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UNITED STATES HOUSING AUTHORITY
BULLETIN NO. 22 ON POLICY AND PROCEIURE

INITIAL STEPS IN TENANT SELECTION

As the planning and construction of low=rent public housing Proje=
ects proceeds under the program aided by the USHA, local housing author-
ities are directing their attention to the selection of the families
who arc to occupy the new dwellings. More and more inquiries are belng
received concerning the formulation of tenant selection policies, selec-
tion of personnel, preparation of application forms and other problemse
To answer these many and varied requests, this bulletin outllnes the
basic principles and steps in developing sound and workable local plans
for conducting initial tenant selection. Emphasis has been placed on
those factors requiring special attention before formel applications for
admission can be taken or the eligibility of prospective tenants estab-
lished. Forthcoming releases will deal with special aspects of this work.

The services of a field representative from the Management Review
Division of the USHA, trained and experienced in tenant selection, are
always evailable to advise and assist the local housing authority. It
is believed that the services of such a representative will be most help-
ful at two distinet stages: first, when laying the groundwork for local
tenant selection policies, and again in the selection and training of
personnel and in setting up specific procedures and office practices.

The tenant selection policies and plans adopted by the local hous-.
ing authority should be incorporated in the menagement progrem to be sub-—
mitted to the USHA. The form and time of submission of this entire pro-
gram will be covered in a separate release. .

PR

ITORY

UK LIBRARIES




61462 H

INITIAL STEPS IN TENANT SELECTION

Table of Contents

Families to be Rehoused eecessssesascns

Determining the Rental_Marketl99.9.09.-0.0-1y9099--cg!'

FiXing Of Rents © Q0P DGO 0PVOUGOPBB 0000000800 R0SNSNECRCEARS

Establishing Standards of Eligibility and
Conditions of OcCUpanCy eesesecsssssvencessosssscscsos

Display NI s s eisiniaie aialuista uiaioio vin o uieie:0 e .00 00 018 6inieie
Setting up the Tenant Selsction O0ffice sescsscscces

Appendix

Active Tonant Selection Procedure-
Organization Chart e esieisieesioasvsessasssnssenssnsassses

Definition of Terms Used in the United States
Housing ACt Of-1987 C P20 08 0E0OCPVPEDO0S00EPEOORCESRSEN

Net INCome <secocsssssssces
Net Income at the Time of Admission saescesacvosss
Minor Dependent sesscsceccscscsscsscssscenscacsons




61462 H
FAUILIES TO BE REHOUSED

The program is specifically designed to provide decent housing for
familles in the lowest income brackets now forced to live under sium
corditions. Such familles may incluie a proportion of those on relief
as woll as those whosp wage earners are engaged in either privato or
public employment. Thus, o comply with the provisions of the United
States Housing Act, tenant gelection must insure the acceptance of only
families in the lowest income group who are living under definitely sub-
standard housing conditionss It must also insure that the families ad-
mitted have the means to pay the project rents. '

NACESSITY OF AN BARLY START

An éarly start in tenant selection activities is essential to in-
sure satisfactory cccupancy of a low~reat public housing project. In
slum clearance developments, it is highly Jesirshle to formilate certain
tentative policies for admigsion to new projects even before removal of
site occupants. In any event adequate attention should be given to the
preliminary phases of tenant selection soon after the construction of a
project gets under way. This ecnables the actual selection of families
to begin as much as four to six months before the first portion of the
project is ready for occupancy. The time necessary will, of course, vary
with the size of the project, the previous experience of the local house
ing authority and other local conditionse.

A well planned start in tenant selection is essential to accomplish
hese prime objectives:

(a) Careful and thorough tenant selection at a minimum of eXpenses

- s g ot - :

(b) Completion of temant selection by the time each part of the

project is ready for ocCupancy, thus preventing loss of ine—
come through delay in occupancCye ;

(c) Development of a clear understanding of.the objectives of the
public housing program in the communitye

To achicve those ends, the following fundamental steps must be:
taken by the local housing authority prior to actual tenant selectiont

(a) Responsibility for tenant selection activities must be
definitely placed.

(b) The rental market must be determined in order to confine
selection to families in the lowest 1lncome groups
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Rents rust be definitely fixed.

Local standards of admission and conditions of occupancy which
comply with the provisions of the United States Housing Act
mist be established.

Suitable methods must be devised for reaching eligible appli-
cants.

Adequate preparation must be made for the early filing of
formal application for admigsion.

