Sample Unit Transfer Policy 

Note: HUD does not provide a “HUD approved” unit transfer policy.  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.

In order to ensure that you are happy with your home, the owner/agent will consider requests from residents to transfer from one unit to another.  Unit Transfer Requests are processed in accordance with the Unit Transfer Policy explained in the Resident Selection Plan and the House Rules.  The owner/agent will consider a unit transfer for the following reasons:

1) There is a need for a unit transfer because of a change in household size and/or composition

2) There is a verified medical need for a different unit
3) There is a verified need for an accessible unit

4) The resident lives in an accessible unit and no longer needs the accessibility features
5) Availability of Deeper Subsidy (for example, a 236 resident qualifies for Section 8 assistance and such assistance becomes available)

6) If two or more adult household members reside in one unit and one or more adults choose to apply for a separate unit, the new household will be required to submit a complete application and must be eligible for assistance under the rules provided in HUD Handbook 4350.3 and the owner/agent resident screening policies provided in the most current resident selection plan. 

Existing residents must complete a Unit Transfer request.  The Unit Transfer Request must be completed and signed by the head of household and all adult household members who wish to transfer.  The unit transfer request may be submitted in an equally effective manner, as a reasonable accommodation, if there is the presence of a disability.  

Factors concerning approval of transfers are as follows:

1) A household that has given a 30-day notice-to-move need not be transferred

2) The household must be able to establish mandatory utilities in the new unit (gas, electric, water, etc.)

3) A household whose unit meets the owner/agents occupancy standards and who does not require the unit transfer as a reasonable accommodation/medical need must have been a resident in good standing for at least one year.  A resident in good standing must meet the following criteria:

a) No current outstanding balances owed for 60 days or more

b) No confirmed complaints against the resident for disturbing the peace and quiet comfort of other neighbors and/or their guests

c) Last unit inspection resulted in no findings of damage or undue wear and tear and no findings of unsafe or unsanitary conditions 

d) No major lease violations within the last year

e) No more than three minor lease violations within the last year

If a household requests a unit transfer to address a household member’s disability, the owner/agent will pay for the move unless doing so would change the nature of the program or would cause undue financial and administrative burden. (Please see the Reasonable Accommodation/Modification Policy for additional information.)

Security Deposits & Unit Transfers

When a Resident transfers to a new unit, the owner/agent will charge a new deposit and refund the deposit for the old unit less any outstanding amounts for rent, fees, or damages.  

Unit Transfer Request

If you would like the owner/agent to consider a unit transfer, please submit the Unit Transfer Request.  If you would like a reasonable accommodation to request a unit transfer, because of the presence of a disability, please feel free to contact the management office.  

Unit Transfer Requests will be reviewed as quickly as possible.  The resident will receive a response within 30 calendar days from the date the complete, signed request is submitted.  The response may be:

1) Approval of the Request

2) Request for additional information

3) Denial of the Request

If your request is approved, but no appropriate units are available, your name will be added to the property waiting list and you will be provided preference based on your status as an existing resident.  When an appropriate unit is available, you will have a maximum of 30 days to complete the transfer.  If you are unable to transfer within 30 days, the unit will be offered to the next person on the waiting list in compliance with the waiting list management policy.

You have the right to refuse two offered units.  The first time a unit offer is refused, the next household on the waiting list will be offered the unit (in accordance with our resident selection plan), and your name will remain at the top of the list.  The second time a unit offer is refused, your name will be removed from the waiting list, and a new unit transfer request will not be considered for at least six months.  (The owner/agent will consider reasonable accommodation in this case, if there is the presence of a disability).  

If the unit transfer is mandatory because the household is over or under housed, the resident will have 30 days to move or assistance will be terminated in accordance with Chapter 19 of the HUD Model Lease revised 12/2007.  

If your request for a unit transfer is denied, you may appeal the decision within 14 calendar days from the date of the denial letter.  Someone who was not involved in the original decision to deny will review your appeal.  
UNIT TRANSFER REQUEST

Please complete the unit transfer request and submit it to the management office during regular business hours.  We will respond to your request as quickly as possible but no more that 30 days from the date of receipt.
	Property Name:
	     
	Date:
	     

	Resident Name:
	     
	Unit # :
	     

	Current Address:
	
	Unit Size:
	


	For Office Use Only:

Date application received _______________
	Time application received _______________
	By _________________




The following people request to be transferred to a different unit on this property:

	Name
	Relationship

	
	Head of Household

	
	

	
	

	
	

	
	


	 FORMCHECKBOX 
  There is a need for a unit transfer because of a change in household size and/or composition

	 FORMCHECKBOX 
  There is a need for a unit transfer based on the verified need for an accessible unit

	 FORMCHECKBOX 
  There is a verified medical need for a different unit

	 FORMCHECKBOX 
  There is a need for a unit transfer of a household that does not require the accessibility features of a unit in which they are living to accommodate a disabled resident/applicant on the waiting list

	 FORMCHECKBOX 
  Availability of Deeper Subsidy   

	 FORMCHECKBOX 
  The household has indicated a desire to move to a different unit

	 FORMCHECKBOX 
  If two or more adult household members reside in one unit and one or more adults chooses to apply for a separate unit, they will be required to submit an application.  The application will be reviewed for eligibility as described above and if approved, that applicant will receive preference over other non-residents as described in the selection order


All adults must sign the request:

	Resident Signature:
	
	Date:
	

	Resident Signature:
	
	Date:
	

	Resident Signature:
	
	Date:
	


Internal Use Only
	This transfer request has been:
	
	Approved
	
	Denied
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