SAMPLE MANAGEMENT PLAN

This Management Plan is developed and effective as of ____________________ for XYZ Apartments, Topeka, Kansas.

Owner’s Responsibility

A. The owner’s role is to develop and provide over-sight of all policies, procedures and regulations pertaining to the operations of the XYZ Apartments.  All policies, procedures, and regulations shall adhere to the appropriate Federal, State and local laws.

B. The owner shall provide management with copies of all contractual documents necessary for management to develop an appropriate Leasing/Marketing Plan, and to maintain continual compliance with any special conditions outlined in the documents. 

C. Owner shall clearly communicate to management what the first year of the compliance period is to be.  This will either be the year the development is placed-in-service, or the following year.

D. Owner shall be responsible for signing the Annual Owner’s Certification or for assigning the responsibility to its designee.

E. Owner shall be responsible for notifying the State Agency of any impending changes of ownership.

F. Owner has ultimate responsibility of compliance with all regulations outlined in the IRS Code, and as outlined in the contractual documents.

G. Owner will maintain involvement in the operations of the XYZ Apartments and be available to deal with tenant disputes/grievances unable to be settled at the management level.

Management Responsibility

A. Management is responsible for the day-to-day operations of the XYZ Apartment and will keep the Owner informed of relevant issues pertaining to the apartments.  

B. Management implements the owner’s policies and procedures in compliance with Federal, State and local statutes.
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C. Management handles the records and files for compliance, maintenance of buildings/units/grounds and overall tenant satisfaction with their apartments.

D. Management will hire and supervise all employees associated with XYZ Apartments, including site manager, maintenance, lawn care, etc.

E. All marketing and leasing efforts are handled through management.  Refer to:

1) Affirmative Fair Housing Marketing Plan 

2) Kansas Residential Landlord and Tenant Act

3) Uniform Relocation Assistance and Real Property Acquisitions Policies Act of 1970

4) Lead Based Paint Regulations

F. Management ensures compliance with the terms and conditions outlined in the lease and house rules.  This includes notifications of lease infractions, evictions or terminations, renewals, rent increases, notifications, handling grievances and disputes.

G. Management is responsible to the State Agency for ensuring the property and its records are ready for site visit.

Procedures for Determining Eligibility and Certifying/Verifying Incomes

The following documents shall be used as a reference tool:

A.
Management shall refer to the State Agency’s Compliance Monitoring Procedures and Reporting Forms

B. HUD Handbook 4350.3

C. IRS Section 42

D. Any other program rules and regulations

Leasing and Occupancy Policies

All marketing and leasing activities shall be done in accordance with the Affirmative Fair Housing Marketing Plan.
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Leases should contain:

A. Rent payment date

B. Late fee policy

C. Name, address and telephone number

D. Lease term

E. Property renting at

F. Names of occupants

G. No new occupants without prior notice/approval

H. Special provisions

I. Special agreements

J. Recertification

K. Drug-Free Lease Addendum

L. House Rules

Sample standards for reviewing an application:

A. Rent payment history

B. History of Notice

C. Good housekeeping habits

D. Were they good neighbors

E. Criminal background check

F. Credit history

Sugested policy rules:

A. Accuracy in reporting (no fraud)

B. Follow rules

C. Equal Opportunity statement

D. Reporting any changes of status (i.e., household composition)

E. Any special needs (accessibility or modifications)

Rent and Collection Policies

Outlines due date and what happens if rent is not received timely.

A. 3-Day Vacate Notice

B. Unlawful Holdovers

C. Damages

D. Eviction

E. Abandonment
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Maintenance, Repair and Replacement

Outlines how to complete a request for services.

24 hour notice before entry.

When new carpet or paint is received.

Replacement of appliances.

Fines for destruction of property.

Notices regarding dismantling of the smoke alarm.

Tenant Participation

Does the housing development have a tenant association?

Discussion about security.

Full use and enjoyment of the common areas, grounds, and facilities.

What to do in a tornado or fire.

How to operate appliances and heating/air conditioning controls.

How to file a grievance or notify management of problems.

How to make a request for maintenance assistance.

Management Training

Attendance at the State’s Training Workshops.

Crime-Free Multi Housing Program Management Training

Any other training required.

