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Background 
 

116 Norfolk Street is a property owned by the Cambridge Housing Authority (CHA) that was originally 

federally‐assisted public housing serving elderly and disabled tenants, but will be converted to Section 8 

Project Based Voucher (PBV) Program and shifted in program to be Permanent Supportive Housing for people 

exiting homelessness. To preserve and improve the property for the long‐term, the Cambridge Housing 

Authority plans to transfer the property to a Limited Liability Corporation (LLC) in order to be able to access 

Low Income Housing Tax Credits and other sources of financing. Once converted, there will be a new owner 

of the property. An affiliate of the CHA is a member of the LLC, together with an investor. CHA will continue 

to be the property manager of the development under a Management Contract with each LLC. Because CHA 

will be the property manager and will maintain the waitlist, references in this plan refer to the CHA, rather 

than the ownership LLC, as CHA is acting on behalf of the ownership LLC. 

Any conflicts between the following document and the CHA Administrative Plan are to be superseded by this 

plan. All Administrative Plan tenets not in conflict with this document will apply at 116 Norfolk Street. The 

Section 8 Administrative Plan will be amended to incorporate the Tenant Selection Plan for 116 Norfolk Street. 

Since the PBVs at 116 Norfolk Street are project-based and attached to the unit, tenants selected from the 

waitlist by the Owner will automatically also be in receipt of a PBV voucher.   

After construction, 116 Norfolk Street will be 62 units of studio apartments, all affordable. Three of those 

apartments will be fully accessible. There will be no off-street parking on-site. Funding for this construction 

project comes from Low Income Housing Tax Credits with Red Stone Equity Partners as the investor, and loans 

from the Cambridge Affordable Housing Trust, Cambridge Trust Company, Massachusetts Housing 

Partnership, and Cambridge Housing Authority. 
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CHAPTER 1 FAIR HOUSING AND NON DISCRIMINATION 
 

1. Civil rights laws guarantee the rights of applicants and resident households to equal treatment 
by the Housing Authority in operating its programs. It is the policy of CHA to comply with all 
federal Civil Rights laws and applicable state laws in effect and subsequently enacted, including 
but not limited to: 

 
a. Title VI of the Civil Rights Act of 1964, which forbids discrimination on the basis of 

race, color, religion, or national origin; 
 

b. Title VIII of the Civil Rights Act of 1968 (as amended by the 1974 HCDA and the Fair 
Housing Amendments Act of 1988), which extends protection against discrimination based 
on sex, disability and familial status, and spells out forms of prohibited discrimination; 

 
c. Age Discrimination Act of 1975, which prohibits discrimination based on age in federally‐

assisted programs; 
 

d. Title II of the Americans with Disabilities Act, otherwise Section 504 of the rehabilitation Act 
of 1973 and the Fair Housing Amendments Act govern (Title II deals with common areas 
and public space, not apartments); and 

 
e. All applicable State laws, including but not limited to Massachusetts General Laws Chapter 

151B and Chapter 12 Section 11H. 
 

2. CHA does not discriminate because of race, color, age, national origin, religion, sex, military 
status, sexual orientation, marital status, familial status, disability, or source of income in 
the leasing, rental, occupancy, use, or other disposition of housing or related facilities. 

 
3. CHA does not deny admission to otherwise qualified applicants because of their membership 

in some group to which negative behavior may be imputed. Instead, each applicant is treated 
as an individual based on his or her attributes and behavior. 

 
4. CHA will not permit these policies to be subverted for purposes of completing personal or 

political favors. 
 

5. CHA offers apartments only in the order prescribed by this Plan, since any other method 
violates the Plan, federal law, and the rights of the other families on the waitlist. 

 

6. CHA will conduct affirmative marketing as needed to ensure that the waitlist includes a mix of 
applicants with races, ethnic backgrounds, ages and disabilities proportionate to the mix of 
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those groups in the eligible population area. 
 

7. Any applicant or tenant with a disability may seek a change in any policy contained in the 
Plan as a reasonable accommodation as required by law. 

 
CHAPTER 2 DEFINITIONS 

 
Affiliated Non‐Profit 
A non‐profit corporation that has the same Board of Directors as the CHA Board of 
Commissioners, so is controlled by the CHA Board of Commissioners. 

 

Applicant or Applicant Household 
A household that has applied for, or is currently on the waitlist for a federally assisted development 
operated by CHA. 

