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What Eligibility Restrictions Apply?

No households or incomes of convenience;

Cannot own a home or interest in a home in the USA or abroad;

Minimum household size;

Minimum and maximum gross annual income limits;

Maximum asset limit; AND

All Head(s) of household cannot be a full-time student and status must be verified directly by
institution at the time of an income certification; Student restrictions apply to PhD students.

What is a Household?

A “household” includes all persons who will reside in an apartment. A Household includes babies,
children teenagers and adults, regardless of their ability to earn or receive income;

At time of income certifying, unrelated household members applying together must provide
verification of mutual residency with all household members leading up to September 18%, 2023;
A household which consists of ONLY full-time students (including PhD) is not eligible to apply;
Applicants may not submit multiple applications as a member of multiple households;

An unborn child is considered a household member if the mother is in her third (3rd) trimester of
pregnancy at the time of the lottery.
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e Minors under shared custody are considered household members if they live with the applicant at least
50% of the year. Adult dependents attending college as full-time students are considered household
members.

Legally married couples shall both be considered part of the household, even if separated. However, in
situations where a household member is legally married to a spouse absent from the household (whether or
not officially divorced or separated) and the absent spouse will not be moving into the inclusionary condo, the
applicant must provide current verification: (1) if divorced, a copy of a divorce decree; (2) if not divorced, a copy
of a separation agreement; (3) if the applicant does not have the documentation in #1 or #2, documentation of
residing in separate addresses (such as copies of leases). Where no such documentation exists of residing at
separate addresses, a notarized affidavit from the parties (or party in the event it is not safe or possible for both
parties to do so) that they are separating and will be residing at separate addresses as of a certain date. Without
any of the above verification, the ex-spouse will be considered part of the household and their income and
assets will be counted in determining income eligibility, even if they do not plan on residing there.

Verification from a treating physician of being in the third (3™) trimester, verification of full-time student
status, custody arrangements or documentation of separation/separate residencies will be required at the
time of income certification.
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What is Considered Income?

Income is defined as all amounts, monetary or not, that goes to or is received on behalf of any household
member, even if the family member is temporally absent. Income includes all amounts anticipated within the
next 12 months going forward from the time of an income certification. Income information provided at the
time of an income certification will be assumed to be true over the next 12 months unless there is source
verification indicating otherwise. Income includes interest accrued from assets to which any household
member has access. It is the applicant’s responsibility to accurately divulge anticipated changes in income.

Examples of income include but are not limited to earnings from a job or self-employment including earnings
from one-time events/gigs such as earnings from yard sales & art sales, childcare; Fundraising Campaigns (Go
Fund me, Crowd Source, etc.); Unemployment Benefits; Pensions/Social Security/Disability Benefits; informal
or formal Child Support (received or owed); Assistance from family/friends; Starting or closing of businesses.

Examples of anticipated income changes include but are not limited to seasonal work, changes in work hours,
raises, bonuses, overtime pay, cost of living adjustments (COLAS), commissions, gain or loss of employment or
income source, gain or loss of clients.

For self-employed household members: Self-employed household members (ride-share drivers,
artists/musicians, business owners, etc.) must complete Profit/Loss Statements for each business at the time
of an income certification. The Profit/Loss Statement must indicate month-by-month self-employment
revenue and IRS allowable deducted business expenses for a 12-month period preceding the time of the
income certification AND a Profit/Loss Statement for the 12 months following the date of the income
certification showing month-by-month anticipated business revenue and IRS allowable deducted business
expenses. For each claimed deductible business expense, back-up verification is required (contracts, receipts,
payment verifications, paid invoices, etc.). Verifications must match the monthly deductions listed in the
Profit/Loss Statements. The household member must explain or show how they arrived at their monthly
deductions in writing.

What is the Asset Limit?

The maximum asset limit is set at $75,000 in liquid assets, excluding restricted retirement, health, and college
savings plans. This asset limit applies to all household members and includes all assets or joint interests in
assets held in the United States or abroad. All assets for all household members must be disclosed in the pre-
lottery application and the most recent three (3) months of complete statements for all accounts must be
provided at the time of an income certification. Assets which the applicant(s) hold and may not use or have
access to are still considered assets and statements must be provided. In cases where an asset was recently
closed, verification must be provided. Applicants must disclose all joint accounts held with absent
spouses/household members in the application.

