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INTRODUCTION FORM #
000 Receipt 03-01-23
002 Introduction 03-01-23
004 Table of Contents 07-01-23
006 Leasing Process Form Matrix 05-01-02
007 Notices and Lease Non-Compliance Form Matrix 05-01-02
009 Monthly Calendar 03-01-23
010 Organizational Structure 03-01-23
011 FMC Property Addresses and Phone Numbers 03-01-23
012 USDA-Rural Development Addresses and Phone Numbers 07-01-23
OFFICE
015 Assigned Hours S-17 03-01-23
020 Required Office Signage 03-01-23
022 Advertising Requirements 03-01-23
025 Brochure Box 03-01-23
030 Telephone Procedures S-5 03-01-23
035 Required Telephone / Fax Labels 09-01-23
040 Answering Machine and Voicemail - Outgoing Messages 09-01-23
045 Required Bulletin Board Items 03-01-23
050 Filing Cabinet Set-Up 03-01-23
055 Office Organization 03-01-23
060 Resident File Checklist (Left Side) R-13 03-01-23
062 Resident File Checklist (Right Side) R-13 03-01-23
064 Master Keys / Key Log A-7 05-01-24
067 Human Trafficking 03-01-23
ACCOUNTING
070 Purchase Orders — Refer to Voyager Procedures 440 and 450 03-01-23
085 Check Request A-4 03-01-23
090 Expense Report Policy A-10 WAA  03-01-23

A-10 NAA  03-01-23
092 Corporate Credit Card 09-01-23
095 Approved Vendors 03-01-23
100 Reserve Request Transmittal Sheet A-9 03-01-23
105 Reserve Request Procedure 03-01-23
110 Request for Taxpayer ID 03-01-23
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WAITING LIST
120 Waiting List L-25 03-01-23
122 Transfer Request Log L-25a 03-01-23
130 Removal from Waiting List L-23 03-01-23
135 3 Day Removal from Waiting List L-24 03-01-23
140 Outreach Letter L-26 03-01-23
APPLICATION PROCESSING
142 Referral Program for Special Needs Households 03-01-23
145 Occupancy Guidelines 03-01-23
147 Residential Occupancy Standards L-2e 03-01-23
150 Showing an Apartment 03-01-23
155 Processing Fee 03-01-23
160 FMC Application L-la 03-01-23
161 Credit Card Authorization Form L-10d 03-01-23
162 Drug Screening Procedure — New Applicant C20/L29/R18 03-01-23
165 Choose a Neighbor Policy L-2 03-01-23
185 Fair Housing Laws 03-01-23
190 Release of Information 03-01-23
192 Unreported Address L-3a 03-01-23
195 Preliminary Approval Letter L-4 03-01-23
197 Application Cancellation L-22A 03-01-23
200 Credit Denial Letter L-6 03-01-23
210 Current/Previous Residency History L-2b 03-01-23
211 Current/Previous Residency — Family or Friend L-2d 03-01-23
213 Removed L-10b 03-01-23
214 Ineligible Waiver Request L-10c 03-01-23
215 Security Deposit Inquiry — App. Cancelled N-30d 03-01-23
CERTIFICATION PROCESSING FORM #
225 Documents to be emailed for TC’s C-0 04-01-23
230 Tenant Certification C-1 06-01-23
235 Failed to Recertify Tenant Certification C-1 04-01-23
240 Correction to Tenant Certification 04-01-23
243 Income Worksheet C-l1a 04-01-25
245 Required Documentation / Res. Questionnaire L-1 04-01-25
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247 Certification of Zero Income/Minimal Income C-1b 04-01-23
248 Certification of Recurring Gift C-8b 04-01-23
250 Monthly Budget C-2 04-01-23
252 Income and Asset Acknowledgement Affidavit C-1d 04-01-25
255 Letter to Employer C-3 04-01-23
256 General Affidavit C-8c 04-01-23
258 Affidavit of Estrangement C-8d 04-01-23
260 Verification of Employment C+4 04-01-23
262 Disclosure of Information — Georgia only C-4a 04-01-23
265 Letter to Financial Institution C-5 04-01-23
268 Asset Income Verification C-6 04-01-23
270 Assets 04-01-25
280 Asset Certification Form C-6b 04-01-25
282 Asset Acknowledgement Affidavit—————————— C 6e—————— 040123
283 Additional Deposits on Bank Statement C-6d 04-01-23
285 Medical Expense Worksheet C-7 04-01-25
287 Certification of Medical Deductions C-7a 04-01-23
288 Medical Expense Calculation Worksheet C-7b 04-01-23
300 Physician’s Certification of Disability Status C-9 04-01-23
305 Resident’s Certification of Disability Status C-10 04-01-23
320 Child Care C-12 04-01-23
325 Child Support and Custody Affidavit C-13 04-01-23
326 Child Support Worksheet C-13c 04-01-25
328 Child Support Income Verification Letter C-10a 04-01-23
330 Verification of Student Status C-13a 04-01-23
331 Students at RD Properties 04-01-23
332 Aftidavit of Student Status C-13b 04-01-23
355 Parent/Student Verification C-16 04-01-23
360 Tax Credit Addendum to Lease C-18 04-01-23
365 Tax Credit Pre-Leasing Review C-19 04-01-23
366 Tax Credit Appendix N — Asset Affidavit C-21 04-01-23