 
Cambridge Coordinated Access Network (C-CAN) Waitlist 
Cambridge Coordinated Access Network (C-CAN) is the Cambridge system of Coordinated 
Access. People experiencing homelessness can complete a C-CAN intake/assessment to join 
the eligibility pools for Permanent Supportive Housing and/or Rapid Re-Housing programs for 
which they may be prioritized; to potentially be connected to Housing Navigators that can 
assist with documentation readiness and housing search; and to receive a range of “soft” 
referrals to various needs they may have. 
 
Community Support Program for People Experiencing Chronic Homelessness (CSPECH) 
The Community Support Program for People Experiencing Chronic Homelessness (CSPECH) is a 
Massachusetts program that funds tenant-based services for individuals experiencing chronic 
homelessness.  
 
Co‐Head of Household 
An adult member of the household who has the same rights and authority as a head of the 
household for purposes of determining income, eligibility, and rent. 

 
Contract Rent 
The total amount of rent (made up of a tenant portion and a subsidy) for a given unit type. The 
contract rent is defined in the Housing Assistance Payment Contract for the property. 

 
Person with a Disability 
The definition of a person with a disability for purposes of a reasonable accommodation and fair housing 
follows the definition in Section 504 of the Rehabilitation Act, the American with Disabilities Act, the 
Fair Housing Act, Massachusetts General Laws Chapter 151B and any other applicable statutes: 
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“Disability” means a physical or mental impairment which substantially limits one or more major life 
activities; a record of such an impairment; or being regarded as having such an impairment.  

 
The definition of a person with disabilities for the purpose of program eligibility is: 

 
a. A person has a disability as defined in section 223 of the Social Security Act (42 U.S.C. 

423) which means: 
 

• Inability to engage in any substantial gainful activity by reason of any medically 
determinable physical or mental impairment which can be expected to result in death 
or which has lasted or can be expected to last for a continuous period of not less than 
12 months; or 

 
• In the case of an individual who has attained the age of 55 and is blind (within the 

meaning of "blindness" as defined in section 416(i)(1) of this title), inability by reason of 
such blindness to engage in substantial gainful activity requiring skills or abilities 
comparable to those of any gainful activity in which he has previously engaged with some 
regularity and over a substantial period of time. 

 
b. A person with disabilities is determined to have a physical, mental, or emotional impairment that: 

• Is expected to be of long‐continued and indefinite duration; 
• Substantially impedes his or her ability to live independently; and 
• Is of such a nature that such ability could be improved by more suitable housing conditions; or 

 
c. Has a developmental disability as defined in section 102 of the Developmental Disabilities 

Assistance and Bill of Rights Act (42 U.S.C. 15002) 
 

d. The term “developmental disability” means a severe, chronic disability of an individual five (5) 
years of age or older that: 

 
• Is attributable to a mental or physical impairment or combination of mental and 

physical impairments; 
• Is manifested before the individual attains age 22; 
• Is likely to continue indefinitely; 
• Results in substantial functional limitations in three (3) or more of the following areas 

of major life activity; 
 Self‐care; 
 Receptive and expressive language; 
 Learning; 
 Mobility; 
 Self‐direction; 
 Capacity for independent living; and 
 Economic self‐sufficiency; and 

• reflects the individual's need for a combination and sequence of special, interdisciplinary, 
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or generic services, supports, or other assistance that is of lifelong or extended duration 
and is individually planned and coordinated, except that such term, when applied to infants 
and young children means individuals from birth to age five (5), inclusive, who have 
substantial developmental delay or specific congenital or acquired conditions with a high 
probability of resulting in developmental disabilities if services are not provided. 
 

The term “person with disabilities” does not exclude persons who have the disease of acquired 
immunodeficiency syndrome or any conditions arising from the etiologic agent for acquired immunodeficiency 
syndrome. 

 
Disabled Household 
A household whose head and/or spouse of head or sole member is a person with disabilities. The term 
“disabled household” may include two (2) or more persons with disabilities living together, and one or 
more persons with disabilities living with one or more persons who are determined to be essential to 
the care or well‐being of the person or persons with disabilities. A disabled household may include 
persons with disabilities who are elderly. 

 
Drug‐Related Criminal Activity 
The illegal manufacture, sale, distribution, use or possession of a controlled substance with intent to 
sell, distribute, or use the drug. 

