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1 r~ll~()J)lJCl J orl1

This plan oullinas the operating prpccdures to be fullowed
in the oulreach and ongoing managcment of the rcntal units pro~uc~d
under the State's Rcntal Housing Construction Program (RHCP).

The general content of this plan is based upon the requirements of

Sections 7850 through 7870 of the Rental Housing Construction
Program Regulations. In :;ddition, the Housing Commission's .
existing procedures for the operation of the Section 8 Existing,
Section 23 leased housing, and HUD conventional housing programs
have been incorporated into this plan to facilitate the imple-
mentation of the State program without the establishment of .

completely new proces~ing procedures.

1. Leasing and tenant selection:

2. Determining eligibility, income certification, and re-

certification;

3. '.'aintaining accurate ,.ecords of the day-to-day operations

of the proper'ty, including collecting and accounting for

rental revenues;

4. Maintaining the property and reporting any deficiencies
to State HCD;

5. Pro\:iding assistance in the field of resident ccunseling
and sociai services;

6. Budget preparation and analysis;

7. Site inspection and reports; analysis of development operations;

8. Filing all reports required by the C~lifornia Department of
Housing and Col!rnunity Development;

9. Maintaining security operations;

Coordinating l~gal efforts to col1ect:rents and handlin9
evictions of residents for non;.paynient:" of rent as well as
lease violations. .

10.
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I I.

(

The City of San Diego Housing Commission is con'V11itted to providing
dacent, safe and sanitary housing for low-income families, elderly.
handicapped residents of the City. In furtherance of that goal.
the Commission is dedicated to the implemcntation of Council Policy
600-19. "Fostering of Balanced torrmunity Development for the City
of San Diego" which was adopted on December 26. 1972 and the
Hous i.ng El ement of the Genera 1 Pl an -for. the .ti ty of San. Di ego
entitled "A Decent Home for Every San Diegan". adopted in August, 1971.

The Housing Assistance Plan which is a part of the City's Block
Grant application further identifies the condition of the present
Kousin9.~tockt the need for additional units and unit types (ex-
ist;ng. rehabilitated and new construction) and the proposed
locations for such.units~: That 'plan,fdentifies,City-owned sites
which were recommended by the Public Services and Safety Committee
of the City Council to be made available on a lease basis to
developers and spon$ors for the construction of housing for low-

income.elderly and handi~apped residents.

Additionally. the City of San Diego is committed to a region~l
approach to meeting housing needs and cooperates with San Diego
County. Associated Governments (SANDAG). and with other cities
in the region towards a region-wide application' of" Federal
Housing funds. To this end. the City adopted by Resolution
dated October. 1974. the Regional Housing Plan for the San Diego

County. prepared by SANDAG.

To assist in serving the needs of at least a portion of those
households identified as requiring hoJsing assistance, the
San Diego Housing Commission has produced lower .
income rental units under the Rental Housing Ccnstruction Program
administered by the State. Department of Housing and Con'munity

rDevelopment. The remainder of this plan outlines the general
procedures which will be implemented for the projects completed

under this progran1.

APPLICAr~T OUTREACH, TEr~ANT SELECTION AND OCCUPANCY-~III.

For the units completed under the Rental Housing Construction

Program. the following procedures apply with respect to
affinmative marketing, tenant selection. 4nd occupancy.

..
.

A. Aff;nnative Marketinq Plan/Applicant Outreach

Special outreach efforts will be mad~ to encourage

handicapped. elderly. Oriental. Black. Indian. and

Spanish language families to apply for the units .

available.

1..

Space emphasis will be placed on advertising in minority
and handi capped medi a to attract special i nt.arest outreach

9roup~.
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A brochure printed in English or Spanish will be
given to any pe~son seeking information about
the Program. Those who wish to participate in the
program will be instructed to file a preapplication.
For those persons who are non-Engl;sh or non-Spanish
speaking, staff ~/ill work-~/ith th~ various ethnic
organ;zations and churches to insure that they have
equal opportunity to apply for housing assistance

under the program.

The Housing Assistant ,~ssists in.completing the
preapplication fonms, which will be available in
English and Spanish versions. This fonm solicits
infonmation.about family composition, income, ethnic

,background and priority status.

2.

3. The Housing Assistant reviews preapplications
to make a preliminary detern1ination of eljgibility
based on the applicant's st3ted income and family
~ize. All families \.,ho have c~mpleted the pre-
applications will be" notified in ~,riting of their

eligibility status in a timely manner.

Those applicants ~/ho are deemed ineligible for
~" ha nntified in 'tlriting why they



rcrsonal ~PPCc1r~nccs by staff will bc schcdulcd ~/ith
scnior citizcns, handicappcd and other groups which

may be eligible for housing assistance.

r 2.
The Ilousing Corrmission's Housing Counselor wi11

coordinate outreach efforts to reach households
1east 1ikely to app1y. Brochures will be distributed
to and via known social services agencies. fraternal
organizations and other community based agencies. Such

agencies will include but not be. limited to the following:
San Diego County Department of Pub1ic Welfare, Social
Security Administration Offices, State Department of

Employment Offices, City Senior Citizens Offices, e~c.

3.



ill. B. TENANT PREFERENCE CRITERIA

1. Except as noted in Section B, 2, priority in the
selection of tenants for available units shall be
granted in the following order: .

a. Households who are actually without housing
resulting from governmental actions or natural
disasters.

b. Households with dependent children (for multi-
bedroom units}.

Othe~ eligible householdsc.

2. For the adaptable units, top priority will be given
to households where the single person or the head of
the household is confined to a 'Nheelchair.

