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POAH — MOVE-IN PACKET (8 THINGS TO KNOW)

You have to let us
know when your
income or household
size changes.

Why?

Because our funding requires it.
When your income changes, your
rent may need to change, too.

You must report your new income
within 10 days or you may owe
back rent. If you “fail to report”
more than once, it can resultin an
eviction.

What to do:

Call or visit the office as soon as
you know your income is going up
or down or if your household size
changes for any reason.

Report
maintenance
issues

right away.

If anything in your home breaks or
just isn‘t working like it should, we
will fix it. Call the management
office or submit an online
maintenance request through your
Rent Café resident portal.

We rely on you to
let us know when
something isn’t right.

If you do not notify us and the
issue continues or gets worse, you
may have to contribute to the cost
of fixing it.

If the problem involves a water
leak, utility outage, or anything
urgent, report the issue
immediately - day or night.

Read your mail.

We do not mail you
anything you do not
need to read.

If you receive a letter from us,
please read it.

Letters are one way we share
important information like when
inspections are happening, when

we are doing building-wide
maintenance, community events

and opportunities, and much more.

We are required
to inspect your home.

Why?

Our funding requires us to inspect
each residential unit, usually once
or more per year.

Inspections also help us make sure
your home is safe and decent and

that everything is working properly.

What to do:

You can prepare by tidying up,
putting away dishes, and removing
garbage.

Make sure inspectors have easy
access to all doors, windows, and
mechanical equipment such as
electrical boxes and hot water
heaters.

Read & keep a copy
of your community’s

“House Rules”

Think of House Rules like a part of
your lease. Following these basic
rules is as important as paying your

rent.
‘ RULES

Your rent is due on
the st day
of each month.

Late fees can accumulate quickly.

Always reach out to your property

manager if you are unable to pay
your rent on time.

let us know if you
have a pet, a guest,
oracan

Your community may require a
deposit, proof of insurance, or
other information.

Weare
here to help!

Please do not hesitate to stop by

the office or call with any questions
or concerns you have.




CHP —WELCOME KIT (CHP WELCOME)
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Community Housing Partners, better known as CHP, is a nonprofit organization that builds,
owns, manages, and coordinates services for affordable rental communities across the
Southeast and Mid-Atlantic United States. Your new community is a CHP community which

Welcome to your new means together we'll focus on...

I Your Wellbeing Your Voice Your World
home!

We are here to support you.
Our Property Management
and Resident Services teams

We want to hear from you! Be Your home was designed to
on the lookout for community conserve energy and to help
surveys where you can let us you save money. We also offer

work with community partners know how we're doing. free tools for your

We're happy to have you

to offer a variety of preagrams environmentally friendly home

to help you stay safe, healthy, cleaning needs. Green

as part of the Community

and engaged. cleaning can be inexpensive

and easy!

Housing Partners family.

Find out more! To learn more about what's offered to you as a new CHP community member, please

visit: www.chpwelcomehome.org




CHP —WELCOME KIT (RENT PAYMENT)
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PROPERTY
MANAGEMENT

AN EASY AND SAFE WAY TO PAY RENT
ONLINE

Introducing RENTCafé, a web-based resident portal where you can manage and pay your
rent online through your computer or the RENTCafé mobile app.

- 9Q
Eliminate late fees

Eliminate late fees by
scheduling recurring
payments.

Save time
Save time by making
quick and convenient

payments online.

Save money

Save money with reduced
rates compared to money
order and similar fees*.

Contact your property manager to sign up for a RENTCafé account to

take advantage of these great benefits!

*ACH: A service fee of s0.95 will be charged at the time of payment. Credit Card: A service fee of 2.50% will be charged at the time of payment.
Debit Card: For payments up to $999.99 the service fee is $3.95. For payments greater than $999.99 and up to $1,999.99 the service fee is 54.95.
For all payments greater than $1,999.99 the service fee is 59.95. The service fee is charged as a separate fee at the time of payment. Any
overdraft fees issued by your banking institution for insufficient funds may apply to both the online payment and the service fee.