 
Elderly Household 
A household whose head and/or spouse or sole member is an elderly person. The term “elderly 
household” includes an elderly person, two (2) or more elderly persons living together, and one (1) or 
more persons who are 
determined to be essential to the care or well‐being of the elderly person or persons. An elderly 
household may include elderly persons with disabilities and other household members who are not 
elderly. 

 
Elderly Person 
An individual who is at least fifty‐eight (58) years of age. 

 
Emancipated Minor 
A person under eighteen (18) years of age who does not live or intend to live with his or her parents. 

 
Enterprise Income Verification (EIV) System 
Enterprise Income Verification System (EIV) is a system intended to provide a single source of income‐
related data to Public Housing Authorities and the U.S. Department of Housing and Urban 
Development for use in verifying the income reported by households participating in assisted housing 
programs. EIV provides CHA administrators with income data from a number of federal databases 
including, the Department of Health and Human Services’ National Directory of New Hires Data 
(NDNH) and the Social Security Administration. 
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Full‐Time Student 
A person who is carrying a subject load that is considered full‐time for day students under the 
standards and practices of the educational institution attended. 

 
Head of Household 
The adult member of the household who is the head of the household for purposes of determining 
income eligibility and rent and has legal responsibility for lease compliance. 

 
Household 
A household can be any one of the following: 

 
1. Two (2) or more persons who live or will live regularly in an apartment as their primary residence: 

 
a. All of whose income and resources are available to meet the household’s needs; and 
b. Who are either related by blood, marriage, or operation of law; or 
c. Who have otherwise evidenced a stable inter‐dependent relationship. 

 
2. One person. 

 
3. Disabled household. 

 
4. Elderly household. 

 
The following instances do not meet the definition of a household: 

 
1. Boarders, lodgers or transient paying guests; or 

 
2. Unrelated adults who have not lived as household members on a regular basis. 

 
Household in Good Standing 
Is a household that within the past twenty four (24) months: 

 
1. Is current on rent without having a history of nonpayment or late payment; and if applicable, 

is current on a repayment agreement; 
 

2. Is current on gas, electric and/or water (if paid by the household) payments to utility 
suppliers or is current with any repayment agreement with utility suppliers; 

 
a. Head of household and/or spouse/co‐head of household must be named on utility bills 

and/or payback agreements with utility providers. 
 

3. Is in compliance with the terms of the lease and any house rules or property policies. The 
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household file demonstrates no repeated or serious violations of the material terms of the 
lease, house rules or property policies; 

 
4. Meets reasonable housekeeping standards as documented by housekeeping inspection reports; and 

 
5. Has not destroyed, defaced, damaged or removed any part of an apartment or the 

property as documented by housekeeping inspection reports or work orders or other 
reliable documentation of damage or abuse. 

 
Households with pending legal actions or appeals are not in good standing until resolution of the action or 
appeal favorable to the household 

 
Limited English Proficiency (LEP) Policy 
CHA’s language policy to ensure meaningful access to individuals regardless of primary language 
spoken. Persons who do not speak English as their primary language or who have limited ability to 
read, write, speak, or understand English are provided language assistance through the LEP Plan. 

 
Limited Liability Company (LLC) 
A Limited Liability Company is a separate and distinct legal entity that has a Manager, which is an 
affiliate of the CHA, and Member, which is a tax credit investor who contributes money to develop the 
project. 

 
Live‐in Aide 
A person who resides with elderly, and/or persons with disabilities, who: 

 
• Is determined to be essential to the care and well‐being of the persons; 
• Is not obligated for the support of the persons; and 
• Would not be living in the apartment except to provide the necessary supportive services. 

 
A Live‐in Aide may be assigned a bedroom but is not added to the lease. 

 
Management Contract 
An agreement between the Owner and the CHA that provides that CHA continue to operate the development. 
 
Over‐Housed 
When a household occupies a unit that is too large for their household composition. 

 
Owner 
The Owner of a development is a Limited Liability Company that holds the legal title to the property. 
CHA continues to have control of the Owner through an affiliated non‐profit of the CHA. 
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Preference 
Refers to the priority CHA gives to some applications for housing over others, as 
described in this Plan. 

 
Project‐Based Voucher (PBV) 
The subsidy that is tied to a unit under the Section 8 program. 

 
SRO Waitlist 

 
The waitlist for all Single Room Occupancy units maintained by the Cambridge Housing Authority. 