Examples of assets include but are not limited to: Saving/checking accounts; CDs; mutual funds; investment
accounts; IRAs; 401Ks; 457B; 403Bs; bonds; digital currency (Bitcoin, etc.); payment apps (Venmo/Paypal,
Square etc.); life insurance; community funds; fundraising campaign platforms (Go Fund Me etc.), cash on
hand, real estate, any investments held abroad etc.

Failure to disclose all current or anticipated income and assets may result in a determination of ineligibility
at the time of the income certification.

Can I Apply if ] Own a Home?



Applicants owning property or interest in property are ineligible for an income-restricted rental apartment
unless they are in the process of selling their home and have sold it prior to the completion of an income
certification. Proceeds from the sale of property will be counted towards the asset limit and must be
documented during an income certification. Households are not permitted to rent an income-restricted unit if
the sale of the home has not yet occurred by the date the income certification is completed, the household
will not be eligible to receive a Proceed Letter and will be placed at the bottom of the lottery wait-list.

What Is the Significance of a Preference & How Do I Qualify?

Living or working in Somerville full-time may qualify you for a preference in this lottery. To receive a
preference, a household must indicate in a pre-lottery application that they live or work full-time in
Somerville and current documentation for preference eligibility claims will be verified at the time of an
income certification. Verification must be current (dated within 30 days) at the time of an income certification.
Households that apply with a preference and are unable to provide necessary documentation to verify
preference eligibility will be placed at the bottom of all waitlists.

If you are eligible for a preference, you will have a greater chance of being selected no. 1 for a unit in the
lottery or be closer to the top of the waitlist for a unit. Households who either currently reside or are required
to physically work full-time (32 hours or more) within the boundaries of the City of Somerville may receive a
preference. Both live and/or work in Somerville preferences are co-equal. Applicants do not receive a greater
preference if they both live and work in Somerville. The duration of your residency or employment in
Somerville does not impact preferences.

Households that are ineligible for a preference may still apply and they will be placed on the waitlist behind
households with preferences. Upon tenancy turnover, wait-listed households may have the opportunity to
income certify for an apartment. Maloney Properties cannot determine the odds of moving into an apartment
as the total number of applications received and the ratio of applicants with a preference is only known after
the deadline. Households are encouraged to explore income-restricted housing opportunities in the city which
they live or work to learn if these programs offer local live/work preferences.

Co-equal preference will be provided to eligible applicants providing current verification of living or physically
working full-time in Somerville (32+ hours/week). Preference documentation must be dated within 30 days of
an income certification. Below includes acceptable documentation to receive a Somerville preference.

Proof of residency may include:
e Current signed lease; OR
o Notarized letter from landlord confirming ownership of property and applicant tenancy at property; OR
e Utility bill with current statement date. Do not use the bill due date; OR

e Bank/credit card/cable bill statement with Somerville address with a current statement date; OR

e Current voter registration, showing registration date within the last 30 days.

Proof of employment in Somerville may include:
e Signed and dated letter from employer on company letter head that includes the Somerville address where you

work AND the number of hours you work per week in Somerville; OR

e A current paystub showing the Somerville address of where you work AND the number of hours you work per pay

period.
e Ownership of a business does not mean you work there. Business owners must provide verification of ownership, a

current bill connecting the owner’s name with the address of the Somerville business AND a current paystub
showing the number of hours worked OR if paystubs are not available, a notarized affidavit confirming the number
of hours worked per week at the Somerville business.



Somerville work preferences may not be granted for households providing co-working spaces as verification
of employment in Somerville.

PREFERENCE VERIFICATIONS MUST BE COMPLETE AND INCLUDE ALL PAGES

What Is a Complete Application?