I 3. For the adaptable units, second priority will be

given to eligible households 'with a member confined

to a wheelchair. Within this group,"'"'faiiiTlies

will be given preference according to the priorities

outlined in III, B, 1.

In. the event of two or more eligible applicants requiring
the same unit size with identical priority and preference
status, the date and time sequence of the applications
shall govern selection with the applicant who filed the
earliest being assigned the available unit.

c. PROCESSING PREAPPlrCATICNS

The procedures outlined in tis section will

in processing applications for the program.

be followed

1. In order to insure an orderly intake process,
prospective applicants will be encouraged to make
initial contacts with the Housing Conlnission by
telephone. However, initial contacts in person
will not be discouraged.

~
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D. SCR((r~I NG ArID SELECT ION
-

1. The application intcrview will be held.when a
suitable dwelling is expected to be available.
Prior to the intervie"" the Housing Assistant
will request income verification and screening
infonmation from the prospective tenant. The
Housing Assistant will review income verification
and othe-r documentation in making a final de-
tenmination of eligibility. ~

2. In order to prec1ude the admission of applicants
whose conduct would have a detrimental effect
on the project environment or the tenants, the

Housing Assistant will gather documentation
including references from current and previous
landlords. employerS, social workers, parole
.officers and physicians. Documentation may
include a home visit. The information may
include the following:

Time, nature and extent of the applicart's
habits and practices with regard to:

a.

-Past performance in meeting financial

obligations. especially rent;

Disturbance of neighbors;

Destru~t;on of property;

Housekeeping habits;

History of criminal activity involving
crimes of physical violence to persons
or property; and

-Other acts which would adversely affect
the health. safety or welfare of other
residents.

b. Factors which indicate a probability of
favorable future conduct or ftnancial
prospects. such as:

Evidence of rehabilitation;

Evidence of willingness to participate ;n
appropr;ate counsel;ng service program, and
ava;lability thereof; and

-Evidence of willingness to attempt to
increase income and availability of

.training or employment programs in the

locality.
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The Ifousing r.,anagcr or dcsignce will. on a regular basis .
rcvicw applications for accuracy and completeness.

3. Income will be verified prior to a final determination
of eligibi1ity. The verification fonm provided will

request the applicant's present income and anticipated
income over the next twelve month period. The Commission
will request that verification fonms be signed by a

representative from the verifying.agency (i.e. Social..

Security. Veterans Administration. Employmentt etc.).
Forms which are not received directly from the agency
will be confirmed with a telephone ca11 to the verifying

agent.

Any witnessed photocopies of any document (i.e. checks,
savings, passbooks, etc.) which indicate income, will
be accepted 'pending the return of formal incom2 veri-

fication.

Based on the evaluation by the Housing Assistant,
ineligible applicants will be notifiad in writing
of thair ineligibility. This notice will inform
the acclicant that he/she may request within seven

(7).days of the date of their Not;c~ of EligibiJity
a hearing to review qualificat~ons~ .Inese not1ces
should be received by the family within one week after
th~ date of the application interview, provide~ all

necessary income verification and other pertinent

i.,fonT1ation is docLmlented.

4.

Applicants detennined to be eligible for the Program
will b~ notified in writing. This notice \,lill also
contain an estimate of potential occupancy date based
upon turnover history. .

E. OCCUPANCY -

The following procedures apply to occupancy of the units
consturcted under the Program:

1. Public Housing appl~cants will be screened to identify
eligible handicapped famili2s. After the tenants preference
criteria listed in 111 (8) are app1ied, the date and time
of application shall govern in what order applicants are
selected.

7



2.

,

3.

Thc I{ousing '~JnaCJcr willcloscly monitor all units
occupicd to cnsure that at least two-thirds (2/3)
of the units are rented by very-low incdme households
Should occupancy characteristics differ significantly
from the required levels, the occupancy criteria will
be modified to corr~ct the situation. .

Recertification of tenant eligibil.ity will occur on
a yearly basis. Tenants will be scheduled for re-
certification appointments no less than 30 days prior
to their anniversa~ date. (A sample of the notice
used for the Conventional Housing.Program is included
in attachment 11).

IV. ~AG~T

The major on-going management tasks wil be perfonned as follows:

1. Application Takinq: The Housing Management Staff will accept,
screen, verify and certify applicants. This may extend to the

clerical staff for screening of applicants.

2. Outreach: The Housing Manager and Housing Counselor will

be responsible for outreach activities.

3. ~~ri~ica~ion-.and Dete~jn~tionof Gross Family Income:
The Housing ~1anager will be primarily responsible for

supervising staff in this function.

The following key staff members wil
below:

perfonn the duties listed

Executive Director: will plan, coordinate and direct the
Housing Comnlission's efforts under the Rental Housing
Construction Program; coordinate with State (HCD) and local
agencies in order to provide housing resa"urces for low and

." ."
moderate incolne persons. Represent the Hcus,ng COnInlSSlOn

before the City Council, various inter-governmental agencies,
boards and other conlnittees concerned with providing housing
development for low and moderate inconle residents of the

colTInunity.

8



Department Director: is supportive of the Executive Director and

is responsible for monitoring the activities of professional and

techncial personnel to insure that housing management and other

functions are being carried out in accordance with HCD and Commission

guidelines. Will direct day-to-day management activities of

designated staff in the implementation, administration, and operation

of the Program.

Housing Manager: supervises the work of the Area Housing Manager,

Housing Assistant, and clerical staff on a day-to-day basis to assure

a smooth intake, and on-going recertification occupancy operation.