 
Tax‐Credit Unit 
The Low‐Income Housing Tax Credit (LIHTC) program provides that investors in low‐income affordable 
housing projects receive a dollar‐for‐dollar credit against their Federal tax liability. This is a way to raise 
funds to redevelop and preserve low‐income housing. Units in tax credit projects must be rented to 
eligible low‐income individuals for a 15‐year period. 

 
Tenant Rent 
The amount payable monthly by the household as rent to CHA. 

 
Total Tenant Payment 
The amount paid by a household to CHA, as rent plus the estimated amount the household pays for 
utilities not supplied CHA, as defined in the lease. 

 
Under‐Housed 
When a household occupies a unit that is too small for their household composition, pursuant to CHA 
occupancy guidelines in this Plan. 

 
Utility Allowance 
CHA’s estimate of the average monthly utility bills (except telephone and television) for a household. 
This estimate considers only utilities paid directly by the household. If all utilities are included in the 
rent, there is no utility allowance. Utility allowances vary by apartment type and are listed on the 
property’s rent schedule. 

 
Veteran 
Those honorably discharged individuals that performed wartime service as defined in M.G.L. c. 121B, 
Section 1 and their spouses who are part of the household, surviving spouses, parents, and other 
dependents of a deceased veteran. 

 
Violence Against Women Act (VAWA) Policy 
The Violence Against Women Act (VAWA) assists CHA in providing rights under the Violence Against Women 
Act (“VAWA”) to its applicants, residents, and other program participants. 
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CHAPTER 3 TENANT SELECTION AND ASSIGNMENT PLAN 
This tenant selection plan is subject to DHCD approval and City of Cambridge approval. Intake for 116 
Norfolk Street is to take place from the Cambridge Coordinate Access Network list of people experiencing 
homelessness; this list already exists and is ordered, so a lottery is not necessary. 
 
People on the 116 Norfolk waitlist before construction will be automatically added to CHA’s general SRO 
waitlist, a waitlist for comparable housing, with the same seniority they held on the 116 Norfolk waitlist. 
They will be able to choose a one-bedroom or studio apartment waitlist for a building of their choice 
where they will be added with the same seniority as they hold on the 116 Norfolk waitlist.  
 
The property will be operated in accordance with the funds provided to the development and their 
accompanying affordable housing restrictions. Funding sources are as follows: 

• Private Activity Bonds (MassDevelopment) 
• Loans (Cambridge Affordable Housing Trust, Cambridge Housing Authority, Massachusetts Housing 

Partnership, and Cambridge Trust Company) 
• Low Income Housing Tax Credits (Red Stone Equity Partners) 

 
The property will also be subject to the affordable housing restrictions of the City of Cambridge’s 
Affordable Housing Overlay zoning ordinance as well as HUD affordable housing restrictions. 
 

A. Qualifying for Admission 
The policy of CHA is to admit only applicants who meet the following ten criteria: 

 
1. Is a household. 

 
2. At least one household member must be a U.S. citizen or have eligible immigration status as 

required by HUD. 
 

3. Must provide or authorize CHA to obtain documentation of Social Security numbers for all 
household members, or HUD issued Alternative Identification Numbers for household 
members who do not have Social Security numbers. 

 
4. Meet CHA’s screening criteria, including completing a CHA‐approved pre‐occupancy 

orientation session as required. 
 

5. Applicants who own real property in which s/he can legally reside are not qualified unless: 
 

a. A household member or members are unable to reside in the property because of 
domestic violence; or 

 
b. The applicant is making a good faith effort to sell the property; or 
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c. The property is owned in a country where there is verifiable evidence that the household 

would face retribution or repression were they to return to the country where the property 
is owned. 

 
6. Unless up‐to‐date on a payback agreement, applicants cannot owe any money to CHA, 

another Public Housing Authority or owner of state or federally assisted housing. If the 
applicant cannot enter into a payback agreement, the debt must be paid in full. 

 
7. Applicant has income that does not exceed 60% of Area Median Income for a tax credit unit. 

 
Applicant is not an unmarried, full‐time student (enrolled as a student at an institution of higher 
education, as defined under section 102 of the Higher Education Act of 1965) under the age of 24 
without dependents. Veterans and persons with disabilities are exempt. 
 
B. Screening Applicants for Admission 

 
8. All applicants will be screened in accordance with this Plan. 

 
9. CHA typically relies on third party verifications to determine an applicant’s ability to comply 

with the terms of CHA’s lease. 
 

