

“Many times, accepting a bad
resident can be more expensive
than an empty apartment,” says
Linda Bush, CEQ of SafeRent
Inc. “The muldfamily housing
industry loses $4 billion annually
to bad debt. Accurate, predictive
resident screening allows proper-
ties 1o increase theic borrom lines
by reducing risk and finding the
most qualified residents.”

Thar bad debt can devastate a
property; on the flip side, imple-
mentng a screening program
may help boost a property’s
income substandially. “A 1 per-
cent improvement in economic
vacancy, or the same percentage
increase in rents, can help proper-
ties generate tens of thousands in
additional net operatng income
(NOI) or funds from cperations
(FFO),” says Dave Carner of
RealPage Inc. “Combined, these
small incremental changes can
increase a property’s value 5, 10,

maybe 15 percent.”

Screening Methods

So, fine. Property managers
need to screen residents. But
what can and cant they ask w0
stay within Fair Housing laws?
And how can they avoid legal pit-
falls that can arise from ba
screening practices?

Ies  relauvely  simple, say
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experts. The most important fac-

asking the

tor is consisiency
same questions and researching
the same informadon for every
single prospective resident regard-
less of race, religion or outward
appearances. Then, having gath-
ered char informacion, ic’s viral o
apply the same criteria 1o every
single applicant when deciding
whom 1o accept and whom
send packing. As Bush says,
“Properties need 0 make sure
they are evaluating everyone on
the same criteria and not giving
any special rreaunent 1o one
potential resident over another.”

“Whatever your resident selec-
ton criteria, the single most
imporant factor in defending a
claim of discriminartion is consts-
tency,” she adds. “For example, if
you use a SCreening service, use
the same service every tme. If
you perform criminal back-
ground checks, use the same
process to obtain the informarion
for every applicant, every ame.”

Byczynski agrees, and adds dhar
educating leasing swaff on fair
housing requirements is essential
when launching a screening poli-
¢y. “Asking questions that seem to
focus on circumstances or condi-
tions protected by Fair Housing
can easily give rise to complaints of
consequences,” he says. “Remerm-
ber, a discrimination complaint is
maostly founded on subjeciive feel-
ings taken out of the application
and screening process by a rejected
applicant, not on hard facts poine-
ing 1o improper tcaunent.”

DeHarr recommends char all
apartment screening policies be
spefled out in writing for prospec-
rive residents to review, thus
avoiding misunderstandings of
what's being asked and who nay
be rejected for a lease. Addirional-
ly, he says that having a knowl-
edgeable staff is vical.

“Property managers should
p Y hhhh¥el B

require all leasing personnel o
attend accredited training semu-
nars that focus on TFair Housing
and the Fair Credit Reporting
Act,” he says.

Orhers agree. “I would suggest
tha all applicants fill ouc an infor-
mation sheet giving permission ©
do a credit search,” says Maila
Merrice 'of Choice-DATA. “Thar
way, you are covered if they ever
question the data you obtained.”

On the other hand, screening
may help an owner avoid a differ-
ent, potentially devascating kind
of liabilicy suic. “The biggest
probably is the liability associated
with a convicted criminal who
gets through a piopertys screen-
ing process and commits anocher
crime against a person ar the site,”
says Carner. “Courts all across che
councry have pointed the finger
of blame ar aparument managers.
Accessing criminal information,
in areas where it is relatively inex-
pensive, reliable and inscanta-
neously available s a good
method of mitgating risk and

reducing liabificy.

VWhat to Screen For
Most  property

know that a credic screen is fairly

managers

basic when it comes to an appli-
cant. Bur beyond thae, there are
several imporaant factors to con-
sider when screening a prospec-
tive resident
» Ability to pay the rent
DeHart asks, “Do his income
and credic obligations allow
for housing expenses?” Com-
pare income with expenses ©
see if your renc will fit into the
prospect’s monthly budget.
If he can pay the rent, will
he do so? Checking on a
prospective  resident’s  past
rental payment history is key,
experts say. Even if the money
is in his bank account o pay
every month, don't assumec he

will. Checle our his history w©

make sure he doesnt have a
history of nonpayment ar pre-
vious residences. Byczyoski
also recomimends checking w
see if a prospect has any pend-
ing legal acrions against him by
a previous property manager.
* History of fraud. Bush says
that a complete screening
should include comparing the
prospective renter’s social securi-
ty number with that on file with
the Soctal Security Adminisaa-
ton. s not unheard of for
renters with iffy rending histories
o pick up the socal security
numbers of deceased individu-
als to pass credit checks.
¢ Criminal baclground checlc
DeHare recommends checle-
ing for any criminal past thar
might indicate a propensity to
endanger other residents. And
Merritt caurions chat not all
criminal record checles are cre-
ated equal: “You have o do a
proper search. Nor many
states have useful statewide

informartion, so you have w

do a search ac the county level.