Housing Assistan~: perfonns the daily work of taking applications,

doing i~come certification, conducting recertifications and a variety
of other occupancy related tasks. :

Administrative Aide and Clerical Staff: perform clerical and adminis-
trative duties associated with the program.

Housing Counselor: coordinates special outreach efforts to
encourage handicapped, elderly, Oriental, Black, Indiand and
Spanish language families to apply for the programs. Additionally,
provides linkage with social service agencies, churches, com-
munity agencies and other governmental agencies to insure that
all needs of eligible familes are met. Responsible for all
counseling pertienent to Section 8, Section 23, HUD Conventional
Housing. and the Rental Housing Construction Program. Conduct
briefing sessions in conjunction with the Housing Management Staff.

Hearing Officer: The Hearing Officer of hearing panel shall hear

the complaint of an applicant or tenant following an informal hearing

with the Housing Manager which fails to resolve th! complaint.

Controller: is responsible for monitoring and coordinating all

financial activit~es between all concerned offices. Insures that the

financial management and other functions are being carried out in

accordance with HCD and Commission guidelines. Insures prompt and

concise preparation of all fianncial and statistical reports required

by HCD and the City Auditor's office.

In addition to the duties described above, the financial section will
administer the rent collection activities for the units.

Area Manager: the Area Manager is responsible for tenant sel~ction
and placement; coordinating and supervising the work of Administrat"ive

Staff; tenant counseling and referrals; resident grievances; prepara-
tion and interpretation of lease documents. Supervise and may perfonm:
application taking; verf1ciation and detennination of eligibility;
reexamination and rent adjustments; unit inspections, consultation with
tenants and tenant meetings, rent collections; evictions; determination
of repair charges; preparation and interpretation of lease documents.

(See Section V.)
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{See Exhibit 5)PROJECT. MAINTENANCE

, Housing Commission staff will be responsible for maintenance of the
completed units. Regular maintenance schedules will be followed
for appropriate items such as grounds, solar systems, unit exterior
and ;nterior preventive maintenance work and similar types of
scheduled activities. The Area Manager will maintain these schedules
and supervi se the Mai nt-enance Sta ff i n the ~erformance of the work .
Detailed maintenance records will be kept for each project location
indicating the maintenance work performed, material used, warranty
per;od, condition of equipment and documentation of any unusual
circumstances such as repairs ,required as a'result of tenant caused

damage.

As units are vacated the Area Manager or his/her designee. w;ll perform
an ;nspection to determine what interior maintenance should be com-
pl eted (e. g. pa;.nti.ng. floor repai r. etc.) .Thi s i nspection sha 11
also serve the purpose of identifying any damage costs which should
be assessed to the tenant vacating the unit. Following the inspection.
the required work will be completed by the Maintenance Staff before
the unit is occupied by the new tenant~

Major maintenance and repair ~,ork which is required for the

units will ;n most cases be conlpleted by qualified contractors

under the supervision of the Area t~anaqer .When
a ma;ntenc)nce or repair problem is detennined to be of a

nature wh;ch requires the sk;lls of an outside contractor,

the Area Manager wi 11 se 1 ect a qua 1 i fi ed cont,ractor
to compl ete the ~/ork in a tirnel'j nlanner. The types of i terns

which lire considercd to be major maintenance and repairs

include, but are not 11mited to, major plunlbing and electl"ica1

work, solar hot water system repair, and appliance repair

~rea Manage~: is responsible for assuring that all necessary
maintenance and repairs are made in a timely, cost effecient manner. .

Most of the actual maintenance work will be performed by Commission
Maintenance Staff under the supervision of the Area Manager. The
Area Manager will periodically inspect buildings. apartments and
grounds to determine necessary preventative maintenance needed. Hel
She will also maintain files containing written records of maintepance
services. equipment. inventory, and operating. manuals consisting of
pertinent data relating to equipment and building fixtures. The

Area Manage~ will also maintain a list of approved maintenance
service contractors who can perform services as required for the

completed projects.

10.
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LEASE PROVISIONSVI.

The lease agreement is included as Exhibit 3,

VII. TENANT RELATIONS

The Hoysing Commission currently employs two Housing Counselors
whose services will be available to tenants occupying completed
RHCP units. Th~ Counselors will provide tenants with infonmation
relative to their rights and obligations as tenants, conduct on-
site problem solving meetiruswith tenan~s, and counsel tenants .
with respect to their other social service needs. The Housing
Counselors also prepare and distribute a quarterly newsletter
which provides infonmation of interest to tenants (see copy
included as Exhibit 4).

To insure tenant access to the Housing Commission decision
maki ng process, two Tenant Commi ssi oners ser\'e on the seven-
member Commission. ihrough these Commissioners, all tenants
have input into de~isions ~/hich directly affect them including
unit management policies, grievance proceedings, future housing
developments, and all other aspects of the Housing Cormlission's
functions.

VIII. APPEAL AND GRIEVAtlCE PROCEDURES

.
All tenant appeals and grievances relating to the completed RHCP
units will be processed consistent ~/ith the Housing Conmis-,
sion's procedures. These procedures are consistent with the
requirements for HUD sponsored projects as stated in 24CFR
Part 866 Subpart B and include the following provisions:

1) Written requests for hearings i

2)

3)

4) Specified time frames for the grievance process.

Copies of the grievance proc~dures and fonms currently being

utilizcd are included as Exhibit4.

"
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IX. REPORTING PROCEDURES

The Housing Conmission Controller will maintain a computer
based reporting system which will store data relating to the
RHCP projects, and produce the requirep monthly report to
HCD. As required by the Program Regulations, this report
will include:

1) A description of the fiscal condi.tion of the Project;

2) Tenant occupancy statistics indicating household sizes,
incomes, and ethnicity; and

3)
.