Tax Credit Appendix Q — Tenant Certification C-22 04-01-23
368 Homeowner Incentive Program Addendum to

Lease C-23 04-01-23
370 Certification Approval/Disapproval 04-01-23
372 Unreported Income Procedure 04-01-23
374 Adult Occupant Lease Agreement C-14b 04-01-23
376 Resident Assurance Check-in Program C-24 04-01-23
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MOVE-IN PROCESS
400 Authorized Occupants C-14a 04-01-23
405 Applicant’s Authorization to Release Information ~ L-5 04-01-23
410 Lease Renewal 04-01-23
411 Florida Addendum to Lease L-8 04-01-23
415 Florida Apartment Lease Package L-9 04-01-23
417 Georgia Apartment Lease L-9 04-01-23
418 House Purchase Agreement L-9a 04-01-23
420 Security Deposit Agreement L-10 04-01-23
421 Pre-Occupancy Unit Inspection L-10a 04-01-23
423 Addendum to Lease — Under Utilized Unit L-31 04-01-23
424 Pull Cord Alarms L32A/L32B 04-01-23
425 Inspection Acceptance L-11 04-01-23
430 Rules and Regulations/Laundry Rules L-12 04-01-23
432 Satellite Dish Installation Requirements L-11a 04-01-23
435 Pest Control Waiver L-12a 04-01-23
440 Pest Control Notification L-13 04-01-23
442 Bedbug Addendum L13a 04-01-23
450 Resident Utility Verification Form L-15 04-01-23
455 Authorization to Release Utility Information L-16 04-01-23
460 Resident Expiration Form L-17 04-01-23
465 Pet Agreement L-18 04-01-23
470 Addendum for Officers L-19 04-01-23
475 Concession Addendum L-20 04-01-23
TRANSFER PROCESS FORM#
480 Transfer Request L-3 04-01-23
MOVE-OUT PROCESS
500 General Instructions for Move-Outs L-21a 05-01-23
505 Resident’s Notice to Vacate N-30 05-01-23
510 Security Deposit Transmittal L-21 05-01-23
515 Notice to Impose Claim on Security Deposit N-30a/N-30b 05-01-23
518 Security Deposit Inquiry N-30c¢ 05-01-23
520 Reporting Balance Due to Collection Agency N-20 05-01-23
525 Evictions 05-01-23
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NOTICES

530 90 Day Recertification Notice N-1 05-01-23
535 60 Day Recertification Notice N-2 05-01-23
540 Final Recertification Notice N-3 05-01-23
542 Drug Screening Procedure — Renewal C20/L29/N4  05-01-23
545 Notice to Pay Rent — Florida N-5 10-01-24
550 Disturbance Notice — Florida N-6 05-01-23
555 Seven Day Noncompliance with Cure — Florida N-7 05-01-23
560 Seven Day Noncompliance without Cure — FL N-8 05-01-23
565 Dishonored Check Notice — Florida N-9 05-01-23
570 Notice of Non-Renewal of Lease — Florida N-10 05-01-23
572 Reminder of Balance or Credit N-11 05-01-23
595 Three Day Notice - Georgia N-16 05-01-23
600 Notice of Termination of Lease — Georgia N-17 05-01-23
605 Non-Compliance of Lease — Georgia N-18 05-01-23
610 Returned Check Notice — Georgia N-19 05-01-23
615 Legal Court Holidays 05-01-23
617 RD Inspection Notice N-13 05-01-23
620 Charges to Resident N-31 05-01-23
621 Credit to Resident N-31a 06-01-23
625 Outstanding Balances Due N-32 05-01-23
630 Promissory Statement N-33 05-01-23
632 Reserved Parking L28/R14/R17 05-01-23
633 Unregistered Vehicle Log R-15 05-01-23
634 Parking Violation Log R-16 05-01-23
635 Notice of Towing N-34 05-01-23
640 Resident Statement Against Resident N-35 05-01-23
645 Certification Papers Ready to Sign N-36 05-01-23
650 Occupancy Rights under VAWA N-37 05-01-23
655 Emergency Transfer Request —- VAWA N-37/L-3 05-01-23
REPORTING

700 Weekly Occupancy Report R-2 06-01-23
705 Traffic Log R-3 06-01-23
706 Site Visit Report R-19 06-01-23
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710 Vacant Apartment Status R-4 06-01-23
715 Delinquent Rent Report R-5 06-01-23
720 Changes to Tenant Status - FMC R-6 06-01-23
725 Tax Credit Information Sheet R-6a 06-01-23
730 Vacancy Report — Florida/Georgia 06-01-23
737 Corrections to Project Worksheet R-7a 06-01-23
739 Certification Expiration Report R-7b 06-01-23
740 Resident Information Sheet R-8 06-01-23
750 Incident Report R-10 06-01-23
755 Loss/Damage Form R-11 06-01-23
757 FMC Marketing Summary R-21 06-01-23
760 Apartment Inspection Form R-12 06-01-23
761 Resident File Review Verification R-22 06-01-23
GENERAL

773 Rent-Up Process 06-01-23
776 Status Request S-14 06-01-23
782 DM Alert S-18 06-01-23
784 Request to Install Telephone/Cable Jack S-19 06-01-23
786 Trade-in a Chair Program S-21 06-01-23
788 Leasing Report S-22 06-01-23
790 Website Errors S-24 06-01-23
795 Required Resident Programs 06-01-23
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