Adequate preparation must be made for setting up the tenant
selection office, including the selection and training of
personnel; preparation of requisite procedures, instructions,
forms, reforence material, etc., required in this connections
estaplishing contacts with various local agencies, etce

Tenant selecsion cannot get under way until these preliminary steps
have been carefully planned and successfully completed, An early start
makes possible the establishment of a pool of eligible applicants from
which those families in tho lowest income group can be chosen. By this.
means, first consideration for acceptance in a low-rent housing project
is on the basis of need rather than according to the order of filing ap-
plicatione

PLACING RESPONSIBILITY

Definite responsibility for initiating this part of the program
should be placed with one professionally qualified person several months
before commencing the actual selection of families. If tenant selection
activities for a number of projects are to bé centralized, this would
be a staff member of the local housing authority responsible to the per-
son in charge of all phases of menagement. Otherwise these duties should
be delegated to the project housing manager at a very ecarly stage and
later assigned to the member of his immediate staff charged with the
supervision of tenant selection. In the case of slum clearance projects
it is highly desirable that the person directly responsible for tenant
selection should be identified with or in close touch with relocation
activitiess :

FUNCTIONS OF AN ADVISORY COMUITTER

It is also desirable for the local housing authority to appoint a
special advisory committee to assist in the formulation of sound policies
and procedures for tenant selection. In fact, where slum clearance
projects are involved, there are many advantages in appointing this




committee before undertaking the_relocation of site occupants. Such 2
committee may be comprised of one or two members of the locael housing
authority and the best professional workers availsble in the commumity
representing'local agencies primarily concerned with problems of 1 o=
incéme families from various angles. If wisely chosen thig committee

can exert a far-reaching inflpence in interpreting the housing program

to the community as a whole and later 0., the same committee or a smaller
subcommittee, may constitute a board to roviow and to approve admisslons
to the project in accordance with the pélicies established.

DETERUINING THE RENTAL MARKHT

An analysis of relieble local dnta on family sizes, incomes, rents
paid, occupations, etc., of families living in areas of substandard
housing is indispensable to sopnd plans for tenant selection. Tirsh, it
will serve as a guide in fixing the project rents fwithin the financial.
reach of families of low income." It will also provide a factual Dbasis
for establishing the potential pool of prospective tenants for the proj-
ect at the lowest feasible income levels In many cities, such informa~
tion will be available from surveys DOW under way or being planned in
connection with real property inventories %o supplement data submitted
earlier to the USHA. :

FIXING OF RENDS'

: While this bulletin is not intended as a guide in establishing
vents, it should be emphasized that it 1is imperative ‘to set management
policies and maintenance standards which will result in the lowest feasi-
ble operating budgets and rents. No greater challenge to the judgment
and ingenuity of every local authority and its staff arises. Every pos—
sible economy must be found and assured by adoption of a carefully con=
sidered management programs

Early determination of the complete management program and early
approval of final operating budgets and rents well within the reach of
families in the lowest income group = these are absolute prerequisites
to plans for tenant selectlon. ‘The rents to be paid for dwellings in
any projeet must be fixed definitely before other.activities preliminary
to tenant selection cen proceed. Most important among these preliminary
steps are the establishment and approval by resolution of the local au~
thority of the standards of eligibility for admission followed by the
release of suitable publicity.

In order to rehouse large families in the lowest income group, dif-
ferences in rent charges between dwelling uwnits of different size should
be as small as appear to be practicabdles This marked departure from




61462 H

usual commercial practice, namely small differentials for each additional
bedroom, is essential in rehousing families in the lowest income group.
It ig consistent with the basic objectives of a public houging program
and recognizes the fact that large families generally have no higher
incomes than small families.

The question of differentials in rentals for dwelling units of the
same size, whether they are in the same project or in differcnt Proj-
ccts in the same locality, and whether such diffcrentials, if any, should
be invariably based on concrete differences in quality or facilities
provided, is perhaps the main question of rent policy on which the USHA
is not yet prepared to make recommendations.

ESTABLISHING STANDARDS OF ELIGIBILITY AWD CONDITIONS OF OCCUPANCY

Criteria governing eligibility for admission must first of all in-
sure compliance with the legal provisions of the United States Housing
Act and the local law. To carry out the spirit as well as the letter
of the law certain basic criteria with respect to occupancy standards
and other factors are also cssentisl. In addition, specific policies
pertaining to a number of local considerations must be set up. Local
policies should obviate possibilitics of favoritism or partiality in
tenant selection. Until all criteria are formulated and approved, formal
applications cannot be taken, nor inguiries concerning standards of ad-
mission satisfactorily answered.

In the case of slum clearance projects, it is distinctly advanta-
geous to formulate tentative, if not final, policies for admission even
before site occupants are relocated. Kot only is this important in order
to know how many of the site occupants may be eligible for admission to
the new project, but it may have a direct bearing on immediate relocation
plans for some families.