An accounting of any major maintenance and repair work

performed on the project during the reporting period.

Other pertinent data will also be included in the system.
Specifically data relating to rent collections will be stored
to insure that the project remains fiscally sound and that
rent collections are kept up to date.

I
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EQUAL OPPORTUNITY HOUSIt~G PLAN-~ --

HOUSING COr~ISSION OF THE CITY OF SAN DIEGO

121 Broadway, S~ite 443, Sprecke1s-Building

San Oiego, California 92101 ,

,
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I -\' 1.' 10:- I .. F'O=... T - Cr ' EF-
O :)T~

L.. -.~I' I. It ~ 1 .r ,.. .)

--

., .

1- Public notices will..be given in major and local newspapers

for both applicants and owners. All advertisements will
have ~ppropriate 1anguage adjustment-s.. .

~

Na...'.:~apers uti' i zed in publ icizi ng the Program wi' 1 rea ch

all S.E5':;:cnts of the population. Potential applicants will

be rlotified, through publication in a ..variety of ne~/spaper:s

listed bel~~ of the availability of housing assistcnce for

low-income families.and invited to apply. .

..

..CIRCULATION F~EOUENCY
.

San Dieoo Union Major-entire

-population
3-day period: Sat.. Sun. .
~'on. Intermittently based
on response

San Diego Evening

Tribune
r1ajor-enti re
population

3-day period: Sat., Sun..
l~on. Intenmittently based
on response

Minority-Black
Majority.

Weekly, based on responseVoice News and

Viewpoint

La Jolla Light and

JO't7'J8n a 1 .-~. --
Majority Weekly, based on response

Sentinel
..

Area Population. Bi-we"ekly, based on respo~se

Majorityand
14i nori"ty Ci rcul ation

La Prensa

Minority Weekly,based on response

2. The Commission will issue at least three press releases to

Major and minority newspapers (see 11 above).
'

a. Within. one month prior to the completion of the units
the program w;ll be announced to the general publ;c
advising of the forthcoming availability of housing
for eligible low-income families and where they may

apply.

f-
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~. A ~t-c:>'ld cr ~ ~ rc1 I:~se. \':i 11 i.:rlnCIUnc.c tr.at the uni t~
are availil~lic and Jpplications are tJcirl'; clcceptec.

Lo\"-inco:~~ farnilies will be encouraged to participate.
Appropl-iate details of the program will be given.

I

c. A third press release will be issued at the time it
.;5 detennined that there is no reas'onable prospect
that additional units \ii11 be available within the
next year. It will be announced in major and

minority ne~':~~apers that the taking of appl;cat;ons
;$ suspended until further notice

Releases will be made to all newspapers listed above, in

addition to the follo~J;ng publications:
.

list of Publications

Council of Philipino-An1erican Corrmunities
Chicano Federation Ne~/sletter
San Diego Building Contractors Association Builder
San Di ego r~agazi ne
Black Review
Apartment and Owners Rental Association r~aoazineLa Ar.1ano -

Seni or \olorl d
The Veterans News .
Union of Pan-As.ian CorM1unities
~~CD Voice (Comnunity Services Council for the Disabled)

Liaison will be established with appropriate county and cityagencies, private social service agencies,. and numerous. ,

community and special interest groups. To be included are:

3.

Union of Pan Asian Corl1nunities
Neighborhood House Associates
San Diego Senior Citizens Center

San Diego Urban League
Chicano Federation
League of Women Voters
American Indian Association

Handicapped .
Council of Philip.ino-American Communities

Thnough its ties with other public agencies as well as through

tenant organizations, real~or groups, citizen planning groups,
the Commission will transmit information on low-income housing

programs to all concerned citizens and community organizations.
Special assistance will be given to eligible elderly, handic~pped.
and disabled persons to help them locate suitable housing.

Spot public service announcements on local radio stations wil

also be required.
,-
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~ : I-. -,r ..I'J 1\:,...:\'., i.; ~--:..E.

1. Specia1 outreLIch effor4ts will be rr,c1de :0 cncouragehandicapp=d

e1der1y. Oriental. Black, Indian and Hispanic families to apply

for certificates of participation.

2. Special e~phasis \1ill be placed on advertising in

mirlority and handicapped m~dia to at~ract special
intC!rest outl.each OI.OUDs. Thcse ads will be
publisJ1ed in special- interest group publications.

a.

The press releases discussed in A-2 above will be
used to attract the special outreach groups in
the appropriate minority newspapers.

b.

c. Every effort will be made to contact community
groups and realtor associations that serve the
special outreach groups. Letters will be written

and personal contact by Commission representatives
~,ill be made to explain the program. Thf appli-
cable commun;ty groups named in A-3 above wilt
be advised of the special effort being made to
attract the outreach groups since they are the
ones nonmally not likely to apply for the
assistance without special outreach.
Community groups and agencies will be provided
with brochures for di~tribution to potential

app11cants. .. ..

d. It is the intent of the Commission to ~dminister a
housing program that services all minority and

majority groups in the population on a non-
discriminatory basis. All equal opportunity and

fair housing obligations will be fulfilled.

STATEi.1ENT OF POLICIES A~ID PROCEDURESc.

