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Transfers
Policy

To ensure all families residing in public housing are properly housed.

Procedures:

A. Transfers may be granted for reasons such as improperly housed, emergencies, and
reasonable accommodations. Consideration will also be given for safety and security
conditions, after an appropriate investigation has been conducted. The order in which
families are transferred shall be subject to the hierarchy by category set forth below.

1.

Revised 2/2019

Emergency Transfers are mandatory when NRHA determines that conditions
pose an immediate threat to tenant life, health or safety. Emergency transfers may
be made to: permit repair of unit defects hazardous to life, health, or safety;
alleviate verified disability problems of a life threatening nature; protect members
of the household from attack by the criminal element in a particular property or
neighborhood; or to comply with the Violence Against Woman’s Act (VAWA).

NRHA will authorize an emergency transfer for a participant family when the
tenant’s unit has been damaged by fire, flood, or other cause to such degree that
the unit is not habitable, provided that the damage was not the result of an
intentional act on part of the tenant, tenant’s family, or guests of the tenant.

These transfers shall take priority over new admissions.

Category 1 Administrative transfers include mandatory transfers to: remove
tenants who are witnesses to crimes and may face reprisals; provide housing
options to tenants who are victims of hate crimes or extreme harassment; alleviate
verified medical problems of a serious (but not life-threatening) nature; permit
modernization or demolition of units; or permit a family that requires a unit with
accessible features to occupy such a unit.

Requests for these transfers will be made to NRHA with necessary documentation
to substantiate the need for such transfers. Transfers may also be initiated by
NRHA (e.g. moving a person with mobility problems to a unit with accessible
features).

These transfers shall take priority over new admissions.

Category 2 Administrative transfers correct serious occupancy standards
problems.

Category 2 transfers will only be made if the family size is so small that it
includes fewer persons than the number of bedrooms, or so large that the
household members over age 5 would equal more than two persons per bedroom.
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These transfers are mandatory.

If a family’s size is between the smallest and largest size permissible for the unit,
the family may request a transfer, but it shall be considered a Category 3 transfer.

These transfers will take priority over new admissions.

Category 3 Administrative transfers may be made to: avoid concentration of
the most economically and socially deprived families, correct occupancy
standards, or address situations that interfere with peaceful enjoyment of the
premises.

They will be processed at the rate of not to impose an administrative or
maintenance burden on NRHA.

These transfers will not take priority over new admissions.

Incentive Transfers: Incentive Transfers are offered to tenants without regard to
their race, color, religion, sex, disability, or familial status, who have good rental
histories and want to move to units other than those they currently occupy. These
transfers are further described below.

These transfers are for NRHA’s transitional housing program. New admissions
will not be offered scattered site units, unless no eligible tenant can be found for a
scattered site unit. NRHA will house a family from the wait list to take advantage
of the available unit.

These transfers will take priority over new admissions.

B. In certain circumstances, transfers will be considered first before referral for the waiting
list. However, due consideration shall be given to the number of vacant units prior to
any transfer.

1.

If for any reason the number of vacancies is significant to the extent that the
transfers would place the Authority in a position of operational instability,
restrictions such as a three to one (3:1) ratio of new move-ins from the waiting list
to transfer from within will be imposed to maintain financial stability of the
program and operations (98.5% lease-up to be used as a guideline).

The nature of transfers will also be considered even under these restrictions, as it
is recognized that certain life endangering conditions, as may be cause for transfer
cannot be restricted by operational objectives.

C. NRHA Chief of Housing will maintain an updated register of transfer requests ranked
according to date, time, reason, and community desired. The Property Managers are
responsible for submitting requests for transfer including necessary documentation to
the Chief of Housing. The Community transfer register should be updated monthly and
forwarded to the Chief of Housing.

1.

Revised 2/2019

Transfers will be sorted into their appropriate categories by NRHA. Admissions

will be made in the following order:

e First: Emergency transfers, then

e Category 1 Administrative Transfers,
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e (ategory 2 Administrative Transfers,
e (ategory 3 Administrative Transfers

Within each category, transfer applications will be sorted by the date the
completed file (including any verification needed) is received by NRHA.