ONLY complete and eligible applications are included in the lottery. Maloney Properties staff may review
applications for completion and provide assistance, however it is the applicant’s responsibility to submit a
complete application. Applications that are submitted within one (1) week of the application deadline may not
be reviewed or have an opportunity to update the application. A complete application includes:

1. All questions on the application are answered. Applicants must write “N/A” or cross out questions that
are not applicable. No part of the application should be left blank. Correspondence will be via email if
the household has an email address or via regular mail if the household does not have an email

address. Applicants will be notified in writing in advance of the lottery if their applications are
incomplete or otherwise ineligible. Only applicants that submit their applications more than 5 business
days prior to the application deadline will have the opportunity to update their application if found
incomplete or ineligible;

Household must disclose all assets and income (and changes) for the next 12 months;

The application must be signed on the last page by all adult household members age 18+;

The applicant’s name, email and phone number must be printed and legible;

vk W

Households must indicate preference eligibility on the application. Preference to be verified at the time
of income certification; And

6. Households must indicate having a rental voucher on the application. Verification will be required at
the time of an income certification.
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How Will I Know if My Application Has Been Received?

Households to be included in the lottery will receive Unique Identifiers once an application has been reviewed
and deemed eligible for the lottery. Unique Identifiers are used to keep applicant names confidential. Unique
Identifiers will be provided via email to applicants providing emails and with a phone call to those without
access to an email.

When is the Lottery?

The lottery will be held virtually through Zoom approximately 1-2 weeks following the lottery application
deadline. All participating applicants will receive unique identifiers and information to join the virtual lottery,
prior to the drawing. Attendance of the lottery is not required. All unique identifiers will be called in the order
in which they are drawn and placed on a lottery list. The lottery itself will be posted on Maloney Properties’
website.

How Will I Know of My Position on the Lottery Wait-List?

The winner(s) in the lottery will be contacted by Maloney Properties within one (1) day to initiate an income
certification. Households that have not been contacted by the Maloney Properties within one (1) day have
not been selected no. 1 in the lottery. The results of the lottery will be posted on the City of Somerville
Inclusionary website. Participating applicants who did not win may learn of their positioning in the lottery by
viewing the website.

What Happens If I Am Selected No. 1 in the Lottery?

The applicant whose unique identifier is number one (1) in the lottery for each unit will be contacted
immediately after the lottery by phone and email or regular mail. Households have 5 business days from the
date of notification to submit all required preference, rental voucher, income, asset and Federal Tax
documentation to Maloney Properties needed to verify a household’s preference and eligibility status (more
details on required documents under, What Does an Income Certification Require, below. This household
must submit the income documentation listed below, including 2023 Federal Tax, W2s as well as complete
income and asset documentation to Maloney Properties. Maloney Properties reserves the right to request
additional income and asset documentation as necessary to complete an income certification.

Upon reviewing the initial information provided, Maloney Properties staff will contact the applicant with a first
(1%%) request for complete documentation which discloses and verifies all household income sources, assets
and most recent Federal Tax Returns. This request will outline specific items needed to determine eligibility.
The household will have five (5) business days from this notification date to submit the requested
documentation. Maloney Properties will provide applicants with three (3) such requests thereafter. If the
household is unable to provide requested documentation after three (3) additional requests are made and all
required documentation to determine eligibility is not received, Maloney Properties staff may conclude that
the requested information is not provided in a timely manner or in good faith effort. Maloney Properties
reserves the right to discontinue the income certification and offer this opportunity to the next household on
the lottery wait-list.

Household no. 2 will be notified if household No. 1 is determined ineligible or unable to lease-up. They will
have five (5) business days from notification to submit initial income documents to Maloney Properties.
Households participating in the lottery should set these documents aside prior to the lottery to facilitate
timely submission to Maloney Properties after the lottery. Where there are two (2) apartments at the same
income limit, household no. 1 and no.2 will be notified immediately to income certify.
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What Does an Income Certification Require?
Income documents include but are not limited to:

10.
11.

12.
13.
14.
15.

