
© Copyright 2017 Nan McKay & Associates, Inc. Tenant Selection Plan 8/12/2025 

Unlimited copies may be made for internal use. 
Page 3-1 

Chapter 3 

WAITING LIST PROCEDURES 

3-A. PLACEMENT ON THE WAITING LIST 

The O/A must review each completed application received and make a preliminary assessment 

of the family’s eligibility. Areas to be reviewed include requirements for income, household 

size/composition, student status, special status requirements such as age or disability status if 

needed, and criminal history. Applicants for whom the waiting list is open must be placed on the 

waiting list unless the O/A determines the family is ineligible.  

Placement on the waiting list does not indicate that the family is, in fact, eligible for admission. 

When the family is selected from the waiting list, the O/A will verify any preferences claimed, if 

applicable, and determine eligibility and suitability for admission to the program. 

No applicant has a right or entitlement to be listed on the waiting list, or to any particular 

position on the waiting list. 

Ineligible for Placement on the Waiting List 

O/A Policy 

If the O/A determines from the information provided that a family is ineligible, the 

family will not be placed on the waiting list. When a family is determined to be 

ineligible, the O/A will send written notification of the ineligibility determination within 

10 business days of receipt of the completed application. 

The written notice will specify the reasons for ineligibility, and will inform the family of 

its right to respond to the owner in writing or request a meeting within 14 days to dispute 

the rejection. The notice will state that applicants who are persons with disabilities have 

the right to request a reasonable accommodation. 

Eligible for Placement on the Waiting List 

O/A Policy 

The O/A will send written notification of the preliminary eligibility determination within 

10 business days of receiving a completed application. If applicable, the notice will also 

indicate the waiting list preferences for which the family appears to qualify. 
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3-B. PREFERENCES [HUD Handbook 4350.3, REV-1, CHG-4, Section 4-6; 

24 CFR 5.655(c); Notice H 2013-21] 

O/As must describe the method for selecting applicant families from the waiting list, including 

the system of admission preferences that the O/A will use, if any. O/As are permitted, but not 

required to, establish local preferences as long as they are subordinate to any program-specific 

preferences. Preferences do not guarantee admission. O/As must inform all applicants about any 

available preferences and give all applicants the opportunity to show they qualify for available 

preferences. While HUD rules currently include four types of preferences, Section 8 properties 

may only implement owner-adopted preferences or state and local preferences. HUD approval is 

required for any state, local, or residency preferences. Owners may implement owner-adopted 

preferences outside of those cited in the regulations, such as a preference for homeless families 

[Notice H 2013-21]. If a homeless preference is adopted, it must be included in this TSP, which 

must then be submitted to HUD for approval. 

Definitions 

A displaced family is a family in which each member, or whose sole member, has been displaced 

by government action, or whose dwelling has been extensively damaged or destroyed as a result 

of a disaster declared or otherwise formally recognized pursuant to federal disaster relief laws. 

O/A Policy 

No owner-adopted preferences will be given. Approved applicants will be housed based 

solely on the date and time of their application. The property is required to give the 

statutory preference for families displaced by federally declared disasters or government 

action. 

3-C. INCOME TARGETING REQUIREMENT [HUD Handbook 4350.3, REV-1, CHG-4, 

Section 4-25] 

HUD requires O/As with Section 8 units to ensure that during a fiscal year at least 40 percent of 

the dwelling units assisted under the contract that become available, together with initial 

certification of in-place families (with the exception of in-place residents at the time of a RAD 

conversion), be extremely low-income (ELI) families. ELI families are those with annual 

incomes at or below the federal poverty level or 30 percent of the area median income, 

whichever number is higher [FR notice 6/25/14]. To ensure this requirement is met, the O/A may 

skip non-ELI families on the waiting list in order to select an ELI family.  

Current households in properties converting to PBRA under RAD are not subject to income 

targeting provisions at the time of conversion. 

O/A Policy 

The O/A will monitor progress in meeting the ELI requirement throughout the fiscal year. 

ELI families will be selected ahead of other eligible families on an as-needed basis to 

ensure that the income targeting requirement is met. 
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3-D. OPENING AND CLOSING THE WAITING LIST 

Should the wait for one or more bedroom size become excessive (exceeding 12 months), the O/A 

can, at their discretion, close the waiting list and no longer accept applications.  

O/A Policy 

Should the wait for one or more bedroom size become excessive (exceeding 12 months), 

the O/A can, at their discretion, close the waiting list and no longer accept applications. 

