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Chapter 10  
 

10.0 TENANT SELECTION & ASSIGNMENT PLAN 
 

10.1 PREFERENCES  
 

The purpose of establishing preferences is to allow housing agencies to meet local objectives in 

choosing among applicants.  IHFA's overriding objective of its LRPH Program is to provide 

housing assistance to those un-served, very low income households with the most urgent and 

critical housing needs.  There is only one kind of admissions preference:  The local preference. 

 

Applicants who near the top of the waiting list will be contacted by IHFA to verify their 

preference and complete the necessary paperwork, including a full application for occupancy. 

Applicants must complete the application and continue through the application process and 

may not retain their place on the waiting list if they refuse to complete the required paperwork. 

This includes providing all requested documentation, preference verification, and Social 

Security Numbers (SSN) for all household members. Applicants who are unable to provide a 

SSN for each household member will not be housed.  Applicants will have 90 days to provide 

the HUD required information before they are removed from the waiting list. 
 

Local Preferences 
 

Local Preferences are used in selecting among applicants.  IHFA has two (2) Local Preferences.  

 Among applicants with equal preference status, the date and time the application was 

received will organize the waiting list.   

 An applicant will not be housed, regardless of preference, if any member of the family 

has been evicted from any Federally assisted housing during the past 3 years. 

 If an applicant makes a false statement in order to obtain a local preference, IHFA will 

deny the preference and may deny admission to the program for the household.  

 

 Local Preference Definition:  24 CFR, 960.206 

 

1. Terminal Illness 
 

 Households with a family member who has a terminal illness that has been verified 

by a medical physician will be housed ahead of other applicants on the waiting list. 
 
2. Working Preference 
 

 Applicants who are and have been for at least ninety (90) days working at least 

twenty (20) hours a week with verifiable income.  For individuals whose work is 

seasonal, i.e., logging, construction, etc., documentation which shows evidence that 

when their work is “in season” they work, will suffice; or 

 Applicants who are enrolled in an IHFA approved self-sufficiency work readiness 

program; or 

 Applicants who are elderly (over age of 62); or 

 Applicants who have a disabling condition and are unable to work (must be 

medically documented)  
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3.   Near-Elderly   24 CFR 5.403 

 Applicants whose head, co-head or single member is at least 50 years of age, but 

less than 62 years of age. This applies only at Shoshone Apartments in Kellogg, 

Idaho. 

 

Each eligible applicant is assigned a place on the waiting list based upon the date and time 

the application is received and then applicable preference(s).  The order of preference 

selection priorities is: 
 

1. Applicants with a preference of Terminal Illness, 

2. Applicants with a working preference, 

3. Applicants that are Near-Elderly between the ages of 50 – 61 (Shoshone Apartments 

only),  

4. Applicants without a preference. 

 

Definition of Working Preference 
 
The Working Preference applies to the Head or Co-Head of the Household.  An exception may 

be made in circumstances where there has been a break in employment within the last ninety 

(90) days, if a review of work history over a longer period of time (e.g. six to twelve months) 

indicates employment stability with the exception of a brief break, such as a change of 

employment.  Additionally, if the Head of Household was employed for a period of twelve (12) 

months or more, but was forced to terminate employment to care for an immediate family 

member whose medical condition requires extensive in-home care, they may qualify for a 

working preference. 

 

Preference Documentation Requirements 
 

Documentation Required for Terminal Illness Preference 

 

A statement will be required from the attending physician stating that the condition could be 

considered as a terminal illness.  The statement must be dated, signed and returned to the 

Branch Office.  This policy applies to any member of the household. 

 

Documentation Required for Working Preference 

 

For the Working portion:  A third party written verification signed and dated from the 

employer, pay stubs or income tax return indicating that the applicant is working at least twenty 

(20) hours a week and has been for at least the previous 90-day period. 

 

Exception to the 90-day rule can be made for individuals whose work is seasonal (e.g., 

construction, logging, etc.) as long as they can provide documentation which shows that when 

their line of work is “in season” they are working... 

 

When an exception is made for a break in employment, documentation may consist of third-

party written verification from current and previous employers for the time frames reviewed, 

pay stubs, or income tax returns reflecting work stability. 
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In the case of an exception due to the requirement of the Head of Household to provide in-

home care for an immediate family member, adequate documentation will consist of third-party  

written verification from the previous employer, pay stubs, or income tax returns which reflect 

a history of employment for a period of twelve (12) months or more prior to the requirement of 

such in-home care.  Also required is documentation in the form of a signed, dated letter or third 

party written verification, from a treating physician, supporting the necessity of in-home care 

for the immediate family member. 