Category 2 transfers to correct occupancy standards may be recommended at time
of re-examination or interim redetermination. Tenants in a Category 2 over/under
housed status will be advised in writing that a transfer is recommended and that
the family has been placed on the transfer list.

D. The Property Manager/Administrative Specialist will notify tenants who are improperly
housed at the time of reexamination or family composition change.

E. If the tenant is required or desires to transfer to another unit, the Property Manager
executes a Notification of Transfer Request stating the reason a transfer is being
requested.

1.

The Property Manager will evaluate the request and obtain the proper verification
to determine if a transfer is justified.

If the interview/verification process reveals that there is a problem at the family's
present site, the Property Manager will address the problem and once solved to
the manager's satisfaction, the request for transfer may be approved, otherwise the
request will not be approved based on the criteria.

The appropriate documentation must accompany the transfer request form, be
approved by the Property Manager and forwarded to the Chief of Housing for
approval or disapproval. The Chief of Housing will forward the transfer request
form to the Occupancy Department and a copy back to the originating Property
Manager. Forms are not to be submitted for possible future events such as birth of
a child or may get a live-in aide. The Transfer Request Form will also be used to
document requests initiated by NRHA.

All transfer requests must be forwarded to the Chief of Housing on a timely basis
with the appropriate documentation attached. This will assure proper placement
on the wait list. If documentation cannot be obtained within 30 calendar days of
the request, a new request (date and time) must be submitted.

The approved transfer request form will be kept in a file arranged by rank order of
Transfer List, date and time of the request, and then by bedroom size.

If the request is approved, the Chief of Housing will notify the Property Manager
to send the family a Transfer List Notification stating that their name has been
placed on the transfer list for the reason and/or bedroom size needed.

If the request is denied, the Chief of Housing will notify the Property Manager to
send the family a Transfer List Notification stating the reason for denial, and
offering the family an opportunity for an informal conference if they disagree
with the decision.

F. Once the Chief of Housing notifies the Property Manager that a unit may be used to
transfer a tenant, the approved tenant will be notified of the unit’s availability. The
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tenant will sign a statement either accepting or rejecting the unit transfer. If the tenant
accepts the transfer, they will be informed of the time frame in which the transfer must
be made. If they reject the transfer, the tenant will be informed of the consequences.

G. Tenants are required to move within five (5) days or they will be charged rent for both
units. (If the tenant receives the keys to the unit they are transferring into on
Wednesday, the keys for the unit they are moving out of must be turned in by 4:30 p.m.
on Monday of the following week.)

1. If NRHA is relocating the family, the tenant will be required to move no more
than three (3) days or they will be charged rent for both units.

H. Prior to transfer, the following must be in good standing during the previous 12 months
and an assessment must be completed by an Elderly Service Specialist or Tenant
Service Specialist for intercommunity transfers.

Rental payment history is good and rent is current.

Maintenance is in good repair and there are no damages in excess of $200.00.
Good housekeeping standards are practiced and maintained.

Tenant has not had any lease violation issues within the last 12 months.

Can get utilities turned on in the name of the head of household (applicable only
to those select properties with tenant-paid utilities).

6. Exceptions to the good standing requirements may be made for transfers due to
emergency, medical, reasonable accommodations, or safety and security reasons.
However, Items of concern must be included in the Notification of Transfer
Request sent to the receiving community.

MRS

I.  The Property Manager’s administrative duties include:

1. Provide a written notification to the tenant of their need to transfer to an appropriate
size apartment. This notification will occur at the tenant’s annual reexamination or
at the reporting of an interim change. A copy of this notification will be placed in
the Tenant’s file.

2. The unit the tenant is transferring from will not be put on management down time or
maintenance down time while the tenant is in the process of moving. The receiving
community will absorb the down time, not to exceed five (5) days, or three (3) days
for NRHA relocations.

3. Assuring that all requests and verifications are processed timely and forwarded to
the Chief of Housing for approval.

J. The receiving Property Manager/Administrative Specialist will process all transfers for
their community and forward the appropriate paperwork to finance.