10. The lease is the basis for screening of applicants under this Plan. To confirm an applicant’s 
eligibility and in accordance with CHA’s tenant selection procedures, CHA reviews the past 
three (3) to five (5) years of housing history if this information is available. Eligibility hinges on 
an applicant’s ability to show that she/he can comply with the terms of CHA’s lease as follows: 

 
a. To pay rent and other charges, such as utility bills, in a consistently timely manner; 

 
b. To care for and avoid damaging the apartment and common areas; 

 
c. To use facilities and equipment in a reasonable way; 

 
d. To create no health, or safety hazards, and to report maintenance needs in a timely manner; 

 
e. Not to interfere with the rights and peaceful enjoyment of others, and to avoid 

damaging the property of others; 
 

f. Not to engage in criminal activity that threatens the health, safety or right to peaceful 
enjoyment of the premises by other households or staff; 

 
g. Not to engage in drug‐related criminal activity on or off the premises; and 
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h. To comply with necessary and reasonable rules and program requirements. 
 

11. Applicants whose housing situations make it difficult for CHA to determine whether or not 
the applicants are able and willing to comply with lease terms have to demonstrate the 
ability and willingness to comply with lease terms with or without a reasonable 
accommodation. CHA considers alternative means of demonstrating the ability and 
willingness to comply with the lease terms such as: 

 
a. Proven ability to make regular, recurring payments; 

 
b. Proven ability to comply with rules similar to lease requirements; or 

 
c. Other reasonable evidence of the ability and willingness to comply with a lease. 

 
12. Applicants must be able to demonstrate the ability and willingness to comply with the terms 

of CHA’s lease, either alone or with assistance, at the time of admission. Availability of 
assistance in complying with the lease is subject to verification by CHA. 
 

13. If an applicant or a member of his/her household owes money to CHA, other Public Housing 
Authority or owner of state or federally assisted housing, the applicant is rejected, unless s/he 
is current on a payback agreement. If the applicant owes money to CHA or another Public 
Housing Authority, and there is no payback agreement in place, then the debt must be paid in 
full within thirty (30) days and such failure to make full payment will result in a finding of 
ineligibility. 

 
14. CHA will reject an applicant if any household member has been evicted from any state or 

federally assisted housing for drug related criminal activity in the past five (5) years. However, 
CHA may admit the applicant if CHA determines that: 

 
a. The applicant can provide documentation that the household member that was 

evicted has successfully completed a supervised drug rehabilitation program; or 
 

b. The household member that was evicted has died, is imprisoned or is in some 
other way permanently incapacitated and physically unable to enter CHA 
property; or 

 
c. The applicant’s household will not include the household member that was evicted and 

agrees not to allow that member on the property. 
 

15. CHA will reject applicants if CHA determines that: 
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a. Any household member was convicted of manufacture or production of 
methamphetamine on the premises of any federally assisted housing; or 

 
b. Any household member is subject to a lifetime registration requirement under a State sex 

offender registration program. 
 

16. CHA may reject an applicant if CHA determines that: 
 
a. Any member of the household is currently engaging in illegal use of a drug; or 

 
b. CHA has reasonable cause to believe that a household’s illegal use or pattern of illegal use 

of a drug, may threaten the health, safety, or right to peaceful enjoyment of the premises 
by other households; or 

 
c. Any member of the household’s abuse or pattern of abuse of alcohol may threaten the 

health, safety, or right to peaceful enjoyment of the premises by other households; or 
 

d. Any member of the household is fleeing to avoid prosecution, or custody or 
confinement after conviction, for a felony crime; or 

 
e. Any household member has a criminal history of violence against persons or properties, 

or serious drug related offense. Criminal incidents may include but are not limited to: 
 

• Homicide or murder, arson, armed robbery, drug trafficking, drug distribution, drug 
manufacture, domestic violence, weapons offenses, criminal sexual assault, home 
invasion, child molestation and other crimes against children. 

 
f. Any household member has a criminal history in the past five (5) years that involves crimes 

against persons or property including but not limited to: Vandalism or destruction of 
property, possession of illegal drugs, threats or harassment, assault or fighting, burglary or 
breaking and entering, robbery. 
 

g. Any household member has outstanding warrants or pending criminal proceedings related 
to any of the criminal activities listed in (a.)‐(f.), above. 