 

In the case of an individual who is documenting a combination of job training program 

participation and subsequent employment, third party verification must be obtained from the 

agency providing the job training and from the current employer.  Documentation must verify 

that the combination of the job training and employment is of a duration of 90 days or more and 

that the transition from the training program to employment was immediate or took place 

within two (2) weeks of the applicant’s completion of the training program. 

 

Self-employed individuals must be able to provide substantiated evidence of income either 

through receipts for jobs completed, tax documents or audited statements and/or written 

statements dated and signed by individuals for whom they performed the work.  Said 

statements must provide a breakdown of services provided, hours worked, and payment rate. 

 

For the Job Training portion:  Each Branch Office has a current copy of the IHFA Approved 

Job Training Programs.  Job Training Programs must provide written verification that the 

applicant who claims to be a participant in their program indeed is, and is in good standing with 

the program requirements. 

 

For the Age or Disability portion:  The applicant must provide evidence of their age (62 or 

older), or disability status through documentation such as is required for the granting of the 

disability deduction in the income calculation section of the Section 8 Assistance program.  

 

The Working/Job Training/Age or Disability Ranking applies to the Head or Co-Head 

Only. 

 

Preference Process 
 

Applicants may claim a preference when they initially apply for housing assistance simply by 

certifying that they meet the required standards. When they are to be offered housing assistance 

and have completed the formal application, their actual qualification for a preference at that 

time must be verified by appropriate documentation.  

 

IHFA will inform all applicants of the availability of preferences and will give all applicants an 

opportunity to show that they qualify for a preference. 

 

Applicants may claim qualification for a preference when they apply for assistance by 

certifying to IHFA that they qualify for preferred status.  IHFA will accept this certification, 

unless it verifies that the applicant is not qualified for preferred status. 

 

Before assisting an applicant who qualifies on the basis of a preference, IHFA requires the 

applicant to provide verification that he or she qualifies for preference by virtue of the 
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applicant’s current status.  All information must be verified within sixty (60) days prior to 

issuance of the assistance. 

 

Applicants may claim a preference at any time while they are on a waiting list. 

 

If IHFA decides not to place an applicant on the waiting list or if it determines that an applicant 

does not meet the criteria for receiving a preference, IHFA will provide a written notice to the 

applicant within ten (10) business days and will offer the applicant a right to an Informal 

Review.  An Informal Review of the decision will be made by a person other than the person 

who made or approved the original decision. 

 

For determining selection among applicants with the same preference status, IHFA will select 

applicants from the waiting list according to date and time of application. 

 

At Shoshone Apartments only, IHFA will give a preference to elderly or disabled families.  

However, if IHFA determines that there are not enough eligible elderly or disabled families to 

fill all units, which are currently vacant or expected to become vacant in the next twelve (12) 

months, IHFA will give a preference to an eligible near-elderly family over an eligible family, 

who is neither elderly, disabled, or near-elderly.   

 

The ranking order for applicants for the Shoshone Apartments will be selected from the waiting 

list in the following order, and within each ranking order, they will be placed by date and time 

of the application: 

 

1. Applicants whose Head, Spouse, or Single Member is Elderly or Disabled 

2. Applicants  who are Near-Elderly, 50 to 61 years of age, and who qualify for another   

  IHFA Local Preference. 

3. Applicants  who are Near-Elderly, 50 to 61 years of age, who do not qualify for  

  another IHFA Local Preference. 

4. All other applicants who qualify for an IHFA Local Preference.  

5. All other applicants who do not qualify for an IHFA Local Preference. 
 

IHFA retains the right to hold or reserve a household’s place on the waiting list.  This is 

applicable to households in the process of completing a transitional housing program, but who 

have not completed that program at the time their name comes to the top of the IHFA waiting 

list.  This does not preclude IHFA from assisting other households on the list while the top 

place is reserved for the household completing a prescribed transitional housing program.  

Once the program is completed, the household is given the assistance warranted. 