When the waiting list is closed, the O/A will make the public aware of the waiting list 

closing through the advertising and notification procedures outlined in the HUD-

approved Affirmative Fair Housing Marketing Plan (AFHMP), and will state the reasons 

for closing the waiting list. Should the O/A close the list, the O/A will refuse to take 

additional applications. 

When the O/A reopens the waiting list for one or more bedroom sizes, it will again notify 

the public in the manner outlined in the AFHMP. This notification will be extensive and 

will state how, when, and where to apply for an apartment and how applications will be 

added to the waiting list.  

3-E. UPDATING THE WAITING LIST [HUD Handbook 4350.3, REV-1, CHG-4, 

Section 4-18] 

Whenever a change is made in the waiting list, an action is taken, or an activity specific to an 

applicant occurs, a notation must be made on the waiting list. 

O/A Policy 

The waiting list will be updated as needed to ensure that all applicant information is 

current and timely. 

To update the waiting list, the PHA will send an update request via first class mail to each 

family on the waiting list to determine whether the family continues to be interested in, 

and to qualify for, the program. 

As part of the initial pre-application or application, the PHA will ask the family for their 

preferred methods of communication, which may include mail, phone, text message, 

email, or contact through a representative or service provider. 

This update request will be sent to the last address that the PHA has on record for the 

family as well as any additional contact methods identified by the family. The update 

request will provide a deadline by which the family must respond and will state that 

failure to respond will result in the applicant’s name being removed from the waiting list. 

The family’s response must be in writing and may be delivered in person, by mail, by 

email, or by fax. Responses should be postmarked or received by the PHA not later than 

10 business days from the date of the PHA letter.  

If the family fails to respond within 10 business days, the family will be removed from 

the waiting list without further notice. 

If the notice is returned by the post office with no forwarding address, the applicant will 

be removed from the waiting list without further notice. 
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If the notice is returned by the post office with a forwarding address, the notice will be re-

sent to the address indicated. The family will have 10 business days to respond from the 

date the letter was re-sent. If the family fails to respond within this time frame, the family 

will be removed from the waiting list without further notice. 

When a family is removed from the waiting list during the update process for failure to 

respond, the PHA will contact an unresponsive applicant through all means available, 

which may include via mail, phone, email, and text message. The PHA will give that 

family a reasonable period of time to respond with their interest so as to not inadvertently 

remove an applicant who remains interested but may have moved, changed their contact 

information, or otherwise are difficult to reach. No informal hearing will be offered in 

such cases. Such failures to act on the part of the applicant prevent the PHA from making 

an eligibility determination; therefore no informal hearing is required. 

If a family is removed from the waiting list for failure to respond, the PHA may reinstate 

the family if the lack of response was due to PHA error, or to circumstances beyond the 

family’s control, as a result of a family member’s disability, or as a direct result of status 

as a victim of domestic violence, dating violence, sexual assault, stalking, or human 

trafficking, including an adverse factor resulting from such abuse 

3-F. SELECTION FROM THE WAITING LIST 

Waiting lists will be divided into sub-lists based upon unit size, unit type, and accessibility 

features needed. By matching unit and family characteristics, it is possible that families who are 

lower on the waiting list may receive an offer of housing ahead of families with an earlier date 

and time of application, higher preference status, or preceding lottery number. Further, all 

selections from the waiting list will be made considering income targeting requirements.  

O/A Policy 

The O/A will select applicants from the waiting list according to the date and time of 

application, on a first-come, first-served basis. 
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3-G. APPLICANT INTERVIEW [HUD Handbook 4350.3, REV-1, CHG-4, Section 4-24] 

When an appropriate unit will be available in the near future, the O/A must interview the 

applicant family to obtain current information about the family’s circumstances. All information 

listed in Chapter 4 of the HUD Handbook 4350.3 must be discussed. 

O/A Policy  

The PHA will notify the family by first class mail when it is selected from the waiting 

list.  The notice will inform the family of the following: 

The family has reached the top of waiting list.  In the letter, it will list the items to be 

filled out, signed, and returned to the HRA office.  The initial application and other 

required documents will need to be completed and returned to the HRA office within 10 

business days.   A list including all documents that must be provided, including what 

constitutes acceptable documentation. 

If the completed application is not returned within the 10 business days, the family will 

be sent a denial letter.   

Once the initial application is received and the initial background check has been 

completed, an interview will be scheduled and a letter will be sent informing the family 

of: 

Date, time, and location of the scheduled application interview, including any 

procedures for rescheduling the interview. 

 Who is required to attend the interview 

If a notification letter is returned to the PHA with no forwarding address, the family will 

be removed from the waiting list without further notice. Such failure to act on the part of 

the applicant prevents the PHA from making an eligibility determination; therefore no 

informal hearing will be offered. 

 