 
17. An applicant that has intentionally misrepresented information related to eligibility, 

preference for admission, housing history, allowances, household composition or rent will 
be rejected. 

 
• CHA will move to evict any household admitted on the basis of misinformation. 
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18. Screening Applicant Claiming Mitigating Circumstances: 
 

a. If negative information is received about an applicant, CHA will consider the time, nature, 
and extent of the applicant’s past conduct and factors (also referred to as mitigating 
circumstances) that might indicate favorable future conduct. To be considered, the factors 
indicating favorable future conduct must be verifiable. 

 
b. CHA will consider applicants with negative behavior in their recent past if s/he can 

document, to CHA’s satisfaction, that s/he has been rehabilitated or are otherwise 
addressing the negative history, for example by seeking services or other supports to 
address negative history. 

 
19. An applicant with a disability that believes a denial is connected to his/her disability is 

advised to seek reasonable accommodation prior to requesting an informal meeting or 
Conference Panel. 

 
20. Once status is determined, qualified and unqualified applicants are contacted. 

 
a. Qualified applicants are notified in writing by CHA that his/her file has been certified 

(approved) and are either offered a unit or are provided an estimated waiting time for an 
offer at the site the applicant chose. 
 

b. A Notice of Denial is sent to unqualified applicants. The notice states a brief reason for 
the denial and offers the applicant the opportunity to appeal. 

 
c. If CHA’s denial is based on an applicant’s criminal history, a copy of the criminal history report and 

the part of the criminal record that makes the applicant unqualified will be included with the 
notice of denial. 

 
d. If applicants dispute the reason for denial they have the right to have the decision reviewed. 

 
• Applicants receiving Notices of Denial can request to have the denial reconsidered 

by the Director of Operations or a designee by submitting a request within ten (10) 
business days of receipt of the denial. 

 
• Denials reconsidered and upheld by the Director of Operations or a designee can 

be appealed to CHA’s Conference Panel within ten (10) business days of receipt of 
the denial. 

 
• Requests for Conference Panels can be obtained through CHA’s Legal Department. 

 
e. If an application is denied, the applicant cannot reapply for one (1) year after the 
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date of the final denial. 
 

B. Making Apartment Offers 
 

1. For apartments with accessible features offers are made in the following order: 
 
 

a. Approved transfer household that needs the apartment features and building services and resides at 
any other CHA site 

b. A household from the C-CAN waitlist that needs the apartment features; 
c. Any C-CAN waitlist household, including households that do not need the apartment features. 

 
 

2. Apartments are offered as follows: 
 

a. Referrals for 116 Norfolk Street will be made from the Cambridge Coordinated Access Network (C-
CAN) waitlist of people experiencing chronic homelessness, which is managed by the City of 
Cambridge. 
 

b. All referrals are to be elderly persons and/or people with disabilities. 
 

c. When a vacancy arises at 116 Norfolk Street, the service provider or CHA will reach out to the 
Continuum of Care at the City of Cambridge for a referral from the C-CAN waitlist. Households will 
be given preference for the following characteristics: 

 
• Presumptive eligibility for Community Support Program for People Experiencing Chronic 

Homelessness (CSPECH) criteria 
• Household is staying at a temporary shelter or at risk of losing a bed at a temporary shelter 
• Number of bed stays in shelters 

 
d. If, for any reason, there are no qualified households on the C-CAN waitlist for 30 days, then intake 

is to take place from CHA’s SRO waitlist. 
 

3. Applicants whose income exceeds 60% of Area Median Income (AMI) are ineligible for a LIHTC unit. 
 

4. The applicant must accept any apartment offered within three (3) business days of the date 
the offer is communicated (by phone or from the delivery day if by mail, or the method of 
communication designated by an applicant household with disabilities). 

 
5. Response to Offer 

 
a. If the applicant fails to respond to the offer of an apartment within the three (3) 

business‐day time period, s/he will be rejected for the apartment. 
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b. After sixty (60) days, applicants rejected during screening for failure to respond have the 
opportunity to show good cause for not responding, but have no rights to appeal if CHA 
does not see good cause for reopening the application. 

 
c. If the applicant declines the offer of an apartment without good cause, his/her 

application will be removed and he/she will be unable to reapply for housing at 116 
Norfolk Street for one (1) year. 

 
d. If CHA moves to ban the applicant from reapplying for a year due to rejection of an 

apartment, CHA will forward a letter by first class mail, informing the applicant of the 
action and offering the applicant an opportunity to appeal the removal to a Conference 
Panel. 

 
e. CHA does not ban an applicant from reapplying if reasonable circumstances prevented 

the applicant from responding to an offer. 
 

f. CHA allows extensions to the three (3) day time period when there are reasonable circumstances. 
 