 

Accessible Units: Accessible units will be first offered to families who may benefit from the 

accessible features. Applicants for these units will be selected utilizing the same preference 

system as outlined above. If there are no applicants who would benefit from the accessible 

features, the units will be offered to other applicants in the order that their names come to the 

top of the waiting list. Such applicants, however, must sign a release form stating they will 

accept a transfer (at their own expense) if, at a future time, a family requiring an accessible 

feature applies. Any family required to transfer will be given a 30-day notice. 
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10.2. ASSIGNMENT OF BEDROOM SIZES  

 

The following guidelines will determine each family’s unit size without overcrowding or over-

housing: 
 

Number of Bedrooms Number of Persons 

 Minimum Maximum 

0 1 1 

1 1 2 

2 2 4 

3 3 6 

4 4 8 

5 5 10 

 

1. Occupancy standards are based on the assumption that each bedroom/sleeping room will 

accommodate two persons.  In the event units are leased containing bedrooms which are not 

large enough for two persons, or which will adequately accommodate more than two 

persons, appropriate adjustment will be made in the application of these standards. 
 

2. Applicants will be selected from the waiting list in accordance with the occupancy 

standards set forth below, unless otherwise requested by the tenant household. 
 
 3. IHFA may grant exceptions from the established unit size standards. 
 

a) Exceptions to unit size standards may be granted to allow the assignment of a larger 

unit size than specified in the standards if warranted by the following conditions 

affecting family members: 
 

 Relationship 

 Age 

 Sex 

 Health 

 Disability 

 Other individual circumstances 
 
  b) The necessity for an exception to unit size standards must be documented in a manner 

acceptable to IHFA. 
 
c) The granting of an exception shall be at the discretion of IHFA and circumstances shall 

be fully documented in the tenant file. 

 

If it is found that the size of the dwelling unit is no longer suitable for the family, the family 

will be issued a Section 8 Voucher for the appropriate bedroom size.  If the term of the 

Voucher expires (including any approved extensions) and the family still has not moved, IHFA  
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will take steps to terminate the lease agreement, unless waived by the Executive Vice President,  

Community Housing Services.  A waiver will only be considered in extreme circumstances. 

Dwelling unit sizes will be authorized so that it will not be necessary for persons of opposite 

sex, other than Head and Co-Head, to occupy the same bedroom; except if necessary at the time 

of admission, two children of opposite sex under six (6) years of age may occupy the same  

bedroom.  However, if by requiring the children to share a room the family would, within one  

year, require an additional bedroom, the family will be allowed the larger size unit.  At 

admission, one child under two (2) years of age may be permitted to occupy the parent’s 

bedroom. 

 

A person of a different generation of age not relationship, i.e., grandparent, will be authorized a 

separate bedroom when determining unit size.  This does not apply if two children under the 

age of six (6) are actually different generations by definition (e.g., aunt or uncle and niece or 

nephew). 

 

Each family member, regardless of age, is to be counted as a person.  A household that consists 

of a pregnant woman (with no other persons) must be treated as a two person household. 

 

If a family consists of a full-time college student that is away attending school, but is home for 

the summer and vacations, that student is considered a member of the family and the family is 

entitled to an additional bedroom, if warranted, given the number and gender of other 

dependents.  IHFA will require proof of student status as verification. 

 

Tenants will be allowed to have visitors for a period of up to 15 days, consecutive or not, in  

any calendar year except in the case of an immediate family member requiring the care of  

their family during illness or recuperation from illness or injury, which need has been certified 

in writing by a physician.  Written permission must be obtained from IHFA for such deviation  

from the occupancy standards and in no event will the stay of such person exceed 60 days.  

Transfers will not be considered in this event.  Before any other person will be allowed to move 

in with a tenant family, IHFA must be notified and the additional person must meet the same 

screening requirements which apply to all families who seek admission to IHFA’s public 

housing program.  If the applicant’s references are not acceptable, the additional person will not 

be allowed to be added to the lease and will not be allowed to move into the unit.  This applies 

even in the case of marriage. 

 

Children who live in the unit less than 50% of the time will not be counted in the household 

composition to determine unit size. 

 

Foster children will count in the household size when determining unit size.  Children who are 

temporarily away from the home because of placement in foster care are considered members 

of the family. 

 

A live-in care attendant will be authorized a separate bedroom when determining unit size. 

 

If the household is a one parent home and the children are removed from the parent, the parent 

will retain their eligibility as a remaining member of the tenant household.  If the children are 

expected to be returned, but are out of the home for more than six (6) months from the initial 

removal date, the remaining member(s) will be issued the appropriate size Section 8 Voucher  
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and required to move from the unit. 

