Procedure on Removing Applications from the Waiting List:

1.01 
Removing applicants from the Waiting List:

Applicants' names may be removed from the Waiting List either by being withdrawn or by rejection. 

Applicants names may be withdrawn either at their request or because the PHA is unable to contact them.  No informal hearing is required following withdrawal, although the PHA must maintain files of withdrawn applications for three years or until the next HUD occupancy audit.  

PHA staff should note that their decisions to withdraw the applications of applicants with disabilities are subject to reasonable accommodations.  Thus, if the reason such an applicant did not respond to the PHA’s attempts to contact him/her is related to the disability, the PHA must reinstate the applicant in the former position on the waiting list.

Applicants whose applications are rejected are entitled to an informal hearing if requested in a timely manner.  See the procedure on Informal Hearings for Rejected Applicants for the method to be followed.  The files of rejected applicants will be held for three years or until the next HUD occupancy audit.

The PHA will  remove an applicant's name from the waiting list under the following circumstances:

a.
The applicant requests that the name be removed. (Withdrawal)

b.
The applicant has failed to advise the PHA of his/her continued interest in public housing.  The PHA requires applicants to notify the Authority of continued interest on an annual basis.  This includes advising the PHA of any changes in family status, preference status, or in living or mailing address. (Withdrawal)

c.
The PHA has made reasonable efforts to contact the applicant to update the waiting list, but has been unsuccessful.  Correspondence (or other method designated by an applicant with a disability) sent by first class mail to the latest address that is returned by the Post Office, followed by the same correspondence sent by Certified Mail will constitute documentation of reasonable effort to contact the applicant.  Returned mail is to be filed unopened. (Withdrawal)

d.
The PHA has notified the applicant of its intention to remove the applicant's name because the applicant is no longer eligible for public housing. (Notice of Rejection)

e.
The Authority has made reasonable efforts to contact the applicant to (a) schedule interviews necessary to complete the application process; or (b) obtain information necessary to process the application, and the applicant has failed to respond. (Withdrawal)

f.
When an applicant fails to keep a scheduled interview or fails to respond to the Authority concerning information that is necessary to process the application or to maintain the waiting list, the Authority will notify the applicant in writing that he/she has 10 working days within which to reschedule the interview or provide the needed information.  If the applicant fails to respond within that period, the application will be withdrawn from the waiting list. (Withdrawal)


The Authority will consider mitigating circumstances such as health problems or lack of transportation in determining whether the application should be withdrawn.

g.
The applicant fails to pay an outstanding balance owed to the PHA.  (Notice of Rejection) 

h. 
The applicant fails to meet the home visit requirements in the A & O Policy.   (Notice of Rejection)

i.
The applicant fails to complete the Pre-Occupancy Classes.  (Notice of Rejection)

j.
The applicant fails to pay an existing utility balance which results in a denial of service by the utility supplier. (Notice of Rejection)

k.
The applicant fails the PHA’s screening because of a documented tenant history of:

· Poor past performance in meeting financial obligations, especially rent;

· A record of disturbance of neighbors, destruction of property, or living or housekeeping habits at prior residences that may adversely affect the health, safety or welfare of other tenants, or cause damage to the unit or development;

· Involvement in criminal activity on the part of any applicant family member that would adversely affect the health, safety or welfare of other tenants;

· A record of eviction from housing or termination from residential programs (considering relevant circumstances);

· Inability or unwillingness to comply with the terms of the PHA’s lease;

· Misrepresentaation of any informationrelated to eligibility, award of preference for admission, allowances, family composition or rent.



(Notice of Rejection)
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