(i) All families will be determined eligible through the use
of the HCD el.igibility requirements, and those criteria
will be ap'plied without regard to the race, creed, color,
religion, sex or nati~nal origin of all families applying
for Certificates. In addition, all aspects of the program
will be carried out in a non-discriminatory manner through
compliance in this program,.with Title VI of the Civil Rights

Act of 1958, Executive Order 11063 and all rules, regulations
and requirements issued pursua~t thereto.

'8
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; , .~ , I , ,.. ..,. ~ ...

.!1. .'1 to (/\C.1J."f~.0"\.~.r,.',lt~i1.. "-.,,.. ;.. "'.-

to I.: ..:licible. Fol1o\./ino ;n;tia1 nccu;:3::C'. .:...:0 t.~:::~.

dat~ .:,d senlJentia1 nu:-.:;erin~ svstelil ",;11 a-1;c us tCJ

proc~:s appl;cat;on5 on a f;rst.co:11e, firs~ served t.,a.sis

for eiJch bedroom size. We will closely nlonitor the

percentage uf Very-Low Income Families to insure that

at least two thirds (2/3) of the total number of units

are occupied by very low-income tenants.

.

(iii) Families will be placed on the ~Jaiting 1ist as they are
certified as el;gible families, and if a unit is currently
not .available. The families will be ""placed on the list

on the basis of the time/date stamped/sequentially
numbered appl;cation. Ho\'Jever, displaced foii1ilies ~Ji"ll

be put on top of the waiting l;st. ~Je will suspend
taking applications for the program when the number

of families on the waiting l;st for a particula~ly
sized unit is that number which can reasonably be expected

to occupy uni ts wi thi n the next twel ve n'io"nths except
that we will assure that there are sufficient Very Low-Income
Families on the list to assure that \ve can meet our

responsibility to them.

The suspension of applications shall be announced in the same

maMer as the program was advertised to families (Section A).

~

,

,

19



I

E~HIBIT 2

I

,..

,

20



Date:

Dear Resident:

At your special Reexamination/Interim Adjustment it was not possib'e to

make an accurate estimate of your family income for the next twelve-month

period.

You are scheduled for a follow up appointment on

If you are unable to 3ttend at the time and day indicated, please call me

at 236-5440 no later than. to reschedule the
.

appo,ntment.

You should have the. enclosed. verification forms completed to bring with

you when you ~ome to your appointment. If the enclosed forms are not

appropriate for verifying your present income, Dlease call for the correct

fonns.

Sincerely,

Housing Assistant

ME:cc

121 BROACWAY. SUiTE .00 .SAN OIEGO. CA 92101.~



F:ECHA
.

UNIT /J

A:

Esti::";ado Inquilino:

deLeyes y regulaciones requicren un repase anQal de.los ingresos
residentes que ocupan viviendas bajo el pr')gra.ma de el Estado
o viviendas public2S.

Corno ha ocupado una vivienda este ano" o porGue una entrevista
antes cambio su renta provisionalmente, es necesario que venga
a esta oficina para completar las formas requeridas para per~anf
bajo este programa.

't

Se ha fijado una cit~..a la(s) .A.M./P.M. el
195 .Si est~ h~rario no le es conven~~nce

favor de ll~mar al 236:~440 para fijar otra fecha. ,

Tr3iga con usted PRUEBAS de la cantidad de sus INGRESOS. Su ofici1
d~ A~istencia Publica o 5eguro Social le daran estos informes. En
ca.so qu~ as te ~mpleado. sus talon~s d~ cheques sera sufficien te ..
Si t.ien~ cu~nta de ahorros I trai6a s~ libro d~l banco .

Sinccr~mantQ;,

BY:

Judith Fry

Ilous in& :.~~n.:JScr
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The San Diego Housing Co~iss1on is ac:e~~cing tc ?rc,'ide Housing

Assistance to t~e belcw named person. In order to dec~~ine el!6i~ility. ~e
:us: verii:~. his/her inco~t..

we ask :;ou~ coo?~ration in s~~,lyi~S 1nfo~ation re!~rcin~ the :~c:~e of :he

?c:,son lis..6d ~e:low. '!":l~ Applic3.nt has ~uchori:ed '!OU to rel~ase this infor-

carion by siDnature ~elow. This in!o~ation will be held in cc.n:-:d~~c~ for US!

only in ctte~ining eli~ibility for H~using .'.ssistGnce.

Sincerely,

Date.:

Housing Co~issionStai:

I hereby al'thori%e the rele3se of the 1nfo~ation relative to my income to the
City of San Oiego Housing Cammission.

Date:
---

Signat".Jre of -Applicant

,

1£ you are the ~ain Branch of£i~e, please indicat~ any amounts your o~he=
local branch banks may have on deposit.

Name of B&nk. Branch.

S.vings Account No.

Amount. on Deposit $

Interes~ R.ace : Interest Earned (last 12 months) $,

Information furnished by: -
Signature of Bank Verifier

-.-00 .

Title.

D~ ce

~~-

A. Perlman
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SAN DIEGO HOUSING COMMISSION

RESIDENTIAL LEASE

RENTAL HOUSING CONSTRUCTION PROGRAM
f

Address of Housing UnIt Effective Date Mo. Rent

Utilities and Services Provided:
Range Refrigerator Hot & Cold Running Water Sewer Services

.

We, the San Diego Housing Commission, lease to you
the housing unit described above. The conditions of this lease are listed below.

THE TERM OF THE LEASE AGREEMENT SHALL BE ONE CALENDAR YEAR.1. TERM.