Then s hard o know whar

counties to search,” she says.

o Credit checle While chis is

important, Bzczynski  says,

“This should not be the sole or

primary focus of the screening

effore”

Other recommended ques-
tions to ask include how long the
prospective resident has lfived in
each previous residence and how
long he has been employed ac his

current job.

Smalt Owners,
Same Concerns

“Small properries are some-
rimes viewed as a haven for appli-
cants that have difliculties gewing
approved at large communities,”
cautions Carner. “Applicants that
are denied at a targer property will
sometimes assume that the sinall-

or properties are less wilhng or



unable to check sources, such as
criminal or eviction backgrounds.
For these reasons, small properties
have as much risk if not more
than larger apartment managers.”

Owners of just a few rental
units often skip complete screen-
ings of prospective residents due
to lack of time or resources. But
these owners have no less of
a need for complete resident
screening  than  their  large-
COTPOration counterparts.

At the same time, they are sub-
ject to the same laws and regula-
tons as large rental companies,
and their education of such issues
is absolutely essential. “The most
important thing for small proper-
ties to remember is that they are
not exempt from the rules, regula-
tions and problems the larger
properties have to deal with,”
Bush says. “Finding services that
will screen smaller properdes can
have positive effects on their busi-
ness operations too. [t is also
important for smaller property
owners to realize that they are just
as susceptible to Fair Housing and
Fair Credit issues as the larger
properties. They wo have 1o find
a way o fairly and objectively
approve their residents.”

The experts agree that one of
the best ways a small property
owner can ensure a fair, complete
screening of prospecdve residents
is o fnd and use a screening
company that can meet their
needs. Since owners of 100 units
or fewer rarely have the time or
manpower o conduct extensive
screenings on their own, finding a
vendor w0 accomplish the task
can be a real lifesaver.

“With the increased use of per-
sonal computers, most small, fam-
ily-owned communities  have
access to the Internet,” said Rich
Scheeiber, COO and Executive
Vice President of Sales at Rent-
Port. “This means they now have

[hC OPPOYEU(]R[)’ 0 usc [hC same

proven technology to screen appli-
cants that the top 10 management
companies rely upon 1o meet their
fair housing requirements.”
“Many real estate associations
provide insight for their members
as to available resources for resi-
dent screening,” DeHare says.
“Addidonally, apartment associa-
tion trade shows are excellent
opportunities o speak  with

screening vendors and learn state-

of-the-art processes. Most large
national screening companies
don't solicit small property own-
ers, so the property owners need

1o pursuc them.” &

Information on Fair Housing
presented in this article is not
inteneed as legal advice. Property
owners should consult with legal
counsel before implementing or

using any resident or employee

screening program.

Kim Fernandez is a Freelance
Writer and has written about the
multifamily  housing  industry
since 1994

july/auguse 2001



SERVIGE SPOTLAGHT

Reprinted with permission from the May 2003 issue of Units
Mugazine, published by the National Apurtment Association. For
more info about NAA, vistt www.naaha.ore or call 703/518-G14

scireen Applicants fo Cheate

a Safe Commurity of Reliabile

esidents

BY RACHEL F. GOLDBERG

Time spent on prescreening applicants could save time, money and aggravation. Insist that all lines on the application be completed.

ith more than enough reasons to screen potential resi-
XX/dm&wldenmy verification, credit worthiness and crim-
inal record checks, to name a few—the task should not
be taken lightly.
Naturally, the process is better if it is done quickly, or an appli-
cant might chicose an apartiment home elsewhere, but the ultimate
goal is to have a safe community with residents in good standing,

Greate A Safe Environment

“Every property owner and manager loday wants more than
ever 1o create a sale environunent for residents, employees and
cuests,” said Nevel DeHart, Executive Vice President of First
American Registry and SafeRent Inc.

“As imes change, we are seeing deeper and more thorough
hackground checks and intensified scrutiny becoming conumon-

place,” he said.