ACCEPTING AN OFFER

A. The Chief of Houisng will contact the Property Manager and Occupancy Manager
regarding the unit available for transfer. The Property Manager will contact the
tenant and schedule an appointment for showing the unit. The appointment should
be scheduled within two (2) working days.

B. The Tenant will be given the opportunity to accept the unit at the appointment.
C. The time frame between the “appointment to show the unit” and “lease-up” should
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be as short as possible, and keys for the former unit should be returned within five (5)
days of signing the new lease.
1. The keys for the former unit should be returned no more than three (3)
days of signing the new lease for all NRHA relocations.

D. Efforts will be made to schedule the transfer over a weekend when possible, or to
show the tenant the unit when it becomes vacant (will allow more time to prepare for
the move).

Example: Wednesday/Thursday — Appointment — Tenant accepts the unit.
Friday — Tenant signs lease for new unit and is given keys.
Wednesday — Keys for former unit returned and inspection
completed.

If over five (5) days, or three (3) days for NRHA relocations, the tenant will be
charged rent for both units.

E. All personal belongings must be removed from the unit, the unit must be cleaned
and free of debris, and keys returned at the end the of the five (5) day period, or three
(3) days for NRHA relocations, otherwise, charges will be assessed.

REFUSING AN OFFER

A. All NRHA mandated under-housed and health safety transfers and transfers requested by
tenants shall be provided one offer of a suitable unit. Authority mandated over-housed
transfers and Authority mandated modernization, demolition, disposition or substantial
rehabilitation transfers will be entitled to receive two (2) suitable offers. In any event, an
offer shall not count if the unit is unsuitable or would result in an undue hardship. Any
tenant who fails to accept a suitable unit within the established number of offers or fails
to respond, shall be removed from the Transfer register. Any tenant removed from the
Transfer Register for this reason cannot apply for another transfer based on the same
priority code and supporting documentation for a period of twelve (12) months.

B. If a family is on the transfer list and refuses an offered unit, they will be removed from
the transfer list unless NRHA determines that the refusal was made for good cause. If so,
the family will be allowed to remain in their unit and will remain on the transfer list until
another unit is offered. All offers will be documented and reason for refusal will be
documented.

1. Good cause may be any of the following reasons:

¢ The new unit is more than 5 miles from the place of employment of at least one
member of the family.

e The new unit is more than 5 miles from the school or job training program that
at least one adult member of the family is attending.

e Travel to the doctor from the new unit would create a hardship for an elderly or
disabled person.

2. The inconvenience or undesirability of changing schools for any minor child will
not be considered good cause.
C. Transfer due to emergencies, such as fire, flood, storm or other reason, NRHA will make
every effort to offer the family an appropriate sized unit as defined in the occupancy
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standards.

1. Once transferred the new unit is to be considered permanent housing and the
family will not be returned to the old unit upon completion of the repairs.

D. NRHA shall promptly notify such tenant in writing after the rejection of the required
suitable offer(s) that NRHA has discharged its obligation to the tenant, that he/she
remains in the unit at his/her own risk, and that NRHA assumes no liability for his/her
condition relating to the transfer. This notice shall also inform the tenant of the right to
request a grievance hearing in connection with the offer.

E. Failure of the tenant to accept a suitable unit within the established number of offers for
mandated transfers shall be ground for termination of the lease.

PROCESSING IN AND OUT OF DEVELOPMENTS

A. A transfer will require good coordination and communication between the receiving and
sending developments. Both sending and receiving developments involved must have a
definite agreement as to when the receiving development will “transfer” the tenant.
(Note: The receiving development is responsible for completing the “‘transfer process”).

B. A transfer between developments will not be considered a move-out.

1. There will be no lapsed time between move-out and move-in. Effective dates
must not overlap nor will both developments carry the tenant on their books at the
same time.

2. The tenant's records will show a continuous residence in public housing in one
development or the other, but not in both developments at the same time.

C. The transferred tenant, between public housing developments, does not have to meet the
admission eligibility requirements pertaining to income or preference.