Maximum Income Limits For Admission

Statutory maximum income limits for sdmigsion are established by
the United States Housing Act as follows:™

"The dwelling in low-rent housing as defined in the Act
shall be availsble solely for families whose net income
at the time of admission does not exceed five times the

* Some local laws set the maximum income limits at five times the rent,
regardless of family size. If the maximum income limits set by local
law are below the statutory maximum limits set by the United States
Housing Act, in the case of families with 3 or more minor dependents,
the local law is controlling on the local housing authority.




rental (including the value or cost to them of heat, light,
water, and cooking fuel) of the dwellings to be furnished
such families, except that in the case of families with
three or more minor dependents, such ratio shall not exceec
Shbcd ol onier: L

The USHA, for the sake of convenience, uses the term "statutory rental
value" to mean "the rental (including the value or cost to them of heat,
light, water, and cooking fuel) of the dwellings to be furnished such

familiesh.

Thus the upper income limits cstablished by the Act will vary ac-
cording to the statutory rental value and consequently according to the
rents fixed for dwelling units of different size. The rent differentials,
if any, established for units of the same size will also affect these
limits.

Every effort should be made to confine selection to an income group
below the statutory maximum income limits. To facilitate reaching such
an income group "local maximum limits for admission' lower than the
statutory limits should generally be adopted. As has been previously
pointed out an anslysis of reliable local survey data on family sizes,
incomes, rents paid, occupations, ctc. of families living in areas of
substandard housing is indispensable in cstablishing such limits.

Lacking such surveys, these maximum limits may be based updn factual
information available locally on family incomes or wage levels in repre-
sentative occupations in which wage earners of low income are engaged.

If there are insufficient data upon which to base such local maxi-
mum limits, the local authority may tentatively reach a decision not to
admit any family whose income exceeds an arbitrary figure below the
statutory limit until such time as sufficient applications have been re-
ceived and analyzed to arrive at a satisfactory basis for establishing
"local maximum limits for admission".

Regardless of the local maximum limits established, in selecting
tenants from a pool of eligible applicant families, preference should

always be given to those having the lowest annual net incomes.

Lower Income Limits

o satisfactory scale of minimum income limits can be established
as an arbitrary basis for determining the adequacy of family income for
admission to a low-rent housing project. Therefore each application
must be carefully considered on an individual basis.

*% For an interpretation of the terms "net income", "net income at the
time of admission," and "minor dependents", see Appendix.
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‘It should be recognized that in rehousing families of very low in-
comey the proportion of income pald for rent msy frequently exceed ac—
cepted family budget standards at a so—called "health and decency" level
of livings However, there appears to be no justification for denying
the benefits of good housing to such families merely because there
limited incomes preclude an adequate level of living for other necessi-
tiese

Inasmuch as low income families generally lack sufficient funds to
meintain an adequate scale of living for food, clothing and other essen-
tials as well as insufficient means to obtain decent housing, the amount
paid for "rental plus related costs" should not be increased but prefer—
ably decreased as a result of rehousings Nevertheless local authorities
may find it necessary in some instances to admit families whose "rental
plus rclated costs" is somewhat increased by moving into the projecte
Such increases should be permitted only when the incomes of such families
are equal to or grester than the average income of other cligiblc ap—
plicant families of the same sizee

"Rental plus related costs" means the value or cost to the family
of rental, heat, light, water, cooking fuel, refrigeration, and trans—
portations Careful consideration must be given to avoid increases in
the total of such expenses, including transportation. For instance, if
transportation costs will be materislly decreased, other costs may be
somewhat increased without reducing t

he family scale of livinge

Therefore, in addition to fulfilling other standards of eligibility,
a careful study of the economic circumstances of each family is necessary
to establish the fact that decent housing is not provided at the sacri-
fice of other essentialse Such a study must take into account also the
steadiness of family income, the past rent—paying record of the family,
the extent and type of indebtedness, if any, as well as the family's
record in discharging financial obligationse The cost of furnishing a
home, even with bare necessities, must also be taken into account in the
case of families living in furnished rooms or in other doubled—-up arrange—
mentse The economic factors must be studied with particular thoroughness
when families are found to be paying unduly excessive proportions of their
limited incomes for rente As a safeguard in this comnection local au-
thorities may find it advisable to establish an arbitrary bottom income
1imit below which an application for a dwelling unit will not even be
accepteds

Need for Housing

Criteria by means of which physical need for housing can be deter-
mined must be based on local conditionse This need is best measured by
the use of a carefully developed scoring systeme Such a system sets up
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the factors to be considered in determining the degree of substandard
housing and assigns a numerical value to each of these factorss It
should be so devised as to measure accurately and objectively the extent
of housing nced. Thus, if one major factor or a sufficient combination
of minor factors exists to reveal that housing conditions arc unsafe,
insanitary, overcrowded or detrimental to the morals of the occupants,
the applicant family is eligible for admission.

