ADD ON, DROP OR TRANSFER
To Be Used For ALL Properties
Date:  _______________________________________
Property: __________________________________________

Name(s) Currently on Lease:  _________________________________________________
 Unit Number: ____________________


New Resident Add On Name: ________________________________________________
New Unit Number:  ____________
Date Criminal Run:  ________________
Date Credit Run:  ________________
Social Security Number: XXX-XX-  _  _  _  _
Address:  ___________________________________________________________________________________________________

· Affordable ~ Check only if this is an affordable unit  (Shaded areas represent additional questions regarding requirements for the community.)

This person has applied for residency at the above referenced property.  The property is operated under the Affordable program under Section 42 of the Internal Revenue Code, which requires that we obtain written confirmation of the income of all applicants.  We ask your cooperation in providing the following information and returning it to the person listed at the top of the page. Your prompt return of this information will help to assure timely processing of the application.  Enclosed is a self-addressed, stamped envelope for this purpose.  The applicant/resident has consented to this release of information as shown below. 
[image: image1.wmf](  ADD ON    (  DROP


(  TRANSFER
Is a resident vacating?  (  Yes (  No
From Bedroom 
(  1  (  2  (  3  (  4   (  Studio
The following questions are for affordable only.
To Bedroom 
(  1  (  2  (  3  (  4   (  Studio
Is this the last remaining original occupant? (  Yes (  No


Note: If yes, the resident cannot be dropped from the apartment
Condition of current apartment?
home. An original resident must remain as an occupant.
(  Excellent    (  Good    (  Fair    (  Poor

If yes, who will be vacating?  ___________________________



Any change of residents?  (  Yes (  No
If yes, contact the Compliance Department.
If yes, explain: ______________________________________
 
__________________________________________________
When was lease signed?  _______________________________
Affordable Only: If yes, transfer must be in the same building 
Is there a co-signer to the lease? (  Yes (  No
and approved by Compliance.  In some cases another building 

may be used, but documentation must be submitted to the       
Note: If yes, an updated and new co-signer Addendum
Compliance Department for authorization.
is required and must reflect any/all changes including the
When was the lease signed? ___________________________
names of all occupants, the address, all signatures, dates  
Is there a co-signer to the lease?  (  Yes (  No
and a notary stamp.
Note: If yes, a new co-signer Addendum is required and must reflect

any/all changes in the household status including the full address.
Payment History:   

(  Never Delinquent  (  Delinquent  
Payment History:   

Times late:  __________ Original Depo Amount:  ___________
(  Never Delinquent  (  Delinquent  


Times late:  __________ Original Depo Amount:  _________
Affordable Only Note: An Application, all Asset and Income Verification, and a new TIC will be required for any new resident(s).  Do not modify the existing application or TIC.  Existing residents need to provide new verifications and forms if the original documentation is over 90 days old for affordable units.
Reviewed By:   _______________________________________________________________________________________________

Comments:  __________________________________________________________________________________________________

____________________________________________________________________________________________________________
Affordable Units Only:
Compliance Approval:  ________________________________
Date:  _____________________________________________
Warning: Section 1001 of Title 18 of the U.S. Code makes it a criminal offense to make willful false statements or misrepresentations to any Department or Agency of The United States as to any matter within its jurisdiction.
Add On, Drop or Transfer (Revised: 1/06)