D. NRHA will notify the tenant of the rent change by use of a new Lease. The rent will be
pro-rated as outlined in the Lease Agreement.

E. The date of the transfer may change the reexamination date. The receiving development
should be certain that the annual review is properly scheduled to give the staff time to
redetermine rent in order to meet the established reexamination date. If the
reexamination is in process, the receiving development will assume responsibility for
completion.

F. The sending development will send the family's file to the receiving development once
they have been notified that the family has accepted the unit and before the family is
leased up. The receiving development will not attempt to lease up a family without
possession of the family's file.

GRIEVANCE RIGHTS

A. Families disagreeing with the determination may grieve the decision. See Chapter 13,
Complaints, Grievances and Appeals.
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Improperly Housed Notification

Date:

Norfolk, Va. 235

Dear

Your apartment at is a __bedroom apartment. The statement of
policy covering admission to and continued occupancy in the federally — aided, low rent housing
communities specifies that not more than___ persons and not less_than__person (s) can reside in
a __bedroom apartment. In that perspective, your family will be required to move to a
bedroom apartment.

At this early date, this letter is your official notice that you will need to move into an appropriate
size apartment. When I receive notice of the apartment vacancy, you will be notified
accordingly. At that time you will have sufficient time to prepare for your move.

As stated in your lease agreement, “The Landlord may terminate this lease, provided the
Landlord has offered the unit of appropriate size to the Tenant, giving the Tenant at least five (5)
days within which to transfer. Failure of the Tenant to so transfer within five days shall result in
the assessment of prorated rent charges for both units.

As a courtesy and perhaps to save you money, leave your apartment clean and in a good state of
repair. You will be billed for maintenance and/or other charges not considered normal wear and
tear on the apartment from which you move.

Should you wish to discuss your transfer with me or should you have any changes in your
circumstances that will affect your requirement to transfer, please contact me at the Management
Office at

Sincerely,

Property Manager
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Unit Transfer Notice

Date:

Norfolk, VA 235

RE: Notice to Transfer

Dear
We have a bedroom unit that is anticipated to be vacant/currently vacant in
. We expect the unit to be ready for you to transfer to on or
about . As soon as the unit is ready for occupancy, you will be notified and

required to transfer within five (5) days or no more than three (3) days for NRHA relocations.
Any tenant who accepts a transfer and who fails to move within five (5) days, or no more than
three (3) days for NRHA relocations, of notification of a suitable ready unit will be charged rent
at both locations.

NRHA is required to transfer you into an appropriate sized unit as stated in your lease in
paragraph 6(c): “If the Landlord determines that the size of the Unit is no longer appropriate to
the Tenant’s needs, and if the Landlord has a unit of the appropriate size available for the Tenant,
then the Landlord may terminate this Lease, provided the Landlord has offered the unit of
appropriate size to the Tenant.”

Should you have any questions regarding this matter, please contact the Management Office at

Thank you,

Property Manager
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NOTIFICATION OF TRANSFER REQUEST

To: \ Date:

From:

Subject: Transfer Request

Tenant:

Address:

Unit#: Bedrooms needed:

Community(s) requested:

Reason for transfer:

This tenant is in good standing and recommended for transfer based on the following: Exceptions to the
good standing requirements may be made for transfers due to emergency, medical, reasonable
accommodations, or safety and security reasons. All items of concern must be listed below.

Housekeeping: Good Fair Poor
Rent Current: Yes No

Rent payment history: Good Fair Poor
Number of late fees within last 12 months? Number of warrants issued

Tenant damages in excess of $200.00? Yes No

Criminal Activity or Social Conduct Problems? Yes No

Is/has a family member received EID? Yes No

Name of family member ,

Effective date 50% date 100% date

Comments and additional Information

Any special needs

Approval: Yes No
If no, reason:

Receiving Manager’s signature: Date:
(Forward to Management services and send copy to transferring Manager)

Management Services: Notification of Unit Assignment
Community Assigned: Unit:
Address: Bedrooms:
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NRHA TRANSFER POLICY

NRHA will accept requests for apartment transfers based on the following priority:

¢ Emergency Needs
The tenant is physically displaced by fire, flood, or storm.