Moreover, in tenant selection, preference should be given to families
living under substandard housing conditions most injurious to health and
safety as shown by the scoring system. By this means tenant selection
for newly constructed projects facilitates the effective closing, or the
compulsory repair of unsafe or insanitary dwellings in the localitye

In defining substandard housing and in developing a local housing
score, consideration should be given to the factors outlined belowe

If present dwelling of the family is in mneed of major
repairs or extensive minor repairs to overcome hazards
to person, health or well=becings

If the dwelling unit lacks one or morc of the following?

Running water

Inside private toilet

Ingide private bath or shower :

Adequate and safe heating facilities

Adequate private cooking facilities,
including sink

Natural light and adequate ventilation

Adequate and safe artificial lighting
facilities

If space and room arrangements are detrimental to
fanily privacy, health and morals.

If fire hazards existe.

If the family is living under overcrowded conditionse
(A dwelling shall be considered overcrowded when it
does not conform to the maximum occupancy standards
established for the projects See réecommendations
for maximum occupancy limits).

If the family is living under "doubled—up" housing .
conditions. (Two or more families sharing a dwell=~
ing primarily designed for single family occupancy).
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If the family dwelling unit is located in a neighborhood
where -

Many buildings are abandoned or in need of major
repairs, or demolition.

Industrial.nuisances'obtain: i.e., excessive noise,
smoke, noxious odors, etc., from factories, restau-
rants, etce

Congested streets (pushcarts, street mariets, other
traffic dangers, etc.) and dumps are found.

Demoralizing social influences exist: i.e., gambling
establighments, hangouts, or other center of vice
and crimes or where there is a high incidence of
Juvenile delinquencye.

Suitable play space for children is lacking.

If violations of any local health and sanitary regula<
tions, tenement and housing laws, etc., not specified
above exist.

Paying too much for rent for decent accommodations has sometimes beon
considered a factor equivalent to living under substandard housing condi-
tionse While the problem this presents to many families of low income
1s fully recognized, the present program does not contemplate rehousing
such families.

Occupancy Standards for Admission

Family makeup

Admission shall be confined exclusively to a natural family
or to a cohesive family group which may include?

(a) Dependent relatives or other dependent s clearly
lished as an inherent part of the family groupe

(b) Working adults known to have regularly lived as an in-
herent part of the family group, whose earnings are an
integral part of the family income and whose resources
are available for use in meeting family expense.

A natural or a cohesvie family group may not be comprised of
or include?

(a) Two distinct family groups.
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(b) Lodgers or transient paying guests.
(c) A synthetic houschold composed of unrelated working adults.
(d) A person living alone.

Family Size

To avoid overcrowding and at the same time to extend the
benefits of low-rent housing to the greatest number of persons,
it will be necessary to establish occupsncy limits for admis-
sion to each size dwelling unit.

The number of persons to occupy any unit should normally be
based upon the assumption that each full bedroom will be oc—

~ cupied by two persons, that each small bgdroom will be occupied
by one person, and that the living room will not be used for
sleeping. A small bedroom is one which is designed to accommo-
date only one person.

To facilitate the taking of applications and the selection of
tenants, it is suggested that a table similar to the following.
be set up as a guide, modified according to the types of units:
in the particular project:

Type of Maximum Minimum
_Unit Limits

LivingiBedroom
1 Bedroom -
2 Bedrooms -

-

3 Bedrooms -

Persons
1

Small

Small
Small

-

4 Bedroom - ) Small

. Small

(S RGeS B bR oAU i

OO U DI W

Significance need not always be attached to the family's state~
ment at the time of filing application concerning the size of .
the dwelling unit desired. ZFrequently guidance is necessary .
to point out to the family its real needs. In assigning dwell=
ing units, maximum occupancy (without the use of the livimg
room for sleeping) should be the objective except where this is
ppecluded by age, sex or special needse. For example, a family
comprised of parents, a son 13 and a daughter 11 will require
three bedroomsy whercas with twe children of the same sex, two
full bedrooms would be adequate.
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As indicated above, regular use of the living room for sleep-
ing purposes is not recommended. It presents distinctly Un-
desirable features and interferes with the use of this room
for normal family group life. This'is an especially important
consideration in families with adolescent or older children
or in large family due to the greater and morc varicd demands
made upon living room space.