6. Good cause” refusals of apartment offers do not result in a ban for applying to 116 Norfolk Street. The 
applicant must be able to document one of the situations below in order to show “good cause”: 

 
a. The applicant is willing to move but it is unable to do so at the time of the offer 

because of temporary hospitalization or recovery from illness of the head of 
household, other household members or live‐in aide; 

 
b. The applicant demonstrates that acceptance of the offer would place a household 

member’s life, health or safety in jeopardy; or 
 

c. The apartment is inappropriate for the applicant’s disabilities, or the household does not 
need the accessible features of the apartment offered and does not want to be subject to 
the thirty (30) day notice to move contained in CHA’s lease. 

 
7. When it becomes necessary to offer an accessible apartment to a non‐disabled 

applicant/current household, CHA will require the household to agree, in writing, to move to 
an available non‐accessible apartment within thirty (30) days from when the accessible 
features of the apartment are needed by a current household or an applicant from the 
waitlist. This requirement is also reflected in the lease or addendum to the lease signed with 
the applicant household. 

 
 

8. The head, spouse, and other co‐head of the household and an authorized representative of 
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CHA must sign the lease prior to move in. 
 

C. Occupancy Guidelines 
 

1. As all apartments at 116 Norfolk Street are studio apartments, they will be filled with one adult each. 
 

2. The following principles govern the size of the apartment for which an applicant will qualify: 
 

a. An unborn child will be counted as a household member in determining apartment size. 
 

b. Occupancy standards are subject to the State Sanitary Code. 
 
D. Conflict of Interest 

This project is subject to the conflict of interest rules in CHA's bylaws. 
 



 

 

CHAPTER 4 APPLICATION, WAITLIST, PREFERENCES 
 

A. Referrals for Admission 
 

1. Any person who was displaced from 116 Norfolk Street due to rehabilitation of the property is entitled 
to return to the property, assuming they have not been otherwise terminated for cause from the 
program or tenancy has been terminated for cause in accordance with CHA policy, the relocation plan 
for the property, and applicable law. For other vacancies, the following provisions apply: 
a) Referrals for 116 Norfolk Street will be made from the Cambridge Coordinated Access Network (C-

CAN) list of people experiencing chronic homelessness, which is managed by the City of Cambridge. 
b) When a vacancy arises at 116 Norfolk Street, CHA or the 116 Norfolk Street service provider will 

reach out to the Continuum of Care at the City of Cambridge for a referral from the C-CAN waitlist. 
  

2. Apartments are offered as follows: 
 

a. Referrals for 116 Norfolk Street will be made from the Cambridge Coordinated Access Network (C-
CAN) waitlist of people experiencing chronic homelessness, which is managed by the City of 
Cambridge. 
 

b. When a vacancy arises at 116 Norfolk Street, the service provider or CHA will reach out to the 
Continuum of Care at the City of Cambridge for a referral from the C-CAN waitlist. Households will 
be given preference for the following characteristics: 

 
i. Presumptive eligibility for CSPECH (Community Support Program for People Experiencing 

Chronic Homelessness) criteria 
ii. Household is staying at a temporary shelter 
iii. Household has a higher number of total bed stays in shelters 

 
c. If, for any reason, there are no qualified households on the C-CAN waitlist, then intake is to take 

place from CHA’s SRO waitlist. 
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CHAPTER 5. AFFIRMATIVE MARKETING 
 

d. General Marketing and Outreach Methods: 

i. At least 6 months prior to an anticipated opening of 116 Norfolk Street, advertisements will 
be placed in local and regional newspapers (both inside and outside of Cambridge), and 
newspapers that serve minority groups and other groups protected under fair housing 
laws. Notices should also be sent to local fair housing commissions, area churches, local 
and regional housing agencies, local housing authorities, civic groups, lending institutions, 
social service agencies, and other non‐ profit organizations. Advertisements will instruct 
individuals experiencing homelessness to contact Cambridge’s Multi-Service Center to 
be added to the C-CAN waitlist. 