Preference verification that is within 30 days of initiation of an income certification;

Current verification of a rental voucher, if applicable;

2023 Federal Tax Returns, all pages and schedules, including W2s and any 1099s or a letter from the IRS confirming
that you did not file taxes. If 2023 taxes have not yet been filed, we will require proof of a tax extension and the
previous year of tax returns. If your Federal Tax Return includes W2s from employer(s) you are no longer working
for, termination of employment must be verified directly from the former employer. This letter must be on the
company letterhead, signed, dated, including your last date of employment, whether there are any pending
payments and the company’s intent to rehire you within the next 12 months. Do not provide State Tax Returns.
Most recent three (3), consecutive months of paystubs and/or other income documentation (child support,
pensions, Social Security benefits, pages 5-6 for more on income). Households selected no. 1 must provide
statements for the months of August 2023, July 2023, June 2023.;

Employer Verification forms signed by the employee(s) with the employer’s contact information (the form will be
sent directly by the Maloney Properties to employers);

Most recent three (3), consecutive months of all asset statements for all household members including but not
limited to all account types listed in the Asset Section of this Info. Packet on page 6. Households selected no. 1 must
provide asset statements for the months of August 2023, July 2023, June 2023. For statements that are issued on a
quarterly basis, the most recent quarterly statement should be submitted. Explanation of deposits (Maloney
Properties to provide form) for all asset accounts including all unexplained deposits*;

Signed and notarized affidavit disclosing the amount of cash on hand;

No Income Statements for adults in the household not receiving income signed and notarized by both the adult not
receiving income and the head of household. Maloney Properties will provide you with this Statement;
Verification of student status directly from learning institutions for household members who are 18+ and full or
part-time students;

Verification of business ownership;

Two (2) profit and loss statements for household members who are self-employed (Lyft & Uber included). One (1)
profit and loss statement must disclose business revenue including IRS eligible deductions for the last twelve (12)
months. The second profit and loss statement must disclose anticipated revenue including expenses for the next
twelve (12) months;

Verification of having a history of living together if household members are unmarried and unrelated;

Verification of custody of a minor; Verification of divorce decree;

Verification of real estate under sales agreement;

Other documents may also be requested by the City at the time of the income certification.

*For each unclear deposit into bank/asset statements (cash deposits, transfers from persons outside of the
household, etc.) households must explain the source and nature of each deposit.

DO NOT SUBMIT INCOME & ASSET DOCUMENTATION WITH YOUR PRE-LOTTERY APPLICATION.
Income assets and tax returns are only required if a household is selected in the lottery.

Eligibility Determination
Households will have the opportunity to select an apartment for which they are eligible based on their
placement in the lottery drawing for that unit, income tier and preference pool. For example, a two (2)-person
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household applying for both 1BR and 2BR apartments, with a Tier 1 income (50% AMI) selected no. 1 in the
lottery will have the first opportunity to choose an apartment amongst all available 1 and 2BR apartments
available to households with incomes at Tier 1. When a household is found income eligible, Maloney
Properties issues a Proceed Letter outlining the next steps. Once certified and after having received a Proceed
Letter, the household will contact the property management which will then conduct their own credit and
background screening. If approved by the property management a lease will be offered. Only after a lease is
offered and a move in date is agreed upon in a lease and lease rider, should the tenant give their current
landlord notice. The Proceed Letter will provide further information regarding agencies that may provide start-
up costs assistance if needed (up to $3,000 in startup/moving costs assistance based on available funds).

DO NOT provide notice to a current landlord until a lease is offered.

Appeals

Pre-lottery determination of eligibility by Maloney Properties is based upon the following: 1) having a
complete application; 2) having the appropriate household size for the particular Unit; 3) having the
appropriate income that falls within the Unit’s stated eligibility range, based on what the households self-
report for income in the application. The Housing Division has adopted the U.S. Department of Housing and
Urban Development (HUD) 24 CFR 5.609 Part 5 definition of “Annual Income” which anticipates gross income,
including income from assets, over the next 12 months. Staff annualize what households self-report as their
monthly income and compare that against the income eligibility range the Unit is designated at. It is the
applicant’s responsibility to disclose accurate information and to complete the entire application before the
deadline. If any errors were made which affected the applicant’s eligibility to participate in the lottery, the
applicant has five (5) business days from the date of an email/eight (8) business days from the date of a letter
regarding ineligibility to correct the error/discrepancy with the Maloney Properties by replying to the
email/letter. The correction must include specific terms (for example, inclusion of income sources no longer
received, forgotten household members, questions left blank, or assumptions made in the calculation).
Households can also make the correction by providing an updated application with the changes initialed and
dated.