Beyond the critical tasks of inspecting an applicant’s identifi-
cation documents for authenticity, DeHart said leasing managers
now compare the supplied inlormation against the FBTs list of
most-wanted terrorists and criminals.

Somme screening providers have added this service avtomatical-
ly to basic credit screening. Some even compare applicant infor-
mation Lo a watch list comipiled by the Office of Foreign Assets
Control (OFAC) within the Department of the Treasury. OFAC
enforces trade sanctions against certain individuals and organi-
zations with ties to terrorisim and narcotics.

First American Registiy's screening service validates an appli-
cant’s Social Security number and further identifies aliases and
other names associated with the applicant’s Social Security nuwber.

Called RegistrySCOREX, the service also automatically cross-

checls every applicant against the FBI's and OFACs watch lists.

In addition to criminal background checks and identifcation



verification, First American Registry's online screening service
provides access to a database of 33 million property owner and
resident court records that identify individuals who have failed to
pay their rent in the past.

Screen Online

Also watching out for criminals is Reliable Tenant Screening
(RTS). RTS is introducing a multi-state criminal search, covering
36 states and more than 100 million records. Presently, the search
is available by ordering through RTS. Results are provided within
a few hours, said Rudy Troisi, company President. Troisi said that
RTS plans to make this service available online in May 2003.

Reliable Tenant Screening also provides a 33-state search of
an online sex offender registry and a foreign-born national list.
Records are updated by courts and departments of corrections,
typically on 2 monthly basis, Troisi explained.

Richard Schreiber, President of Credit Retreiver/RentPort, said
his company also checks for sex offenders and criminals.

“What differentiates us is that we house criminal data. We
* have the largest private criminal database,” he said. Schreiber
added that it is important for consumers to understand where
providers get their data, how often the databases are updated and
the thoroughness of the database checks.

Credit Retriever/RentPort is working on a new “sophisticated
matching technology” to enable, “with some degree of certainty,”
identificaton of individuals with common names, Schreiber said.

A different feature offered by Resident Data/ChoicePoint is The
SkipWatch Information Exchange database.

“[The Exchange] allows property owners to
exchange information on problem residents in
real tirne. Since the information is shared over
the Internet, the information moves much
more quickly and is even available to landlords
before a resident actually skips a lease,” said
Lonnie Derden, Vice President, Resident Data
Inc. The SkipWatch systemn is faster than
reporting through the credit bureaus and more
effective because it is targeted to the multifamily industry, Derden
said.

- Resident Data also nrnvxdec advanced risk evaluation of
prospects in the areas of credit, income and financial strength to
help determine the level of financial risk associated with each
applicant, Derden said.

ChoicePoint screens applicants against more than 10 miltion
records from 45 states, including civil court disputes, initial filings
of eviction records, dispossessory warrants and property actions.
This database is available to Resident Data customers through its
National Eviction Search capability. Resident Data searches every
state where the applicant has a prior address as part of its search,
not just the state where the applicant is-applying,

Photos D
RealPage offers a database that covers 80 percent of the U.S.
population with data from state departments of corrections,
administrators of the courts and county jurisdictions, said Dave
Carner, Vice President of Product Management at RealPage.
RealPage also collects data on fugitives and terrorists from
seven jurisdictions, including the Secret Service, FBI and OFAC. Its
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Be upfront with prespects—
fiave rental criterdia in weiting
and then list them fine by line.
Point out what is acceptable

and what is not acceptable.

database includes data from 12 sexual offender registries, as well.

A unique feature RealPage provides, Carner said, is the ability
to pull a photo into a report when it is available for sexual
offenders, terrorists and fugitives.

In the screening process, RealPage checks multiple jurisdic-
tions, starting with the area where the applicant would like to
live and expanding to localities that appear on the credit report,
Carner said. All checks are returned in 15 seconds.

Rsk the Basics

While many screening companies offer the latest in technology
for quick applicant screening, U.D. Registry Sales Director Gary
Glucroft also advocates for performing the
basic elements of applicant screening.

Do not ignore the obvious, he said. Be
upfront with prospects—have rental criteria
in writing and then list them line by line.
Check the length of current employment and
require the applicant to supply current and
previous pay stubs. [ndicate that current and
previous residencies will be verified. Ask for a
current utility bill to verify the current address
on the application. ‘

Point out what is and what is not acceptable credit. Discuss the
policy regarding prior evictions and criminal records.