Nevertheless it may be necessary in certain cases to admit
families who plan to use the living room for sleeping for not
more than one person. However, in no event should this be
permitted where the living room is designed as a combination
living room and kitchen, or where it is necessary to pass
through it to recach the bathroom or an exbterior cntrancecs Under
no circumstances can the living room be congidered-satisfactory
for sleeping purposes for a child, an elderly person or someone
in poor health. It would therefore seem advisable to restrict
its use for sleeping to an occasional overnisht guest or for
use by a member of the family in case of illness.

Experience in PWA Housing Division projects has shown that it is
inadvisable to omit consideration of children less than two years of age
in establishing occupancy limits, or to count two children under two
years of age as one person. XFailure to count these children in estimat-
ing family size soon leads to problems of overcrowding, making it neces-
sary for the family to move within a short time if occupancy standards
are to be maintained. Observation has also shown that even though the
baby's crib may be kept in the parents! bedroom for a temporary period,
space requirements for special equipment: for a very young child are
greater than such requirements for older children. :

Local Criteria for Admission

Fach local housing authority will find it necessary to establish
certain local policies prior to tenant selection. Experience has shown
that failure to establish such policies before tenant selection is
initiatgd may result in considerable confusion and inconsigstency both in
public relations and in dealing with individual applications. For
example, clearly defined local policies regarding preferential considera~
tion for individual families of the following types should be established
in advancet :

(2) Former site occupants..
(b) Families with children.

(¢) Proximity of family to source of employment and/or schoole
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The program definitely favors acceptance of families in each of these
groups if found to qualify to all other standards of admission, If the
project has been designed with dwelling units suited to accommodate ex—
ceptionally large families this factor should also be taken into account.

Decisions for or against factors such as the following must also be
determined at the time of establis ing local policies:

s

(a) Requirements for citizenship or first papers, if any.

(b) Recuiromento, if any, as to length of residence in the
ocality or under substandard housing conditions.

be placed on the acceptance of
vod otne assebs dﬁdAbﬂp nature

(c) Limitations, if any, to b
families with savings a
of such limitations,

It is highly desirable to ke eep the number of such restrictive pol-
icies to a minimum anﬁ their ultimate effect of these policies should be
carefully weighed before flﬁal decisions are reached. For example, the
resources available in a small savings account may provide the sole means
of furnishing the new }ome to the applicant now occupying furnished
quarters. Further, inquiry into the cause for a short period of residence
at the address given at the time of - filing application may reveal a sound
reason for moving; yet setting an arbitrary policy with respect to length
of residence at a given address would antomatically exclude such families
as ineligible,

In addition to the foreg01ng, certain factors pertaining to the
nature of the tenant group as a whole must be fully considered and tenta-
tive policies established concerninz the following points?

(a) In localities where rent allowances for families on pensions
and those on direct or work relief make it possible to ac—~
cept applications from such families, a policy as to the
approximate number to be admitted should be established in
advance. It must be borne in mind that local authorities
will not want to rehouse too high a proportion of relief
tenants because the program is not intended for emergency
relief, but is primarily a permanent program to meet the
needs of low=income families wvhose wage earners are engaged
in private industry and public employment.

In certain communities it may be necessary to establish a
policy as to the proportion of different occupational
groups to be rehoused in a project. This needs to be con~
sidered only if sources of employment from which applica~
tions are drawn are seasonal or extremely fluctuating in
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character. In these circumstances this is an important
consideration to insure stability of the tenant group and
of the project income by minimizing problems of turnover
and arrears. It may also be found inadvisable to accept
a large number of families engaged by a single employer.

In projects designed to rehouse different racial or
nationality groups, the ratio of each to be admitted
should be predicated upon existing local conditions and
needs. Where special or mixed population groups are to
be tenants of a project, the full cooperation of representa~
tives of agencies familiar with the problems of such
groups should be enlisted in establishing tenant selcection
policies.
Obviously, pelicies with respect to factors such as the above are
subject to review and revision contingent upon facts which may emerge
in the actual process of tenant selection.

METHODS OF REACHING PROSPECTIVE TENANT S

The degree of suecess achieved in reaching eligible applicants will
depend largely vpon the efforts made and the moans employed to obtain
applications from families in the lowest income brackets. It should be
borne in mind that the first families to file applications are not neces-
sarily those most likely to qualify for admission. Therefore, every
effort should be made to reach eligible families who may be slow to
recognize their opportunities by reason of timidity, lack of information
or illiteracy. This task will be considerably easier if a solid ground—
work of education and information has been built up in the course of .
developing the project, with organizations and individuals as widely
representative as possible of the prospective tenants, Such coopera~
tion is virtually indispenseble in slum clearance projects or where a
special racial or nationality group is to be rehoused.