 

IHFA will immediately and permanently terminate tenancy of any persons convicted of 

manufacturing or producing methamphetamine on the premises of an IHFA assisted housing 

project in violation of any Federal, State or local law. 

 

10.3 DECONCENTRATION POLICY  

 

IHFA has adopted, through resolution, a policy that encourages deconcentration of poverty and 

income-mixing by bringing higher income tenants into lower income projects and lower 

income tenants into higher income projects to the greatest extent possible, taking into account 

current tenant populations, applicant populations, and housing resources.  IHFA will encourage 

higher income tenants to reside at the Shoshone Apartments and in the Idaho Falls Scattered 

Sites by using the Local Preference that has as one of its elements, a Working Preference.  The 

Working Preference gives preference to applicants who are and have been for at least ninety 

(90) days, working at least twenty (20) hours per week with verifiable income.  IHFA has also 

designed outreach efforts that will adequately bring information on Association programs to 

community service organizations, listed in the EHOP, which primarily services such persons 

and provides them information on the programs. 

 

IHFA will utilize newspaper stories and/or purchase advertising space to announce public 

housing unit availability in a particular location.  IHFA will also distribute brochures and/or 

flyers to local social service organizations to encourage very-low income families to apply for 

public housing assistance. 

 

10.4 OFFER OF A UNIT  

 

When a unit becomes available, IHFA will contact the first family on the waiting list first by 

telephone to make the unit offer.  If the family cannot be reached by telephone, the family will 

be notified of a unit offer via first class mail.   

 

The family will be offered the opportunity to view the unit.  After the opportunity to view the 

unit, the family will have two (2) business days to accept or reject the unit.  This verbal offer 

and the family's decision must be documented in the file.  If the family rejects the offer of the 

unit, IHFA will send the family a letter documenting the offer and the rejection. 

 

10.5 REJECTION OF A UNIT 

 

If the family rejects with good cause the first (1
st
) unit offered, they will not lose their place on 

the waiting list and will remain at the top of the list.  If the family rejects with the second (2
nd

) 

unit offered, their application will be removed from the waiting list or moved to the bottom of 

the waiting list unless there are extenuating circumstances.  If such a situation exists, the 

applicant may request to remain on the waiting list.  IHFA retains the right to determine what 

constitutes a valid extenuating circumstance and whether an applicant may remain on the 

waiting list.  However, if the family refuses the third (3
rd

) unit, they will be removed from the 

waiting list, regardless of reason or extenuating circumstances.   All extenuating circumstances 

must be documented and kept with the application. 
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10.6 ACCEPTANCE OF A UNIT 

 

A dwelling unit lease is to be entered into between IHFA and each family member.  The 

dwelling unit lease is to be kept current at all times and is to reflect the rent being charged and 

the conditions governing occupancy. 

 

A. Execution of Dwelling Unit Leases 
 

1. All household members age eighteen (18) and over are required to sign a dwelling unit 

lease prior to actual admission.  The copy is to be given to the lessee and the original is 

to be filed in the permanent tenant file established for the family. 

2. If a tenant family transfers to a different HUD-assisted housing unit operated by IHFA, 

the existing lease will be cancelled and a new lease signed by all household members 

age of eighteen (18) and over prior to admission of the new unit. 

3. If at any time during the life of the dwelling unit lease, any other change in the tenant’s 

status results in the need to change or amend any provisions of the lease, or, if IHFA 

desires to waive any provisions with respect to the tenant:  (1) The existing lease is to 

be cancelled and a new lease executed; or (2) An appropriate amendment is to be 

prepared and made a part of the existing lease.  All copies of lease amendments are to 

be dated and signed by the tenant and the authorized Association staff member. 

 

B. Cancellation of Dwelling Unit Leases 
 

Termination of a family’s lease is to be in accordance with the provisions contained in the lease 

agreement.  Tenants are required to provide, in writing, a minimum 30-day notice to move prior 

to vacating the unit.   Upon receiving a notice to move, staff will provide the household with  

Cleaning & Vacating Instructions.  If the unit is vacated prior to the end of the 30-day notice or 

without proper notice, the tenant will be liable for rent for the 30-day period or until the unit is 

re-rent, whichever occurs first.  When premises are vacated for reason of illness requiring 

removal to a hospital or a rest home, or because of death of the head of household, the 

obligation to pay rent shall cease when the premises are vacated and IHFA has been so notified. 
 