We are an equal housing opportunity provider. We do not discriminate on the basis of race, color, sex, national origin, religion, disability or familial

status (having children under age 18), or any other legally protected characteristic. We do not interfere, threaten, or coerce persons in the exercise

of their fair housing rights. We do not retaliate against persons who have asserted their rights or persons who have assisted someone in asserting
their rights.



CHP —WELCOME KIT (RESIDENT SERVICES)
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SERVICES
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T Through our three service area specialties, CHP Resident Services hopes to enhance your
\eav(CES 1§ % | health and quality of life. We coordinate services and work with local partners and volunteers

to bring programs into your community.

Senior Services To learn more about programs and services in

your area, visit our website or call the CHP

P Need help finding a way to p Looking for resources for a P Want assistance creating a Resident Services hotline:
your doctor appointments? child struggling with household budget?

P Want to get out and about school? P Seeking resources to help 1'800'590'8534
with others? » Wondering what healthy with rent or utilities?

P Worried about managing food options are available? P Curious about what
your health or chronic P Want to get involved with financial resources are in WWW-ChPWEIComehomeoorg

conditions? your community? your area?
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CHARTERED MEMBER

CONVENIENT AND

RELIABLE MAINTENANCE

Our rental communities are designed to provide
green, healthy, and durable homes for you and your
household.

We offer 24/7 live maintenance support for residents.

If you have a maintenance request, call your
community’s main office number.

CHP —WELCOME KIT (MAINTENANCE)

MAINTENANCE VIDEOS

Check out our website for instructional videos to
help you perform basic maintenance tasks:

P Cutting off water

P Changing afilter

P Resetting a circuit breaker or outlet

P Unclogging a toilet or sink

PN

PROPERTY
MANAGEMENT

GREEN CLEANING

Enjoy a healthy and sustainable home with
resources from our website:
P Information on inexpensive and easy-to-
find cleaning supplies
P> Recipes for do-it-yourself cleaners
P Tips to prevent mold and mildew

www.chpwelcomehome.org



WINN - HOME
SWEET HOME

NOTICE

Home Sweet Home Motice

Dear [Resident Mame],

We are thrilled to welcome you to [Community Name). Please take note of the fellowing information
s that we can continue to provide you the best living experience possible:

= Your rent is due on the 1" of every month and your payment is [resident portion].
= You can utilize the following rent payment options:

OMLINE BY MAIL RENT DROP BOX

= You can pay rent on a weekly, bi-weekly or monthly basis (all payments must be
made by the 1" of the month)
= If your rent is late, you will be charged a [enter fee amount] late fee (if applicable)
= |If you are experiencing hardship and are unable to pay your monthly rent on time,
please consider the following options
= INTERIM RECERTIFICATION: If you receive Project Based Section & subsidy and
you've experienced a loss or decrease in inceme, Management can retroactively
change your rent to the 1st of the month following the action that resulted in loss
of income, up to 11 months prior. If you hold a Section 8 voucher, please contact
your Housing Authority to request an interim recertification. (i applicable)
= REMTAL ASSISTAMCE: Management can help determine eligibility and assist you in
filling cut an application for rental assistance.
= PAYMENT PLAME: Mznagement can enter in to a reasonable and good faith
payment agreement with you based on your househeold's current finzncial situation.l

If you reguire a reasonable accommedation to participate in any of the options above or if you have
questions about paying your rent, please reach out to the management office. We are here to HELP.

Welcome HOME!

Resident Signature Property Manager Signature



ONGOING OUTREACH
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Rent is due

POAH — RENT iyl

REMINDERS
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after the 5th. If you

suU re n'l'u es have any questions,
call or stop by the

el ]I'O de \ office
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POAH — RENT REMINDERS (MAILED)

[Rental Assistance Resources

POAH DID YOU KNOW? If eligible for rental assistance, your Past Due Balance may be
eradicated and/or greatly reduced, making Payment Agreements even more affordable!
Read below, and apply today with the easy options, listed below. For your convenience,
we have included some Do It Yourself options.