As soon as applications can be accepted contacts must be estab-
lished with representatives of agencies who are in constant touch with.
families living in slum areas. Among these are social agencies such as
clinic and health centers, fomily service and child care agencies, com= .
minity centers and others: also churches and schoolse In addition, it
may be desirsble to contact labor unions, employers and fraternal organi-
zationss Informal talks to various groups of potential applicants Pro=
_vide an excellent means of arousing interest in the new projects

The build—~up of a close working relationship with the local press,
including foreign language newspapers, serves the two~fold purpose of
creating an informed and sympathetic viewpoint toward public housing,
and providing a means for the dissemination of specific information con—
cerning the local project. Radio talks are another medium for reaching
prospective tenantss.
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in addition to newspaper releases, simple and attractive printed
folders or mimeographed sheets clearly stating the project rents and
eliglbility requirements in torms that will be readily understood, arc
invaluable in stimulating applications. As soon as rents are fixed and
policies of admission established such materisl should be prepared in
large enough quantities to permit widespread distribution through the
proper channels,

Past experience has shown that unfavorsble attitudes to a locoal ProJj-
ect, or to the public housing movement in general, have frequently boon.
the result of misunderstandings on the part of the public concerning rent
charges and eligibility requirements. Premature announcements of dwell-—
ing rents before they have been definitely fixed should be avoided as the
actual rent schedule may be eoither higher or lower than the anticipated
charges.

Failure to receive applications from many elizible families has also
resulted from misleading publicity. For example, through error, the maxi-
mun income limits for admission have sometimes been quoted as the minimum
income requirements, To avoid creating false impressions in the minds of
the general public regarding the income group to be served, it is recom-
mended that the first publicity issued relative to the income limitations
for admission be expressed in terms of the anticipated average income of
all the families to live in the project. In short, on a project in which
the local maximum income limits for admission may vary from $800 for a
two—-person family to $1,000 for a six-person family and the anticipated
average income of all families in the project is estimated to be approxi~
mately $750, it is suggested that the initial publicity state that the
project will serve families with incomes in the neighborhood of $750s
In case publicity is necessary to discourage application by families with
incomesg eXxceeding the local maximum limits, some reference may be lator
made to these maximum limits, but at such time it will also be advisable
to restate the anticipated average income of all families.

In most instances shelter rent should be quoted only in general
publicity and for the purpose of comparing project rents with rents for
substandard dwellings. To obviate tenant nisunderstanding and resultant
problems, rent schedules and prices quoted to applicants on specific
units should be the actual charge for the dwelling, that is shelter rent
plus utility charge. It is equally important when so quoting rents to
state concurrently whet utilities are furnished. Thig will permit
accurate comparisoné between the project rents for dwelling units of wvary-
ing size and the present housing costs of applicant familics.

If such precautions are taken in preparing statements for release,
the number of applications from ineligible families will be cut down cons
siderably and applications from eligible families stimilateds. This will
not only greatly facilitate the entire process of tenant selection, but
will have the effect of greatly reducing the costs imvolved.
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FILING FORMAL APPLICATIONS FOR ADMISSION

Simidtaneous with the release of publicity, provision should be made
for the filing of formal applications for admission. A carefully planned
application form will be required based on local tenant selection poli-
ciess This form should be designed to record all facts essential to deter-
mine the eligibility of the applicant, as well as additional information
required to verify these facts. A sample application form with instruc-
tions for its use will be furnished by the USHA as a separate releases
Early taking of applications may call for a small temporary application
offices There are many advantages in having this office centrally lo-
cated and easily accessible to all parts of the city. It may also serve
ag an application office for more than one project. One or more members
of the tenant gelection staff, or of the management staff, should be on
hand at this office at all times, to give reliable and satisfactory v
answers to inquiries concerning policies of admission, and to take appli-
cations from families wighing to file them.

In this connection it should be stressed that application taking is
not merely a-clerical job. To secure full and accurage information dur—
ing an initial interview requires judgment and tho skill of a trained
‘interviewer. Assuming interviewers to be so qualified, they should have
s b L authority to inform epplipants found to be definitely ingligible
for admission, to thig effect at the time of the interviewer. In such
cases the application should be completed to the point of showing the
causes for ineligibility and kept as a permanent record. The applicant
should always be given the specific reason or reasons for ineligibility
and should go away feeling that he has been accorded fair and courteous
treatment. Not only will this method be more satisfactory to the appli- .
cant, but by such means much clerical work as well as other procedures
incidental to a complete verification —— both costly and time consuming -~
will be obviated.

The importance of first contacts with prospective tenants and others

should not be minimigzed, as these can have s far-reaching effect on the
attitudes developed in the community toward the management of the project.