In many cases, by being up front, prospects might recognize
that they may be rejected and they will look elsewhere, saving
time for both the applicant and the leasing agent. When the
application to rent is offered, it is clear that pre-screening has
been completed and expectations have been laid out.

Be very clear that the application must be complete. Indicate
the required information on the form and specify that “N/As”
will not be accepted unless explained.

Applications should accommodate only one adult applicant
per form. If several adults apply for a single unit, each should fill
out an application to compare any grave inconsistencies. All cur-
rent and previous residences and employment should include
contact information, dates, addresses, elc.

Glucroft understands that tite is of the essence when leasing
apartments, however, he added, that a few extra minutes initially
could save time, thousands-of dollars and 2 huge headache.

He said, if pre-screening is thorough, online instant rental
decisions have far greater chances of coming back accept. 88



Apartment Security
Criminals Want Housing Too

by Chris E McGoey, CPP, CSP, CAM

Rental housing crime studies have repeatedly shown that moderate to high-crime
problems can usually be traced back to a small percentage of residents. Those
causing the crime problems are often the acquaintances, ex-spouses, or boyfriends
of a legal resident who decided to move in without your permission.

Resident Screening

The best way to head off this problem is to practice resident screening and enforce
clearly defined and articulated community rules that are emphasized during the
lease application process. The resident needs to know that their tenancy may be in
jeopardy if they bring in an unauthorized (and unscreened) occupant. Proof of this
method is well documented in apartment properties all over the country, as police
calls for service seem to fluctuate proportionally as resident screening standards and
rule enforcement vary following management changes.

Good resident screening involves checking credit, employment, rental history, and
criminal background, if available. A good screening plan should call for all non-
dependent occupants to be included on the lease and subject to the same resident
qualifications. All children should be identified on the lease along with maximum
occupancy limits. In this day and age, resident screening is more than just
establishing the ability to pay rent. In my experience, properties that tend to have a
higher percentage of unauthorized occupants have lowered their screening
standards on credit, rental and employment history, and don't do available criminal
background checks. A policy of collecting double deposits or getting co-signers for
an otherwise unqualified applicant is asking for trouble down the road and is unfair to
the other residents.

Criminal Infiliration

When career criminals (usually males) cannot qualify to rent, they will try to infiltrate
your property by secretly moving in with a legal resident. As you might expect, these
undesirable occupants tend to attract other unsavory characters. The character of
your property can change drastically, if left unchecked. The problem becomes acute
when these unauthorized occupants are unemployed criminal types who hang out all
day and all night and begin to ply their trade within your community. A symptom of
this condition is people hanging out in the parking lot and high foot traffic in and out
of a unit or group of units.

To fix serious illegal occupancy problems, sometimes you have to clean house and
evict residents for non-compliance with your residency requirements. You need to
re-emphasize your occupancy standards and then fairly but firmly enforce the rules.



The Crime Free Multi-housing Program lease addendum is a good example of
community rules that can be legally enforced. Eviction rates as high as 60 percent
have been necessary to regain control over seriously troubled properties. Although
financially painful in the short term, landlords soon get paid back in increased net
operating income. It is common to see a property return to profitability after a few
months with 98% occupancy rates and a waiting list.

How to Spot Unauthorized Occupants

A fair question often asked is how do you identify an unauthorized occupant versus
a short-term social guest? The answer is to "know your residents". This may seem
like an impossible task, especially when your community exceeds one hundred
units. Your community rules should have a written procedure for notifying
management when a social guest has an extended stay and to arrange for a parking
space. To solve this identity crisis, property managers around the country have
found creative ways to get to know their residents. -

What follows are some ideas to help you identify and deal with unauthorized
occupants:

o Establish written community rules for visiting social guests

e Add new occupants/roommates to the lease only if they pass
screening

» Regularly audit units for unauthorized occupants (formally
and informally)

o Photograph each resident for the lease file for ID purposes
(helpful for unit lockouts)

» Assign coded parking spaces and record vehicle information
(easy to spot new cars)

» Require parking permit decals on cars and motorcycles

« Require overnight guests to park in designated guest spaces
only (get vehicle info)

« Train staff to be alert for illegal occupants, new vehicles, and
new children

« Periodically, inspect units (smoke detectors, A/C filters,
furnace ventilators, lock checks)

~» Always follow up all verbal occupancy warnings with a letter

« Serve non-compliance notices for every rule violation. Be
consistent

e Evict residents who violate community rules and house illegal

occupants
« Be fair, firm, consistent, and document, document, document

Criminals Want Housing Too

Crime Free Conference - A!buquérque, NM (August 7-9, 2006)

Crime Rx Books



This page is located on the U.5. Department of Housing and Urban Development's Homes and Communities
Web site at http://www.hud.gov/offices/fheo/FHLaws/yourrights.cfm.

