EXHIBIT 3
MANAGEMENT PLAN OUTLINE

NAME OF DEVELOPMENT:       
OWNER:       
MANAGEMENT AGENT:       
This plan should cover all pertinent areas of management so that it provides a comprehensive and detailed description of the policies and procedures to be followed in the day-to-day management of the development.  If you have something that addresses all of these areas, you may submit it instead of completing the following outline.  This plan should be property and management agent specific.

1.
Role and Responsibility of Owner and Managing Agent
a.
Who shall represent the Owner in matters relating to the management of the development?  Please specify the contact person, address, telephone number, and fax number for the ownership entity to whom all correspondence should be directed.       
b.
What are the lines of authority, responsibility, and accountability within the management entity (i.e., provide organizational chart)?       
c.
In what areas or under what conditions - managerial and financial - must the management agent consult the owner before taking action (i.e., what limits are placed upon the agent’s authority)?       
d.
Outline the respective responsibilities of the owner and the managing agent.  Are these responsibilities clearly defined so as not to overlap?          Are they clearly assigned?         Are all basic responsibilities covered?       
2.
Staffing
a.
What are the anticipated staffing needs of the development?  What wages/salary shall apply to each position (including costs associated with benefit package, FICA, etc.)?      
b.
What are the duties and responsibilities of each staff person?  Please provide job descriptions.        
c.
Which staff persons will be required to live at the development?       

What conditions and controls apply to employee apartments, i.e., is continued occupancy conditioned upon employment?       
d.
What qualifications is each staff person expected to possess?       
e.
Is there a probation period?         Will there be regular performance reviews?        What rules shall apply to employees, i.e., conduct, attendance, appearance, etc.?       
f.
Is all hiring in conformance with Equal Employment Opportunity and other applicable federal, state and local requirements?       
3.
Marketing and Tenant Selection
a.
How will the rental staff be instructed in local, state, and federal fair housing laws, including Executive Order 11063, the Civil Rights Act of 1968, ADA, and 504 (if applicable)?         Provide a copy of any instructions to be used in this training.

b.
What are the tenant selection criteria to be used in the selection of applicants for the development?         What screening methods will be utilized?       
c.
What is the policy governing the assignment of family size and composition to the various types of dwelling units in the development?       
d.
Who is responsible for selecting tenants?         Is this selection subject to review?        If so, under what conditions and by whom?         Is there an appeal process for applicants rejected for occupancy?       
e.
What application fees or earnest money deposits will be required of applicants?        How will these fees or deposits be applied?       
4.
Procedures for Determining Tenant Eligibility and for Certifying and Recertifying Incomes

a.
What procedures will be employed so as to certify the applicant’s income and eligibility for occupancy in the development?       
b.
What measures will be taken to protect the confidentiality of personal data on the tenant or applicant?       
c.
Who will be responsible for performing the certification and recertification functions?       
d.
What procedures will be followed so as to ensure that recertifications are performed on schedule?       
5.
Plans for Carrying out an Effective Maintenance and Repair Program
a.
What procedures will be used to control the purchase of maintenance equipment, parts, and supplies?         Who is authorized to make such purchases and what is the maximum expenditure authorized?       
b.
What procedures have been developed to inventory maintenance equipment, parts, and supplies?         Who is responsible for maintaining this inventory?       
c.
What procedures have been developed to service appliances and mechanical equipment and to insure compliance with all federal, state and local requirements?         What provisions have been made to comply with OSHA requirements?       
d.
What procedures will be used in inspecting dwelling units while occupied for maintenance requirements or possible tenant abuse?         What are the procedures for inspecting units prior to move-in by new or transferred tenants?       
e.
What procedures will be employed in preparing vacant units for new tenants?       
f.
How will work orders be handled?         Is there follow-up on work orders?  How is work quality controlled?       
g.
How will reimbursement for tenant damages be billed and collected?       
h.
What is the schedule for interior and exterior painting and redecorating?       
i.
How will grounds upkeep and maintenance be carried out?       
j.
What is the schedule for cleaning entryways, halls, and other common areas?       
k.
How will emergency repairs be handled?        How will after-hour emergencies be handled?       
l.
Is there a procedure which provides for the regular inspection of buildings and grounds?        Is an inspection report utilized?       
m.
Please provide a copy of the preventive maintenance schedule to be followed.  How will adherence to this plan be documented?       
6.
Rent Collection Policies and Procedures
a.
What are the rent collection policies and procedures for the development?       Please provide a copy of rental collection policy.

b.
Where will rental payments be accepted?       In what form will rental payments be accepted?       
c.
What accounting controls will be employed to protect against losses of rental income?       
7.
Program for Maintaining Adequate Account Records and Handling   Necessary Forms and Vouchers
a.
How will monthly operating reports be prepared and handled?        If not previously provided to VHDA during the Management Agent Qualification Review, please provide a sample copy of your monthly operating report.

b.
What is the time frame for providing monthly operating reports? (i.e., by what day of the following month will the report be prepared?)       
c.
Are all operating funds maintained by the management company?       If not, what other entity maintains operating funds?       What bonds and/or insurance coverage are maintained to protect against losses from employee dishonesty?       Please provide a Certificate of Insurance for each coverage maintained.

8.
Plans for Tenant - Management Relations
a.
What orientation materials/services are to be provided tenants to acquaint them with the project?         Care of the unit?         Requests for maintenance?       
b.
How will tenant complaints or grievances be handled?       
c.
If there is a community room in the development, how will it be utilized and what rules will govern its use?  Indicate hours of operation, staffing, etc., for the community room (as well as any other recreational facilities).       
d.
Will the managing agent assist the tenants, if requested, in establishing and maintaining a resident organization?       
e.
What is management’s plan for the delivery of community/resident services within the development?       
9.
General Administration
a.
What regular hours of work will be observed by the staff?        What office hours will be observed?       
b.
How will management services be provided when key staff is on vacation?       
c.
Will the on-site staff be involved in any employment that is not connected directly to this housing development?       
d.
What services or amenities will be available to the residents at extra cost?        How will these services or amenities be handled?  Specify any additional charges over and above the base contract rent.       
e.
Describe type and level of security service to be provided for this development.       
f.   On developments/units expected to be eligible for federal tax credits, specify who will determine the utility allowances for each unit and what procedure will be utilized in determining these allowances.  How often and how will these allowances be updated?       
Exhibit 3 – Management Plan Outline

4 of4