‘PREPARATION FOR ACTIVE TENANT SELECTION

In addition to the steps discussed in the preceding sections of .
this bulletin, therec are othor activities of a highly diversified char—
acter that must be given attention before the sot~up for tenant selec—
tion can be considered complete. The services of a representative of
the USHA may be found especially valuable in connection with these phases
of the work.
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Selection and Training of Personnel

Careful staff selection ig requisite, and thorough job training in-
dispensgble to obtain satisfactory results in tenant selection. The
necessary experience and educational qualifications of staff members will
vary according to the duties to be performed and the degree of responsi-.
bility to be assumed by each. The number will be dependent upon the size
of the project and the length of time allowed for tenant selection activ-
ities. It may sometimes be possible to secure the services of qualified
personnel for tenant selection on a temporary basis through special ar-
rangements with local social agencies. On the other hand, theore are many
advantages in utilizing the services of personncl who have had the benefit
of prior experience in relocation work. This makes for contimuity of
objectives and methods in all phases of the local program relating to the
families to be rehoused.

Successful results in office interviews, home visits, and a final
review of aprlications will call for professionsl training and demon-
strated ability on the part of staff members. However, irrespective of
background, special job training will be required. A subsequent release
will discuss in detall the qualifications and training of tenant selec—
tion personnel,

Procedures, Forms, Reference Material, Etce.

A manual of initial tenant selection procedure will be required by.
each local housing authority giving detailed instructions for the handling
of an application from the time it is received through all the steps un-—
til its wltimate disposition. (Sce organization chart illustrating these
steps in appendix)e. This will serve as a basis for training the staff
and for constant reference in carrying on the work., A specimen manual
of standard procedure for initial tenant selection and renting containing
sample copies of requisite forms and form letters to serve as a guide to
local housing authorities is scheduled for release in June 1939.

Maps which show areas of substandard housing in a given community
will prove a useful tool in tenant selection, to indicate whether appli-
cations are being drawn from families living under slum conditions. An
address card file system listing actual substandard dwellings may also
provide a valuable reference if sufficient data are available locally to
warrant setting up such a file. Information from up~to-date housing
surveys and current housing records of various city departments may form
the nucleus for it. If based on reliable sources of information, this
file, or some other means of referring to such facts, to be determined
locally, may prove a great time saver.

Through the central social service exchange or bureau serving as a
it s

clearing agency to the majority o ocial agencies in many communities,
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arrangements should be made for obtaining data on agencies' contacts with
each applicant family. It should be borne in mind that many families of
low income have contacts with social agencies. Consequently, Imowledge
of such active or past contacts provides an essential means of verifying
pertinent facts concerning the eligibility of these applicants. Inasmuch
as the records of social agencies are confidential, the original contact
with the exchange requesting such cooperation, as well as later follow-up
contacts nccessary with specific agencies, must be made by a qualified
professional member of the staff.

A decision must be arrived at locally concerning the advisability
of using established commercial credit bureaus as a medium for verifying
the rent—paying record of the family and its discharge of financial
oblizations. Undue emphasis should not be attached to the use of such
reports, however, and where other souvces for verifying these facts
exist, the additional expense incurred by use of a commercial service may
be obviated. It is questionable if the credit report should ever be used
for the purposc of checking family incomes and in no casc should such a
service be reliecd upon as the sole means of vorifying income. Satisfac-
tory use of a commercial credit bureau involves the preparation of an
outline of the specific information desired. This is best accomplished
by providing the agency with a special report form and other definite
instructions. A clear understanding must be reached which will insure
that the source of inquiry is held in strict confidence. ZExperience has
shown, for example, that in some cascs represcntatives of credit agencies
have made direct contacts with applicant families to secure information
for compiling their reports, and also that landlord—tenant relationships
have been jeopardized.

A family budget guide is another tool which may be used to advantage
in family selection. Such budget material applicable to the requirements
of low-income familics must be developed by trained home economists and
others, based on a knowledge of local living conditions and costse As—
sistance in setting up such budget schedules in a manner that will be
practical for use in tenant selection may be secured from a qualified
representative of the USHA.

Disvlay Units

When the project is sufficiently completed to permit inspection, it
is highly desirable to have one or more typical dwelling units open to
he publice The value of guch visits will be greatly enhanced if the
units on display are furnished, so that prospective tenants and other
visitors will be able to visualize the dwellings as they will look when
actually occupied.