Fair Housing--it's Your
Right

Fair Housing Act

HUD has played a lead role in administering the Fair Housing Act since its adoption
in 1968. The 1988 amendments, however, have greatly increased the
Department's enforcement role. First, the newly protected classes have proven
significant sources of new complaints. Second, HUD's expanded enforcement role
took the Department beyond investigation and conciliation into the area of
mandatory enforcement.

Complaints filed with HUD are investigated by the Office of Fair Housing and Equal
Opportunity (FHEO). If the complaint is not successfully conciliated, FHEO
determines whether reasonable cause exists to believe that a discriminatory
housing practice has occurred. Where reasonable cause is found , the parties to
the complaint are notified by HUD's issuance of a Determination, as well as a
Charge of Discrimination, and a hearing is scheduled before a HUD administrative
law judge. Either party - complainant or respondent - may cause the HUD-
scheduled administrative proceeding to be terminated by electing instead to have
the matter litigated in Federal court. Whenever a party has so elected, the
Department of Justice takes over HUD's role as counsel seeking resolution of the
charge on behalf of aggrieved persons, and the matter proceeds as a civil action.
Either form of action - the ALJ proceeding or the civil action in Federal court - is
subject to review in the U.S. Court of Appeals.

Significant Recent Changes

1. The Housing for Older Persons Act of 1995 (HOPA) makes several changes to
the 55 and older exemption. Since the 1988 Amendments, the Fair Housing
Act has exempted from its familial status provisions properties that satisfy
the Act's 55 and older housing condition.

First, it eliminates the requirement that 55 and older housing have
“significant facilities and services" designed for the elderly. Second, HOPA
establishes a "good faith reliance” immunity from damages for persons who
in good faith believe that the 55 and older exemption applies to a particular
property, if they do not actually know that the property is not eligible for the
exemption and if the property has formally stated in writing that it qualifies
for the exemption.

HOPA retains the requirement that senior housing must have one person
who is 55 years of age or older living in at least 80 percent of its occupied
units. It also still requires that senior housing publish and follow policies and
procedures that demonstrate an intent to be housing for persons 55 and
older.

An exempt property will not violate the Fair Housing Act if it includes families



with children, but it does not have to do so. Of course, the property must
meet the Act's requirements that at least 80 percent of its occupied units
have at least one occupant who is 55 or older, and that it publish and follow
policies and procedures that demonstrate an intent to be 55 and older

housing.

A Department of Housing and Urban Development rule published in the April
2, 1999, Federal Register implements the Housing for Older Persons Act of
1995, and explains in detail those provisions of the Fair Housing Act that

pertain to senior housing.

2. Changes were made to enhance law enforcement, including making
amendments to criminal penalties in section 901 of the Civil Rights Act of
1968 for violating the Fair Housing Act.

3. Changes were made to provide incentives for self-testing by lenders for
discrimination under the Fair Housing Act and the Equal Credit Opportunity
Act. See Title II, subtitle D of the Omnibus Consolidated Appropriations Act,

1997, P.L. 104 - 208 (9/30/96).
Basic Facts About the Fair Housing Act

What Housing Is Covered?

The Fair Housing Act covers most housing. In some circumstances, the Act
exempts owner-occupied buildings with no more than four units, single-family
housing sold or rented without the use of a broker, and housing operated by
organizations and private clubs that limit occupancy to members.

What Is Prohibited?

In the Sale and Rental of Housing: No one may take any of the following
actions based on race, color, national origin, religion, sex, familial status or

handicap:

¢ Refuse to rent or sell housing

e Refuse to negotiate for housing

e Make housing unavailable

¢+ Deny a dwelling

e Set different terms, conditions or privileges for sale or rental of a dwelling

e Provide different housing services or facilities

o Falsely deny that housing is available for inspection, sale, or rental

s For profit, persuade owners to sell or rent (blockbusting) or

« Deny anyone access to or membership in a facility or service (such as a
multiple listing service) related to the sale or rental of housing.

