SAMPLE TRANSFER NOTICE DUE TO OVERHOUSED 
Note: HUD does not provide “HUD approved” unit transfer documents.  This is a sample.  It should be edited to conform to your management company’s policy and procedure.  RBD makes no warranty to the usability, compliance or legality of this document.  All documents should be reviewed and edited by management staff and legal counsel as appropriate.   


	Date:
	     


	Property Name:
	     
	Telephone:
	     

	Address:
	     
	Fax:
	     

	City, State, Zip:
	     
	TTD/TTY:
	     




TO:


	Name
	     


	Unit #
	     


Upon reviewing your file it has come to our attention that you are living a unit larger than required by your household.  Our current occupancy standards indicate a minimum of one person per bedroom and a maximum of two people per bedroom.  Paragraph 19 of the HUD Model Lease reads as follows:

	19.  Size of Dwelling
	The Tenant understands that HUD requires the Landlord to assign units in accordance with the Landlord’s written occupancy standards. These standards include consideration of unit size, relationship of family members, age and sex of family members and family preference.  If the Tenant is or becomes eligible for a different size unit, and the required size unit

becomes available, the Tenant agrees to:

a. move within 30 days after the Landlord notifies him/her that unit of the required size is available within the project; or

b. remain in the same unit and pay the HUD-approved market rent.




Based on this information, we are placing your household on the waiting list to be transferred to a smaller unit that will accommodate your family size.  As always we want to make sure you are able to continue to enjoy living at our community.  Please feel free to contact the management office, during regular business hours, if you have any questions.  
Sincerely,

Property Manager
cc: Resident File
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See HUD Handbook 4350.3 Revision 1, Exhibit 2-3 for information about using the information in this text box.





Owner/Agent does not discriminate on the basis of disability status in the admission or access to, or treatment or employment in, its federally assisted programs and activities.





The person named below has been designated to coordinate compliance with the nondiscrimination requirements contained in the Department of Housing and Urban Development’s regulations implementing Section 504 (24 CFR, part 8 dated June 2, 1988).








__________________________________________�                            Name





__________________________________________�                            Address





   _________________________________________


City                      State     		 Zip





(____)____________________________________�                            Telephone - Voice





(____)____________________________________�                            Telephone – TTY
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