However, the type of display undertaken should be very carefully
planned to discourage rather than to encouragc new purchases. If devel-—
oped during the period of initial tenant selection, such displays will
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tend to deter families from incurring heavy indebtedness for goods pur-
chased on the ingstallment plan. To accomplish this end second hand
furniture should be utilizsd for the most part, combined with such new.
items as may be made or purchased at a vory low cost. A model apartment
of this type to take the place of the ususl commercial display, supple-
mented by the services of a trained consultant to assist individual
families in their problems of home furnishings, serves a worth while
educational purpose not only to tenants, but to the community as a whole.
It also tends to promote the natural integration of community and project
interests at the very outset. Home economists and other specialists
working in various professional capacities in allied fields will be
found more than willing to cooperate and, in some cases, will assume
complete responsibility for the direction of such an undertaking.

Concrete sugrestions with respect to the principles to be obgerved
in setting up such demonstrations, and the types of local agenciesg
equipped to offer such services sre obtainable from the Management Re~
View Division of the USHA.

-

t6ing up the Tenant Selection Office

The space requirements for the initial tenant selection office,
exclusive of regular management office space, are of course dependent
upon the size of the tenant selection staff and will vary from one proj-
ect to another according to the number of units to be rented and the _
time allotted to this work. Sufficient office space should be provided
to accommodate a number of applicants at the same time without crowding.
Space requirements should also consider; insofar as possidble, the factor
of privacy in taking applications.

Since office equipment for initial tenant selection activities will
be required for only a tenporary period, every effort should be made to
keep the cost of equipment to a minimume It is frequently possible to
borrow the necessary number of desks, chairs, file cabinets, etces from
another municipal department. If this is not possible, such furniture
may be rented or purchased second-~hand for the period of time required.
Arrangements for telephone an lights must be made and other services,
such as drinking water, towel service, office cleaning, stc., planned
for in advance, Requisite forms must be on hand, office supplies ag~
sembled and information signs conspicuously posted to show the iocation
of the offices.

iy
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NATHAN STRAUS,
Administrator.
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Definition of Terms Used in
the United States Houslng Act.

Net Income

The net income of a family applying for admission to, or residing
in, a dwelling unit in a project means the aggreszate income, in whatever
form received, of all members of such family, less allowable deductions
as defined below. Aggregate income shall include:

(a) All wages, salaries, commissions, fees, tips, earnings from
work relief, and other compensation for personal services,
including the cush value of any compensetion in kind such as
meals or food provided to domestics and hotel workerd.

Net profits from the operation of a business.

Pensions,

Unemployment compensation or Soclal Security benefitse

(e) Relief payments in cash, and the cash value of relief allow=
ances in kind,

(£) Alimony or other contributions or gifts toward the support.

of the family.

(g) Interest and dividends from bank deposits and from invest-,
- ments, if any, and income from insurance policiese (Tnese
items are not as a rule applicable to low=~income famjlies)e

(n) All other inmcome from any and all sources whatsoevers

Deductions from aggregate income to determine Let family income may
be made fors

(a) A reasonable amount actually paid for the support of a person
or persons who are not to reside with the family, but for
whose support one or more of the members of the family are

legally reoponvlble, CeZes alimony, payments toward the
support of a minor dependent in am institution, stc.

Deductions required by law to be made from w wages, sealaries,

or other compensation for personal services, either in priee
vate or public employmeht; €egZe, Social Security taxzes, pay—
ments to government retirement funds, etc.

Special expenses in connection with employment for which no
reimbursement is made by employer; (Such deductions do not
include usual transportation costs to -and from work or any

ordinary expenses which the majority of wage earners mst
meke.) '

19
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No deductions may be made for voluntary payments to pension funds
or for ingurance, paymnnts on bills and garnishments, payments on installe
ment purchases, the repayment of loaans, or interest and finance charges
on such items.

et Income at the Time of Admission

Net income at the time of admission means the amount of the family's
net income for the twelve calendar months next preceding the date o. ap-
plication adjusted to reflect the anticipated net income of the family
for the twelve calendar moanths next succecding the anticipsted date of
admission. The application to be signed by the applicant shall centain
a statement as to the family's actual net income for the twelve calendar
months mnext precedlnn the date of the a)pllCdLWOn and any changes in '
amount which the applicant anth1pat r the twelve calendar months next
succeeding the anticipated date of admission. The determination of the
amount of net income at the time of admission shall be made by the local
authoritye. Such determinastion shall be made as close to the actual date
of admission as is possible; duxring the period of iaitial occupancy of,
the project, such determination shall be made not more than four months:
prior to the actual date of edmissions after the period of initial oc=
cupancy such determination shall be made not more than two months prior
to the actual date of admission.

Minor Dependent

A minor dependent is a member of a family under 18 years of age who
in

is dependent upon the family net income whole or in part for supporte