2. USE OF PREMISES. You may not use the prerriises for any business or il:egal activities. You alone have the right to
use and occupy your housing unit as a residence for your household, which oonsists of -adults and
children 't¥hose names are:

Child,.,Adu1t8

Guests will not be allowed to stay for more than 2 weeks without our prior written permission. You promise not to allow
someone else to use all or any pan of this lease, or to provide accommodations for boarders or lodgers.

s
s

The monU'ly rent is: s

.Gross Rent

.Utility Allowance
-which you shall pay ,on or before the first day of each month, beginning
19 -.If you lease the housing unit after the first day of tf1e calendar month,

3. RENT.

your rent payments shall be as fol~'S:

-$ .to cover th6 p6riod from to ; thereafter payments of
$ will be made on the first day of each month for the term of the lease. Your rental payments will
be delivered or mailed to US at 121 Broadway, Suite 400, San Diego, California 92101, or any other address designated
by us. Please make your check payable to the San Diego Housing Commission. If you vacate the housing unit, you
promise to notify us in writing at least 30 days before you leave.

If you vacate wit~ proper notice your housing uni1 will be declared abandoned and will be prepaied for new occu-
pancy. Although we will try to fill the unit with new occupants as soon u possible. you should understand that you will be
ct\arged with rent and rilaintenance (beyond normal wear and tear) for each day up to 30 days that your housing unit is
vacant after you leave. Your lease will terminate on the thirtieth day, or when your housing unIt is leased to new occu-
pants, whichever comes first. Charges assessed to you for repair and maintenance (bey0n4 nOrmal wear and tear) shall
be considered rent, whether you are charged during your occupancy or after It.
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I

~. LATE CHARGE. A late rent Charge of 510.00 will be assessed to your account if your rent has not been received by us

by tt1e Sth day after it is due.

~. SECURITY DEPOSIT. You promise to post a deposit of $ from which we may deduct at the termina
tion of this lease those amounts necessary to (a) cure your defaults in paying rent; (b) clean or repair, except for normal

wear and tear, any intentional or ~Iigent damages to the premises caused by guests or members of your household.
We promise to return the deposit plus 5% interest within two (2) weeks after the date you move out, less any deductions
for any of the co~.s named abov~. We will give you a written statement of any charges deducted from the deposit. The
deposit may not be used to pay rent or other charges while this lease is in effect. -

6. BASIS FOR RENT. We base your monthly rent and your dwelling size on tt\8 complete and accurate information you

give us regarding your family Size, your income and income sources, according to the regulations of the California De-
partment of Housing and Community Oevelopmenllf we find that you have misrepresented the facts on which we base
your rent, we may charge you retroactive rent, or we may terminate yOur lease. Charges assessed to you for mainte.
nance and repair beyond norn1a1 wear and tear shall also be considered rent.

7. YOU PROMISE TO:

L Dispose of garbage, rubbish and ott'ter waste from the premises in a safe and sanitary manner.

b. 88 responsible in the way you use all electrical, plumbing, sanitary, heating, ventilating, and other facilities.

c. Pay reasonable cleaning and/or repair charges for damages to the premises (beyond normal wear and tear) which
are intentionally or negligently caused by your guests or members of your household.

d. Make cer1ain that your guests and members of your household maintain the premises In a decent, safe and

sanitary condition.

e. Make certain that your guests, and members of your household act in such a way as not to disturb the

neighbors' peaceful enjoyment of their own accommodations.

f. Notify us immediately, of the need for repairs to your housing unit, and any unsafe conditions on the prem-

ises or grounds which might lead to injury or damage.

g. Notify us in advance and make arrangements for the care of your housing unit. if you and your family plan

to be gone from it for more than fifteen (15) days.

h. Obey the reasonable rules and regulations 881 by us for the benefIt of you and your neighbors; the rules will

be given to you when you move into the housing unit.

Give us complete and accurate infom1ation regarding your family size, your income and income sources

both when you apply for housing, and when redetem1ination (lease renewal review) takes place.

i. Give us written notice 30 days in advance of the day you intend to end the lease. .

i.

YOu PROMISE NOT TO:

8. Allow any of your guests or members of your houset"lOld damage, deface, destroy or remove any part of the
." premises.

b. Make any repairs, alterations, or install "any equipment without our prior written consent.

c. Allow someone else to use the lease .

Provide accommodations for boarders and lodgers.d.

8. WE PROMISE TO:

a. Maintain the premises and grounds in a decent, safe, and sanitary condition.

b. Make repairs to the premises as needed.

c. Keep in good and safe working order and condition all eleCtrical, plumbing, sani1ary, ventilating and other facilities

and appliances supplied by us.

~tjf~



d. Provide receptacles for the deposit of garbage, rubbish and other waste removed from the premises (except con.
tainers which are only to be used by individual households).

J, a. REDETERMINATION. Once a year we will ask you how many people are living with you, their ages, their relationship
to you, and how long you expect them to live there. We will also ask about your income and income sources. \J.je may
Increase or decrease your rent or your dwelling size according to this up-dated information. Rent changes will begin the
first day of the month following the redetermination and a statement of the new rent signed by us and you will be at-
tached to this lease. If a new dwelling size is needed, we will provide an appropriate size unit, give you a reasonable time
., which to move, and supply a new lease covering the housing unit. If you refuse to accept such a transfer we may ter-
minate your lease.

You must notify us immediately whenever there are any changes in the' following circumstances:

..Loss or addition to your household through marriage, divorce, reconciliation, permanent separation, death, deser-
tion or other similar circumstances.

b. Loss or change of source of income of a member of the household.

10. UTJLmES. Gas and/or Electricity for your housing unit are used and controlled only by you. You will deal directly with
the utility company for the installation, proper operation, and payment. A utility credit allowance has been figured in your
rent. You will be given a utility allowance sheet which explains your allowance.