Post lottery/income certification determination: A household deemed ineligible upon the completion of the
income certification process has the right to appeal the income?! determination. To initiate the appeals
process, the applicant must send a written Appeal Request to Maloney Properties within one week of receipt
of the ineligibility determination. A written request includes one sent by email. In this written request to the
Director of the Housing Division, the household must identify in specific terms (for example, inclusion of an
income source no longer received, or assumptions made in the calculation) what about the determination is
being appealed. If a household needs more time to identify in specific terms what about the determination is
being appealed, the household must identify good cause for additional time, and still must send a notice of
intent to submit a written appeal request within one week of the receipt of the ineligibility determination.

While it is the responsibility of the household to provide Maloney Properties with all of their current income
documents and to disclose all reasonably anticipated income within the next 12 months upfront during the
initial certification process, if there are other documents the household wishes to supply that are new, that
provide clarifying information, or are unanticipated/unexpected, the household should state such in its
written appeal, and either include the additional documents in the appeal request, or provide a timeline
within which such documents can be provided. It is within the discretion of the Housing Director whether to
accept/wait for additional documents; however, the documents should be provided without any unreasonable

1/ G GATARN S BishHbT @R 24 CFR 5.609 3=¥id "a1fifes MG BT HIT 5 1 TRHTSTATS 3U-TTH! B |
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delay, with time being of the essence. The Housing Division Director will consider the appeal request and any
new information or documentation provided and make a determination.

The household will be notified in writing by the Housing Director regarding the outcome of the appeals
determination, including the reasons and supporting facts and documents relied upon. Such determination
shall be made within 10 business days of receipt of complete appeal documents, and if such determination
cannot be made within 10 business days, the Housing Director will provide a reason why additional time is
needed, along with an estimate as to how much additional time is needed.

While an appeal is pending, Maloney Properties may proceed with income certifications of the next person(s)
on the wait list but not to the point where the appealing applicant would be denied the opportunity to rent or
purchase the subject unit (if the appeal were to be decided in his/her favor). The following agencies may be
able to provide (free) assistance with the applicant’s appeal:

Cambridge and Somerville Legal Services (CASLS)

60 Gore Street, Suite 203, Cambridge, MA 02141 Phone: (617) 603-2700
Community Action Agency of Somerville, Inc. (CAAS)

66-70 Union Square, Suite 104, Somerville, MA 02143 Phone: (617) 623-7370

City of Somerville Office of Housing Stability (OHS), Director Ellen Shachter

50 Evergreen Avenue, 1% floor, Somerville MA 02145 Phone: (617) 625-6600 x2580

A copy of this appeal process, including the name, mailing address, and email address of the Director of the
Housing Division, shall be provided to the applicant with the OSPCD’s Housing Division’s written
communication of its initial denial of income eligibility.

What Restrictions Apply to These Units?

The opportunity to rent an income-restricted apartment at below market rent is offered through the City of
Somerville’s Inclusionary Housing Program. As an inclusionary (affordable/income-restricted) apartment,
certain eligibility requirements and restrictions apply. You will sign a “Lease Rider” annually which describes
the restrictions on the apartment and your responsibilities as a program participant. These restrictions will
remain with the apartment permanently and will apply to you and all subsequent renters. The following is an
overview of the most important aspects of the Lease Rider and is meant for informational purposes only.

» Principal Residence: The unit must be used as your primary principal residence;

> Student Status: Head of household cannot be full-time students;

» Income Eligibility: Income certifications are good for one (1) year. Annual income re-certifications are
required in order to continue to lease an affordable unit. You must remain income eligible in order to
occupy an affordable rental unit.

o If your household occupies a Tier 1 (50% AMI) unit, your household can increase income up to
140% of 50% of the Area Median Income. If household income exceeds 140% of 50% AMI at the
time of a re-certification and you wish to remain in the affordable unit, you will be charged a
rent calculated as affordable to a household at 80% AMI. If your household occupies a Tier 3
(81%-110% Area Median Income) unit, your household can increase income up to 120% of Area
Median Income. If your household exceeds 120% AMI, they will no longer be eligible for the
unit and must vacate the unit upon the end of the current lease term.

o Rents may increase annually.

» Renting: Households may not sublet, rent out or Airbnb the affordable unit or space in a unit under any
circumstance.
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