In Mortgage‘Lending: No one may take any of the following actions based on
race, color, national origin, religion, sex, familial status or handicap (disability):

e« Refuse to make a mortgage loan
e Refuse to provide information regarding locans
e Impose different terms or conditions on a loan, such as different interest

rates, points, or fees



# Discriminate in appraising property
e Refuse to purchase a loan or
e Set different terms or conditions for purchasing a loan.

In Addition: It is illegal for anyone to:

e Threaten, coerce, intimidate or interfere with anyone exercising a fair
housing right or assisting others who exercise that right

o Advertise or make any statement that indicates a limitation or preference
based on race, color, national origin, religion, sex, familial status, or
handicap. This prohibition against discriminatory advertising applies to
single-family and owner-occupied housing that is otherwise exempt from the
Fair Housing Act.

Additional Protection if You Have a Disability
If you or someone associated with you:

» Have a physical or mental disability (including hearing, mobility and visual
impairments, chronic alcoholism, chronic mental illness, AIDS, AIDS Related
Complex and mental retardation) that substantially limits one or more major
life activities

e Have a record of such a disability or

e Are regarded as having such a disability

your landlord may not:

¢ Refuse to let you make reasonable modifications to your dwelling or common
use areas, at your expense, if necessary for the disabled person to use the
housing. (Where reasonable, the landlord may permit changes only if you
agree to restore the property to its original condition when you move.)

e Refuse to make reasonable accommodations in rules, policies, practices or
services if necessary for the disabled person to use the housing.

Example: A building with a "no pets" pelicy must allow a visually impaire

to keep a guide dog.

Example: An apartment complex that offers tenants ample, unassigned parking'
must honor a request from a mobility-impaired tenant for a reserved space near
her apartment if necessary to assure that she can have access to her apartment,

However, housing need not be made available to a person who is a direct threat to
the health or safety of others or who currently uses illegal drugs.

Requirements for New Buildings

In buildings that are ready for first occupancy after March 13, 1991, and have an
elevator and four or more units:

e Public and common areas must be accessible to persons with disabilities
e Doors and hallways must be wide enough for wheelchairs
» All units must have;:



o An accessible route into and through the unit
o Accessible light switches, electrical outlets, thermostats and other

environmental controls
o Reinforced bathroom walls to allow later installation of grab bars and

o Kitchens and bathrooms that can be used by people in wheelchairs.

If a building with four or more units has no elevator and will be ready for first
occupancy after March 13, 1991, these standards apply to ground floor units.

These requirements for new buildings do not replace any rﬁore stringent standards
in State or local law.

Housing Opportunities for Families

Unless a building or community qualifies as housing for older persons, it may not
discriminate based on familial status. That is, it may not discriminate against
families in which one or more children under 18 live with:

e A parent

o A person who has legal custody of the child or children or

e The designee of the parent or legal custodian, with the parent or custodian's
written permission.

Familial status protection also applies to pregnant women and anyone securing
legal custody of a child under 18.

Exemption: Housing for older persdns is exempt from the prohibition against
familial status discrimination if:

¢ The HUD Secretary has determined that it is specifically designed for and
occupied by elderly persons under a Federal, State or local government
program or

e It is occupied solely by persons who are 62 or older or

e It houses at least one person who is 55 or older in at least 80 percent of the
occupied units, and adheres to a policy that demonstrates an intent to house
persons who are 55 or oider.

A transition period permits residents on or before September 13, 1988, to
continue living in the housing, regardless of their age, without interfering with the

exemption.
If You Think Your Rights Have Been Violated

HUD is ready to help with any problem of housing discrimination. If you think your
rights have been violated, the Housing Discrimination Complaint Form is available
for you to download, complete and return, or complete online and submit, or you
may write HUD a letter, or telephone the HUD Office nearest you. You have one
year after an alleged violation to file a complaint with HUD, but you should file it
as soon as possible.

What to Tell HUD:

e« Your name and address



[

e The name and address of the person your complaint is against (the
respondent)

e The address or other identification to the housing involved

e A short description to the alleged violation (the event that caused you to

believe your rights were violated)

The date(s) to the alleged violation

Where to Write or Call:

Send the Housing Discrimination Complaint Form or a letter to the HUD Office
nearest you or you may call that office directly.