11. TERMJNATJON OF LEASE- You may tem1inate this lease at any time by giving us at least thirty (30) days written
r'!otice. You promise to move promptly, leave the unit in a clean and good condition, and return the keys to us. If you
vacate without proper notice, your housing unit will be declared abandor,ed and wi!1 be prepared for new occupancy.
Although we will try to fill the unit with new occupants as soon as possible, you should understand that you will be
charged with rent and maintenance (beyond normal wear and tear) for each day up to 30 days that your housing unit is
vacant after you leave. Your lease will terminate on the thir1ieth day, or when your housing unit is leased to new occu-
pants, whichever comes first. We will not terminate or refuse to renew your le~se unless you fail to make payments
under the lease, or you violate other material terms of the lease. Prior to terminating this lease, we will give you written
notice of (a) 14 days in thQ case of failure to pay rent; and (b) a reasonable time appropriate to the urger:lCY of the situa-
tion in the case of the creation or maintenance of an existir:g threat to the. health or safetlj of other residents or employ-
ees; and (c) 30 days in all other cases. Any notice of termination sent to you shall state the reason(s) for the tem1ination,
and give you the right to make a reply and to request a conference according to our Grievance Procedure.

If the signer of this lease ceases to be a member Of the household, this lease wiJI terminate and a new lease must be
signed by a r~"sponsjble adult member of the family, provided the family Is eligible for continued occupancy.

If we transfer you to another housing unIt managed by us, this lease shall be terminated and a new lease must be signed
by you for the new housing unit into which your family will move. If your housing unit is destro~ed by fire or other means,
this lease shall automatically be termin4ted. .

12. JNSPECT10NS. When you move in, we will accompany you on 8." inspection of the premises, the housing unit, and
equipment provid&j with the unit. A statement concerning the condition of the unit will be given to you to sign and will be
kept in your file. When you vacate, an identical inspection will be made and you will be given a statement of any charges
to be made. If you fail to arrange for a move-ou\ inspection in this manner or fail to accompany 'JS on the inspection, you
agree that our evaluation will be conclusive.

3 of 4



13. REPAIR CHARGES. You promise to pay, except for OOm1al wear and tear, all maintenance and repair ~arges. ThP-
basis for the charges will be the Schedule of Charges (posted at our office at 121 Broadway and mailed to you upc.
request). You will receive a bill itemizing the damages and cost!, and the bill will be owed to us the first day of the second
month following the month in which the Charge was made. If you fail to pay su~ charges, we may terminate your lease
and lor take legal action to recover the charges. The security deposit cannot be used to pay for repair charges while you
remain an occupant of the unit.

,

14. ENTRY. If we need to enter your housing unit to perform routine inspections or maintenance or to make improvements
or repairs, we will do so only during reasonable hours, and we will notify you in writing at least 2 days before such entry.
We may enter your housing unit without notifying you in advance if we believe that an emergency exists. We may also
enter your housing unit with your verbal permission. ..~ .

If all the members of your household are absent, we will leave a written statement in your housing unit giving the date,
Ume and purpose of our entry before we leave U1e unit.

.
15. NOTICES. Notices from us regarding any changes to the contents of this lease will be written and mailed to you. You

will put any notice to us in writing and deliver or mail it to our office, properly addressed. Schedules of special charges for
services, maintenance, repairs, utilities and regulations shall be posted at our office at 121 Broadway, and will be mailed
to you upon request. We will not change such schedules, rules and regulations without at least 30 days written notice to
you explaining the proposed change, and giving you the opportunity to present written comments conceming them.

16. ABANDONED PROPERTY. After you move out of the unit, all personal property left behind will be considered aban-doned and we will dispose of it according to state law. .

17. DEFECTS. It is both our responsibility and yours to comply with the rules and regulations of any housing or buildin~
codes which affect health and safety. If your housing unit is damaged. causing a danger to the life, health, and safety to
your household, we will repair the damage within a reasonable time. If you or members of your household or guests
cause the damage, you will be charged with the cost of the repairs.

,
18. ATTORNEYS' FEES. If any legal action is brought to enforce any part of this lease, the prevailing party shall be eno

titled to recover reasonable attorneys' fees and costs and any other relief awarded by the court or provided by California
Law. This applies to any expenses incurred by us in collecting rent, including costs of preparing and serving notices.

19. PETS. There will be no pets allowed without the prior consent of the Housing Commission. If consent is given, an
addendum will be attached to this lease identifying the type and size of pet, and the amount of the additional security
deposit required.

I HAVE READ THIS LEASE AND I TAKE RESPONSIBILITY FOR MY ENTIRE HOUSEHOLD AND GUESTS TO COMPLYWITH All THAT THE LEASE CONTAINS. ,

088
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LEASE ADDENDUM '1

on the proper'CyThis addendum 1s considered a part of the lease dated

located at .' .Unit Number

TENANT'S
INITIAlS-

1. I will report .11 changes,1n my incO'!Ue immediately

2.

3.

t

4.

So

6.

I will report all changes in my household and will permit no one
not on my lease to reside in my apartment.

I w~ll return all door and mailbox keys when I move out. I under-
stand that rent will be charged until all keys have been returned
and a joint move-out inspection is cO1Upleted by me and the Housing
Commission. I understand that if I fail to return my mailbox key,
the cost of changinl the mailbox lock will be deducted from my

security deposit.-.
I realize th.1.t pet's are not allowed without prior written consent
of the Housin8 Manager. Permission may be withdrawn if my pet
becomes a liuisance or causes damage.