Eesident Name
Resident Address FOR EASY FAST ONLINE RENTAL ASSISTANCE: The ABC Apartments office
does Rental Assistance Applications weekly by appointment. . Simply call (XXX) XXX-
_— XXX today for an appointment!
Dear Fesident:

HOUSING STABILITY CIC: Contact Jane Doe at X3{00-30-30000or email Jane
at: jdoef@poahcommunities.com for fast online assistance and other rental assistance
resources. Give Jane a call today- she is ready to help!

This iz a friendly reminder that rent iz due on the first of each month. If you are unable to pay on time,
pleaze call the property management office within 3 business days at 3000300300 and let us
know the challenges you are facing.

DO IT YOURSELF ONLINE RAFT APPLICATION WITH METRO HOUSING-_

We are here to help. Do not hesitate to reach out to us during this difficult time. Our Community Impact (Let the office know, so we can prepare the required paperwork you will need)
team is available to assist you in applying for assistance or identifying other resources. Please visit us
online at www poahcommunities.com for links to many helpful resources in your area; or, contact your Cut And in browser:

property manager at the office for further information and to connect with our Community Impact team _

Please see additional sheet for rental assistance options. https=//www_cognitoforms com/MetroHousingBoston1/RAFT Application

DOIT YOURSELF CAMBRIDGE MAYORS DISASTER RELIEF FUND:
(Let the office know, so we can prepare the required paperwork you will need)

Your balance as of 0N 135 .
Meonthly Rent as of 300303030000
Cut and Paste in browser:
Thank you, yr : I I e
https:/fwww.cambnidgema. gov/covid1 9/mayorsfundapplication

As always, please call us for assistance.

Jane Dioe hank you
Property Manager

ABC Apartments %@? #5(5? #Mztﬁm&lf« WA&WM?‘ Seant



CHP — HOTLINE AND RS CONTACT INFO
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Resident Services Hotline
(800) 590-8534

Resident Services Email
requesthelp(@chpc2.org

/

N
v Microsoft Referral Form

(Preferred method and CHP employee use only)



POAH — ROAD TO

RECERTIFICATION
CHECKLIST

STEP 1

READ ALL NOTICES * | have my letter and

We send you a lefter
when it is time to recertify.

-
.
-

* TIP

Don't ignore notices.
Always call or visit the
office when you get a notice.

-

STEP 7

Come in to the office and sign

your lease in person. (Your

recertification is not complete
/ until you sign your lease.)

Obtain a hard copy of your
lease for your records.