If You Are Disabled:
HUD also provides:

e Atoll-free TTY phone for the hearing impaired: 1-800-927-9275.
Interpreters

e Tapes and braille materials

Assistance in reading and completing forms

What Happens when You File a Complaint?
HUD will notify you when it receives your complaint. Normally, HUD also will:

¢ Notify the alleged violator of your complaint and permit that person to
submit an answer

e Investigate your complaint and determine whether there is reasonable cause
to believe the Fair Housing Act has been violated

e Notify you if it cannot complete an investigation within 100 days of receiving
your complaint

Conciliation

HUD will try to reach an agreement with the person your complaint is against (the
respondent). A conciliation agreement must protect both you and the public
interest. If an agreement is signed, HUD will take no further action on your
complaint. However, if HUD has reasonable cause to believe that a conciliation
agreement is breached, HUD will recommend that the Attorney General file suit.

Complaint Referrals

If HUD has determined that your State or local agency has the same fair housing
powers as HUD, HUD will refer your complaint to that agency for investigation and
notify you of the referral. That agency must begin work on your complaint within
30 days or HUD may take it back.

What if You Need Help Quickly?

If you need immediate help to stop a serious problem that is being caused by a
Fair Housing Act violation, HUD may be able to assist you as soon as you file a
complaint. HUD may authorize the Attorney General to go to court to seek



temporary or preliminary relief, pending the outcome of your complaint, if:

s Irreparable harm is likely to occur without HUD's intervention
¢ There is substantial evidence that a violation of the Fair Housing Act

occurred

Example: A builder agrees to sell a house but, after learning the buyer is black,
fails to keep the agreement. The buyer files a complaint with HUD. HUD may
authorize the Attorney General to go to court to prevent a sale to any other buyer

until HUD investigates the complaint.
What Happens after a Complaint Investigation?

If, after investigating your complaint, HUD finds reasonable cause to believe that
discrimination occurred, it will inform you. Your case will be heard in an
administrative hearing within 120 days, unless you or the respondent want the
case to be heard in Federal district court. Either way, there is no cost to you.

The Administrative Hearing:

If your case goes to an administrative hearing HUD attorneys will litigate the case
on your behalf. You may intervene in the case and be represented by your own
attorney if you wish. An Administrative Law Judge (ALA) will consider evidence
from you and the respondent. If the ALA decides that discrimination occurred, the

respondent can be ordered:

e To compensate you for actual damages, including humiliation, pain and
suffering.

e To provide injunctive or other equitable relief, for example, to make the
housing available to you.

e To pay the Federal Government a civil penalty to vindicate the public
interest. The maximum penalties are $10,000 for a first violation and
$50,000 for a third violation within seven years.

e To pay reasonable attorney's fees and costs.

federal District Court

If you or the respondent choose to have your case decided in Federal District
Court, the Attorney General will file a suit and litigate it on your behalf. Like the
ALA, the District Court can order relief, and award actual damages, attorney's fees
and costs. In addition, the court can award punitive damages.

In Addition

You May File Suit: You may file suit, at your expense, in Federal District Court or
State Court within two years of an alleged violation. If you cannot afford an .
attorney, the Court may appoint one for you. You may bring suit even after filing a
complaint, if you have not signed a conciliation agreement and an Administrative
Law Judge has not started a hearing. A court may award actual and punitive
damages and attorney's fees and costs.

Other Tools to Combat Housing Discrimination:



If there is noncompliance with the order of an Administrative Law Judge, HUD may
seek temporary relief, enforcement of the order or a restraining order in a United
States Court of Appeals.

The Attorney General may file a suit in a Federal District Court if there is
reasonable cause to believe a pattern or practice of housing discrimination is

occurring.
For Further Information:

The Fair Housing Act and HUD's regulations contain more detail and technical
information. If you need a copy of the law or regulations, contact the HUD Office

nearest you.

Content updated November 11, 2002

U.S. Department of Housing and Urban Development
451 7th Street, S.W., Washington, DC 20410
Telephone: (202) 708-1112 Find the address of a HUD office near you




TO: Rental Property Owners and Managers

From:  Captain Mike Gagich, CFMH Program Coordinator

Subject: Rental Applicant Screening

A thorough applicant screening process is essential if you choose to protect your property, your
other rental resident and neighbors, as well as yourself. A credit check may tell you if the applicant
pays their bills, but it may not really tell you about their character. A person’s past behavior is often
a reliable indicator of future behavior Do vou want to entrust vour investment to a convicted druc
dealer, convicted gang member or convicted sex offender?

You may choose to utilize a criminal background check as part of your screening process. The
federal fair housing act addresses protected classes. Criminal behavior is NOT a protected class.
To prevent complaints of discrimination in your screening process, you should have written criteria
and you should apply it evenly and in the same manner with every applicant.