I will not use CONTAC paper (sticky-backed paper used as shelf
lining or wallpaper) in my unit.

I will not install dead~~lt lo~ks without permission from the
Maintenance Department. I understand that if deadbolt locks are
installed that I must furnjsh tWO (02) keys to the Housing
Caission.

.
I HAVE READ THE FOREGOING AND I UNDERSTAND ALL PROVISIONS CONTAINED THEREIN:

DateTenant Signature

Staff Member

Date

,
SDHC. 10/83
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SA~I DIEGO HOUSING COr.ti.tISSIOrl

LEASE ADDENDUr~ , 2

This addendum is considered a part of the lease dated

on the property located at

1 ~ -Tne term of the lease agreement shal be one calendar year

2. Basis for Rent -The basis for determining your rent payment is consis-

tent with the regulations and governed by the California Department of

Housing and Community Development. The State may periodically adjust

the rent levels on the apartment-units. You wil1 be given thirty (30)

I
days notice of any sucl'f-rent level adjustments.

I have reud thc foregoing and 1 understand all provisions contained therein:

DateTanant SiCJnyture

DataTanc3nt S1'jn.1turc

Data1!~:Jsir.!J Cc:;:.ii~sion P.cprescnt~ti'/c
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TO:

FRO:~: San Diego Housing Com~ission

SUSJECT: GRl EVAj~CE PROCEDUR~

If you feel that the decision of the ~an Diego Housing Commission is
an unjust decision, and ;f you feel that the interpretation ~/as
improper and not in accordance with the Resident Lease Agreement. you

may request a hearing before an impartial official.

To obtain a grie',ance hearing the follo~'Jing procedures must be
fo 11 o~.Jed ;

1 You must first personal1y present your grievance to the Housing

Manager to attempt a settlement of the grievance.

2. If a satisfactory conclusion is not reached. you may file a
written request with the San Diego Housing Commission for a

-00 . r, --. ~e~



I

~ ..request i:1'Js't b~ CC;~~'E:tr:d, (~,jt.,-,d and ~ignl?d in accordance \'iith

111~trt.Jctions contained in the Noticl? of Right to Hearing.

I 'oJi sh to r~quest a heari "9 before the Hea ri "9 Offi cer .Further
i"fori:1~tio" re~"rdi"9 this r~quest is provided as follo\'ls:.

1. ~.!HAT ACTIO:: or THE HOUSIr:G CC:.".;.~I~SIOr: ARE YOU PROTESTI::G k::D ~.IHY
Ar:E YOu P?OiESTI::G THIS ACiIOi'l? (Ple~se explain in detail, .if
additional ~pace is required please attach a separate sheet.)

.
,

2i ~MAT ACTION ARE you REQUESTING?

.

Please return this fonn with;n (5) five duYs to:

Diago Housing Con~ission

Eroad~./ay, Suite 443, sp)Oecl:els Bldgo

n Diego, CA 92101

s; gna tUI-C .

/:"::te
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EXHIBIT 5

MAINTENANCE PLA~

-

.
.

.
.
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Responsibilities,
The Housing Manger is responsible for all maintenance operations of

the San Diego Housi.ng Corrrnission. The Area Manager. who is responsible

to the Housing Manager. provides guidance and directly supervises the

maintenance staff. He/she must plant schedule, supervise and inspect all

maintenance work to insure its promptness and quality.

The Maintenance Function

The objective of the maintenance function is to maintain all units

in a viable, useful condition.

Maintenance tasks fall fnto four major categories:

Service maintenance (Emergency)

Routine maintenance

Cycle maintenance

Extraordinary maintenance.

Service Maintenance (Emergency): refers to maintenace items requested

to be repaired by tenants or management, 1.e., gas leak, stopped-up
toilets, no water, broken glass (not cracked), no electricity, no

heat, refri gerator/stove out "of order.

1.

I

Also included would be any event or condition that could threaten
the health and safety of re5idents or employees or will cause extensive
and expensive damage to the physical development of the unit should be

considered an emergency.

Routine Maintenance: r~fers to maintenance of the units as deemed by
the Housing Manager and Area ~1anager. The Housing Manager and Area
Manager will maintain a high level of visibility to the tenants.
Through the actual physical presence of the Housing Manager and Area
Manager on the units, tenant awareness will be developed. At the
same time an opportunity will be provided the Housing and Area ~anagers
to inspect the general appearaNce of the units and to note:".li1aintenance

items not reported by tenants.

2.

Additional methods of identifying routine maintenance requirements

w;ll be provided by:

-Reports from maintenance staff when making a service

call

-Housing Counselor visit reports

Reexamination {annual inspection)

36



Cycle Ma~tenance (Prev~ntative Ma~~~ena~~e): refers to specific

tasks which are performed on a speclflctlme schedule and/or

frequency. These include:

3.
,1

~

Painting- Interior

~requency
Every 5 years or as needed on

move-outs. Every 2-3 years

paint will be supplied to tenants.

Trim -0 'every 3 years
Unit -8-10 years

-.Exterior

Every 12-18 months

Annually, with move-outs,

as needed

Q!:aperi es cl eane,d

.1

Extennination treMment

Annually replacedHeater Filters

Every 6 months

Hot \.la ter Hea te rs
--

(corrrnon)
-Drain

Quarterly
Quarterly

Lawn Mower -Tune up

-0;1 change

As recommended by the manufacturer
Other Machinery &--

EQuipment

Extraordina~y Ma!:!~enanc~: refers to maintenance to be identified

and budgeted as the need exists, i.e., roof replacement, parking

lot repair, structural repair, etc. .

4.
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