| have my copy
. of my lease,

| am ready to get on the
road to renew my lease.

-
~~~~
-

AL

STEP 2

Call or visit the
management office to
set up or confirm your
appointment.

STEP 6

WATCH FOR NOTICES
We will send another letter
telling you it is time to
sign your
lease.

CONGRATULATIONS!
You have successfully
renewed your lease!

STEP 3
Gather the documents
you need for your

DOCUMENTS YOU NEED
@ Pay Stubs

@ Benefits Statements (SNAP, S5, etc.)

@ Bank Account Statements

@ Child Support or Alimony Paperwork This is very
important!

If you cannot attend
you must call to set up
"teasaiansrt’ another appaintment.

STEP 5

Follow up. Your property manager may
need you to bring in more documents
related to your income, like pay stubs.

POAH

COMMUNITIES

i

- -
- -
il TTSTY

T

ca Y



WINN — HOUSING STABILITY NOTICE

2. HOUSING STABILITY NOTICE

To further support the move-in and renewal/recertification pracess, a universal resource will be reviewed
and signed by both residents and the property manager each year. This resource, the Housing Stability
Notice, is designed to ensure that each household clearly understands bath its lease obligation to pay
on time and in full as well as the support, tools, rights and resources available to them when facing a
financial hardship. The Housing Stability Notice will be provided at move- in and renewal/recertification
each year and the property management team will provide a tailored, individual household overview of
the following for discussion with each household:

Household rent obligation
Rent due date and rent schedule

Rent payment method options (in person
location, mail, online, etc)

Rent payment frequency options (weekly —
monthly)

Fee schedule (late fees, etc.) if applicable
Recertification process (if applicable)

Property management team contact
information

Overview of collections/legal process and
timeline (late notice, Notice to Quit, etc.)

Overview of on-site Connected Communities
(resident services) team and resource/supports
availability

Introduction and demonstration of CONNECT,
WinnCompanies' resident resource finding
technology

Definition and overview of Reasonable
Accommodations and process for submission/
approval

Overview of EIV (Enterprise Income
Verification) process (if applicable)

Financial hardship review/verification and
process

Eligible rental assistance (city, state, and
philanthropic emergency rent, utility and
basic needs resources) based on household
eligibility and application support

Local mediation services available

Legal counsel



LATE RENT NOTICES

TOUCHPOINT 3




WINN — LATE RENT ASSISTANCE OPTIONS

Dear Resident(s): 4. PAYMENT PLANS: Management can enter in to a reasonable and good faith payment

. . agreement with you based on your household’s current financial situation.
As you are aware, your rent was due on <DATE> and as of this date we have not received your 9 y y

payment. Your current outstanding balance due is Ifyou are Please submit your rent payment immediately either in person, via mail or through the online
experiencing financial hardship and having difficulty paying your rent, Management has several resident portal or call the Management office at <TELEPHONE>, to discuss the rent assistance
options to assist you: options above.
1. INTERIM RECERTIFICATION: If you receive Project Based Section 8 subsidy and you've

experienced a loss or decrease in income, Management can retroactively change your Sincerely,

rent to the 1st of the month following the action that resulted in loss of income, up to 11
months prior. If you hold a Section 8 voucher, please contact your Housing Authority to
request an interim recertification. Name, Property Manager / Agent for Owner

2. RENTAL ASSISTANCE: Management can help determine eligibility and assist you in
filling out an application for rental assistance.

3. REPRESENTATIVE PAYEE: Management may offer to connect you with an agency that
assists in making rent payments on behalf of residents each month, using your personal
funds deposited into a checking account controlled by both Representative Payee and
Resident.



EDEN — HOUSING STABILITY SUPPORT PLAN AND EVICTION

PREVENTION CHECKLIST

Resident Services

Step Action Initial Date when
Completed
EDEN 1 Resident Services attempted to contact the Resident at least 2
HOUSINC times to offer services and support.
HOUSING STABILITY SUPPORT PLAN 2. Resident Ser\_xices m.ade every effort to work with the resident to
presarve their housing.
3. Property Management and Resident Sarvices waekly maeting

agenda notes reflect conversations regarding the residant need
in connection with the lease violation issues.

4. If applicable, additional efforts to engage the resident are

RsC: documeantad in the file, in Yardi and/or Salesforce.

Associate Director of Resident Service or Community Partnership
acknowledged that the resident received all the support
available.

Resident Name:

Property: Date

n

Resident/CM/RSC Initial Meeting Outcome (5] | Timeline/Due Date (s)

I am approving that all necessary actions have been taken to sUpport our resident’s housing stability.

Resident Goal (as stated by resident) Referrals Given
;-
3. Property Management
Resources Needed to Achieve Goal? RSC Follow-up Date (s) Step 1 Action 1 Initial | Date Completed
1. 1 Eesident Received lease vielation, VAWA notice, offerad to engage
i | in Housing Stability Initiative, and documentation ig in file.
2. | Lease violations entered in Yardi, documentation is in the file.
3. Froperty Management and R&sident Services weekly meeting
agenda notes reflect conversations regarding the resident need in
Action Plan/items Outcome (s)

| tonnection with the lease violation issues. |
4. Associate Director of Property Operations contacted and approved

| gviction proceedings.
5. Associate Director of Resident Service or Community Partnership

| was informed that resident file is moving to eviction proceedings.

RSC Contact Information Community Manager Contact Information
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