¢ Reasonable accommodations or medical conditions — (This must be documented by a
physician or service provider.)

¢ Safety and Security — An investigation into the situation must be conducted.

¢ Tenant is improperly housed (over-housed or under-housed based on a 2 person per
bedroom standard).

Prior to transfer, the following must be in good standing during the previous 12 months
and an assessment must be completed by an Elderly Service Specialist or Tenant Service
Specialist.

Rental payment history is good and rent is current.

Maintenance is in good repair and there are no damages in excess of $200.00.
Good housekeeping standards are practiced and maintained.

Tenant has not had any lease violation issues within the last 12 months.
Exceptions to the good standing requirements may be made for transfers due to
emergency, medical, reasonable accommodations, or safety and security reasons.

Nk W=

Transfers requests must be submitted in writing along with the appropriate documentation
and will not be granted for any other reason.

Tenants may request to remain in the current community and/or request to transfer to
another NRHA community. However, please be advised that the more restrictions you
place on which communities you will accept, the longer you may have to wait for an
available unit.

Any tenant, who accepts a transfer unit and who fails to move within five (5) days, or no
more than three (3) days for NRHA relocations, of notification of a suitable ready unit, will
be charged rent at both locations (current unit and the assigned unit).

I hereby acknowledge that I have read and understand NRHA’S Transfer Policy:

Tenant’s Signature Date

Manager’s Signature Date
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Date:

RE: Transfer

You are being offered a transfer into a bedroom apartment located at
in (community) based on (reason for transfer). This unit is
expected to be ready for occupancy around . Please check whether you will
accept or reject this transfer.

0 I will accept this unit

I understand that as soon as the unit is ready for occupancy, I will be notified and required to
transfer within five (5) days. Or no more than (3) days for NRHA relocations. Should I fail to
move within five (5) days, or no more than three (3) days for NRHA relocations, of notification
of a suitable ready unit, I will be charged rent at both locations.

I also understand that I am required to leave my apartment clean and in a good state of repair. |
will be billed for maintenance and/or other charges not considered normal wear and tear on the
apartment from which I move.

Lastly I am aware that should I accept a unit in either Qakleaf Forest, Franklin Arms, North
Wellington, and Scattered Sites that I will be responsible for having electric service turned on
in my name and for paying an electric bill monthly to Dominion Power. I am aware that my rent
amount will be adjusted to include a utility allowance amount based on the bedroom size of my
unit.

0 I am rejecting this unit
I am rejecting this unit because
I understand that without a justifiable reason for rejecting this transfer I will be removed from the
NRHA transfer register and/or issued a notice of lease cancellation. As stated in my lease
agreement, “The Landlord may terminate this lease, provided the Landlord has offered the unit
of appropriate size to the Tenant, giving the Tenant at least five (5) days, or no more than (3)
days for NRHA relocations, within which to transfer. Failure of the Tenant to so transfer within
five (5) days, or no more than three (3) days for NRHA relocations, shall result in the assessment
of prorated rent charges for both units; failure of Tenant to transfer within fifteen days shall be
grounds for landlord to terminate this lease.

I also understand that with my rejection of a suitable transfer offer that NRHA has discharged its
obligation to me and that I remain in my current unit at my own risk. NRHA assumes no liability
for my condition relating to the transfer.

Tenant’s Signature: Date:

Management’s Signature: Date:
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Approval of Request for Transfer

Date:

Norfolk, VA 235

Dear

NRHA has received your request to be transfer to another apartment unit due to
. Based on our review of your information, your request

has been approved.

At this time, this letter is your official notice that you will need to move into an appropriate size
apartment. When I receive notice of the apartment vacancy, you will be notified accordingly. At
that time you will have sufficient time to prepare for your move.