1) When a notice to vacate provides more than the minimum days required (30-days), the 

family will be held responsible for the portion of rent for the period that the household 

physically occupies the unit provided the following conditions are met: 
 

a) The tenant has fulfilled the 30-day notice to move prior to vacating the premises, and 

b) The tenant has promptly notified IHFA staff that the unit is now vacant and properly 

returned the keys. 
 

However, if the Tenant fails to return the keys and provide staff notice that the unit has been 

vacated, they will be liable for rent through the end of the notice period, even though it exceeds 

the 30-day requirement. 
 

C. Security Deposits 
 

Security Deposits are required to be paid in full at the time of move-in.  If the tenant is unable 

to pay in full they can sign a payment agreement paying half the security deposit at the time 

of move-in and the remaining half of the deposit within sixty (60) days from the tenant’s 

move-in date. IHFA requires that half the deposit is paid at the time of lease up and the 

remaining balance must be paid in full within sixty (60) days from the move-in date.   

 



10-9 
3/2016 

The security deposit will be required for all families as follows: 
 

Shoshone Apartments Only: $200.00 security deposit 
 
Idaho Falls Scattered Sites only $250.00 security deposit 

 
If a family vacates the unit, IHFA, subject to State and local law, may utilize the deposit as 

reimbursement for any unpaid rent, tenant damages or other amount owed under the lease 

agreement. 

 

Upon vacating the unit, if the resident fails to return the keys to the unit, the resident will be 

charged for the full actual cost of having the locks changed by a locksmith. In addition, IHFA 

will charge the resident rent until the keys are returned or the date the resident notifies IHFA 

that they have vacated the unit, whichever comes first. 

 

10.7 ABSENCE FROM UNIT  

 

Families must report in writing to IHFA any absence from the household of more than thirty 

(30) consecutive days.  If the family leaves their residence for more than 120 consecutive days 

in a calendar year, the unit will not be considered their principal place of residence and the lease 

will be terminated.  The exception to this rule is medical or military circumstances outlined 

below. 

 

If the Head or Co-head (or any family member) leaves the household, the family must report the 

change in family composition to IHFA in writing, within ten (10) days of the change, stating 

which member of the household is permanently absent.  If however, the member will be gone 

for less than 120 days, then the family member will be determined temporarily absent except in 

the following situations: 
    

1. Divorce:  If the Head or Co-Head are married and one or the other institutes a 

divorce or legal separation, the person who leaves the household will be considered 

permanently absent. 
 

2. Domestic Violence:  If the member who left the residence can document the reason 

for leaving was to flee domestic violence, consideration will be given to the 

circumstances of the case and IHFA will decide who, if any, will be allowed to 

remain in the unit or if a Section 8 Voucher will be assigned. 
 

3. Incarceration:  If the Head or Co-Head is incarcerated, a document from the Court 

or prison should be obtained as to how long they will be incarcerated.  If the 

household member engaged in drug-related criminal activity or violent criminal 

activity, they will not be allowed to return to the unit.  An exception may be granted 

if they successfully complete a rehabilitation program approved by IHFA. 
 

IHFA may require proof of absence.  This could include:  proof of new address (utility bills, 

lease, drivers license, etc), verification of student status, statement from other agencies, or 

notarized statement from household if no other proof can be provided. 

IHFA must count all income of every household member who is named on the lease including 

those who are temporarily absent from the household. 
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If the Head or Co-Head is serving in the military, IHFA will count all regular pay, special pay 

and allowances (whether the person is living in the dwelling or not).  The exclusion to this is 

special hazardous duty pay for exposure to hostile fire. 

If the household is a one-parent home and the children have been removed from the parent, the 

parent will retain their current eligibility for up to six (6) months.  If after six (6) months from 

the initial removal date, the children have not been returned to the home, the remaining 

member will be issued the appropriate size Section 8 Voucher and will be required to move. 

Children who are subject to joint custody must live in the unit 50% of the time or more to be 

considered household members. 

If the sole member of the household has to be admitted to a hospital or nursing home, the tenant 

or guardian/family member will need to provide medical documentation which verifies whether 

they are to be considered temporarily or permanently absent.  Under medical circumstances, a 

tenant will be allowed to be out of the household for longer than the 120 day period already 

stated, but no longer than six (6) months.  Unless extenuating circumstances exist which 

warrant extraordinary consideration, the household member will be considered permanently 

absent after six (6) months and the lease will be terminated. 