Criminal background checks can be obtained from various sources. Many credit reporting agen-
cies can provide this information as part of a comprehensive package. Locally, many private
investigative and security agencies may provide such screening services.

Discuss your applicant screening process with YOUR lawyer or an attorney experienced in
landlord/tenant law. Adopt or develop screening criteria that suits your needs and that you and
YOUR lawyer feel comfortable with. This packet is solely to provide you with general information
about rental applicant screening and IS NOT intended as legal advice.

Notice of Disclaimer

Certain portions of the Granite City CFMH workbook and/or this information packet contain description of
legal procedures. These descriptions are general summaries and are not intended to provide clear under-
standing of the legal process. The distribution of the manual and/or information packets is done with the
expressed understanding that the City of Granite City, the Granite City Police Department, or their employ-
ees are not engaged in rendering legal services. No part of this manual or information packet should be
regarded as legal advice or considered as a replacement for the landlord, manager, or owners
responsibility to become familiar with the laws and ordinances of the federal, state, and local govern-
ments. You should also be aware that laws change and court rulings affect legal procedures. Thus material
in the manual and/or information packets could be rendered obsolete. We urge you to seek the assistance
of a qualified and experienced attorney to assist with your rental situations.



Application Criteria

All applicants for residency will be processed through a credit-reporting
agency. All responsible parties 18 years of age or older must complete
and sign an application. Unauthorized occupants are strictly forbidden.

in reviewing the application, all or part of the following areas will be taken into

consideration.

1. CREDIT
All credit status for the last 2 years will be checked throtigh the appropriate
Credit Bureau. The credit history must be free of any outstanding debt to
previous landlords, and creditor. ‘ |

2. RESIDENT/RENTAL HISTORY
The last 2 years resident/rental

rental housing evictions, skips and all lelinquencies.
3. EMPLOYMENT INCOME
Applicants local employment. must be verified, including salary amount.
Monthly rent cannot exceed a certain percentage of the gross monthly
income. - t

4. CHECK WR!T!NG
Code must be ac:

5. CR‘IMI\N’AL HISTORY
The criminal records of all household members over the age of 18 will be
checked and reviewed for felony and misdemeanor offenses. The
information gathered as the result of this check would effect the approval of
the application.

This community is committed to CRIME-FREE and DRUG-FREE HOUSING.
The lease agreement prohibits criminal activity, including drug related criminal
activity on or near our premises.

(This sample is provided for informational purposes. You should create your own policies for the benefit of
your residents and employees. You should seek legal review and approval from YOUR attorney.)

Granite City of Granite City Crime Free Multi-Housing Program WORKBOOK



Grounds for Denial

Applicants will be denied if they do not meet the community owner’s screening criteria.
Applicants may be denied for any, and or a combination of any, of the following reasons:

1. Any convictions or pending charges that constitute a misdemeanor or felony, including
but not limited to crimes against persons or property, theft/burglary, theft by check, theft
of services or materials, prostitution, history of violence, rllegal controlled substances,
and harboring a fugitive. -

2. History of allowing unauthorized occupant(s) to reside i rn,ﬁyour ,
apartment/townhouse/home as evidenced by landlord’s verifi icatio (s)

3. History of being an unauthorized occupant on another pe sons lease
management problems, late payments, evrctrons skips, or damag occurred as
evidenced by landlord’s verification(s).

4. Poor housekeeping as evidenced by l g

6. History of paying rent late or poor rental background as evidenced by landlord’s
verification(s) and/or credit report.

7. Derogatory credit report.

8. History of property damage ’to;apartmehts/townhouse/home or common
areas as evidenc by landlord’s verification(s) and/or credit report.

9. History of lease vgg!‘ationsy asf‘eyidonced by landlord’s verification(s).

10. History of violence and interference with management's duties and responsibilities
as evidenced by, landlord’s verification{s), government or social agency verification(s),
pollce reports and/or criminal background checks.

11. No approyal code from company used for check writing verification.

Applicants will not be denied on the basis of race, color, religion, national origin,
sex, handicap, or familial status.

Applicant Signature Date

Applicant Signature Date

(This sample is provided for informational purposes. You should create your own policies for the benefit of
your residents and employees and seek legal review and approval from YOUR attorney.)

Granite City Crime Free Multi-Housing Program WORKBOOK
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