As stated in your lease agreement, “The Landlord may terminate this lease, provided the
Landlord has offered the unit of appropriate size to the Tenant, giving the Tenant at least five (5)
days, or no more than three (3) days for NRHA relocations, within which to transfer. Failure of
the Tenant to so transfer within five (5) days, or no more than three (3) days for NRHA
relocations, shall result in the assessment of prorated rent charges for both units.

As a courtesy and perhaps to save you money, leave your apartment clean and in a good state of
repair. You will be billed for maintenance and/or other charges not considered normal wear and
tear on the apartment from which you move.

Should you wish to discuss your transfer with me or should you have any changes in your
circumstances that will affect your requirement to transfer, please contact me at the Management
Office at

Sincerely,

Property Manager
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Denial of Request for Transfer

Date:

Norfolk, VA 235

Dear

NRHA has received your request to be transfer to another apartment unit due to
. Based on our review of your information, your request
has been denied for the following reason(s):

Although we are unable to approve your specific transfer request(s), we are willing to meet with
you to discuss alternative accommodations that may meet your needs. If you wish to discuss this
matter further, please contact NRHA within ten (10) days after receipt of this notice to request an
informal grievance review regarding our decision. Your grievance request must be in writing
and include the following information - (1) that it is being presented pursuant to NRHA’s
Grievance Procedure, (2) the factual basis of your Grievance, and (3) the action or relief you are
seeking. Your request should be sent to NRHA, Attn: Donna Mills, 201 Granby Street, 5" Floor,
Norfolk VA 23510. You may also contact me at should you have any
questions or need further assistance.

Sincerely,

Property Manager
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Name Address

The following information is necessary in order to process your Reasonable
Accommodation Request.

1. What bedroom size unit are you currently in?
1 2 3 4 5

2. What bedroom size unit will you need if your request is approved?

1 2 3 4 5

3. Will you need an accessible unit? Yes No

4. What type of accessible unit will you need?

Wheelchair accessible Hearing/Visual accessible
Unit on one level Bedroom/Bathroom on one level

5. What community do you prefer to move into?

I prefer to stay in my current community of (name)

I prefer to move into another community.

Please select which community(s) you wish to relocate to if there is an available unit which
fulfills your needs. You may pick more than one community:
__ Tidewater Gardens (1-5 bed) ___ Partrea Midrise (1-2 bed)
_ Diggs Town (1-4 bed) Huntersquare Midrise (1-2 bed)
____ GQGrandy Village(1-4 bed) Bobbitt Midrise (1-2 bed)
__Young Terrace (1-4 bed) _ Sykes Midrise (1-2 bed)
______ Calvert Square (1-4 bed)
Oakleaf Forest (1-7 bed) (Resident responsible for electric connection)

Franklin Arms (1-2 bed) (Resident responsible for electric connection)

Resident Signature: Date:
OFFICE USE ONLY:
Unit Size Necessary: Submitted to Management:
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IMPROPERLY HOUSED CHECKLIST
Name Address

The following information is necessary in order to process your Improperly Housed
Request.

1. What bedroom size unit are you currently in?
1 2 3 4 5

2. What bedroom size unit will you need if your request is approved?

1 2 3 4 5

3. Will you need an accessible unit? Yes No

4. What type of accessible unit will you need?

Wheelchair accessible Hearing/Visual accessible
Unit on one level Bedroom/Bathroom on one level

5. What community do you prefer to move into?

I prefer to stay in my current community of (name)

I prefer to move into another community.

Please select which community(s) you wish to relocate to if there is an available unit which
fulfills your needs. You may pick more than one community:

Tidewater Gardens (1-5 bed) Partrea Midrise (1-2 bed)
Diggs Town (1-4 bed) Huntersquare Midrise (1-2 bed)
Grandy Village(1-4 bed) Bobbitt Midrise (1-2 bed)

Young Terrace (1-4 bed)
Calvert Square (1-4 bed)

Sykes Midrise (1-2 bed)

Oakleaf Forest (1-7 bed) (Resident responsible for electric connection)

Franklin Arms (1-2 bed) (Resident responsible for electric connection)

Resident Signature: Date:
OFFICE USE ONLY:
Unit Size Necessary: Submitted to Management:
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