 
ii. All advertisements will appear in the Cambridge Chronicle and on the CHA website in 

addition to any other outlet as required by the Cambridge Housing Authority 
Administrative Plan. Placements of advertisements and notices will be done a minimum 
of two times over a 60‐day period. 

 
e. Affordable units in the Boston Metropolitan Statistical Area (MSA) must be reported to the 

Boston Fair Housing Commission’s Metrolist (Metropolitan Housing Opportunity Clearing 
House). Such units shall be reported whenever they become available (including upon 
turnover). 

 
f. Accessible units must be listed with MassAccess (see http://www.chapa.org or 

http://www.massaccesshousingregistry.org) whenever they become available 
(including upon turnover). 

 
g. Affordable rental units, whether or not they are accessible, must also be listed with 

MassAccess whenever they become available (including upon turnover). Where applicable, 
all MassAccess data input fields relating to accessible and adaptable status and accessibility 
features must be completed. 

 
h. Marketing will also be included in non‐English publications based on the prevalence of 

particular language groups in the regional area. To determine the prevalence of a 
particular language by geographical area, see for example 
http://www.lep.gov/demog_data/demog_data.html. 

 
i. All marketing will be comparable in terms of the description of the opportunity available, 

regardless of the marketing type (e.g., local newspaper vs. minority newspaper). The size of 
the advertisements, including the content of the advertisement, as well as the dates of the 
advertising unless affirmative advertising occurs first, will be comparable across regional, 
local, andminority newspapers. 

 
j. All advertising and marketing materials will indicate resident selection by C-CAN wait list. 

 

http://www.chapa.org/
http://www.lep.gov/demog_data/demog_data.html
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k. All advertising will offer reasonable accommodations in the application process. 
 

l. Advertisements, when published, will run a minimum of two times over a sixty day 
period and be designed to attract attention. 

 
m. Pursuant to fair housing laws, advertising/marketing will not indicate any preference or limitation, or 
otherwise discriminate based on race, color, disability, religion, sex, familial status, sexual orientation, gender 
identity, national origin, genetic information, ancestry, children, marital status, or public assistance 
recipiency. Exceptions may apply if the preference or limitation is pursuant to a lawful eligibility requirement. 

 
n.      All advertising and marketing materials portraying persons will depict members of classes of persons 
protected under fair housing laws, including majority and minority groups as well as persons with disabilities. 

 

o. The Fair Housing logo ( ) and slogan (“Equal Housing Opportunity”) will be included 
in all marketing materials. The logo will be obtained at HUD’s website at: 

http://www.hud.gov/library/bookshelf11/hudgraphics/fheologo.cfm . 
 
 

Additional Affirmative Outreach: 
 

Advertisements shall be placed in newspapers that serve “the least likely to apply” minority groups and 
other groups protected under fair housing laws early in the outreach and marketing period and Notices 
will be sent to area churches, local civic groups, social service agencies and other nonprofit organizations. 
Advertisements and notices will be placed with the following mediums organizations targeting the 
affirmative outreach targets: 

 
Outlet Name: Racial/Ethnic Market: 

 
Sampan (local newspaper) 
87 Tyler Street, 5th Floor 
Boston, MA 02111 617‐
426‐9492 

 
Asian ‐ affirmative 

 
Asian American Civic Association 
200 Tremont Street 
Boston, MA 02111 617‐
357‐6000 

 
Asian – affirmative 

 
Boston Asian YES 199 
Harrison Avenue 
Boston, MA 02121 

 
Asian – affirmative 

http://www.hud.gov/library/bookshelf11/hudgraphics/fheologo.cfm


20  

 
Asian Community Development Corp.38 Oak 
Street 
Boston, MA 02111 617‐
482‐2380 

 
Asian – affirmative 

Massachusetts Center for 
Native American Awareness, Inc. 
P.O. Box 5885 
Boston, MA 02114‐5885 
617‐642‐1683 
mcnaa@aol.com 

 
Native American 

 
North American Indian Center of Boston 

info@naicob.org 

 
Native American 

 
South Cove Community Health Center 
Chinatown Clinic 
885 Washington St. 
Boston, MA 02111‐1415 

 
617‐482‐7555 

 
Community Health Clinic in Boston’s Chinatown 
Neighborhood 

 
Japanese Association of Greater Boston 
792 Massachusetts Avenue Rear Arlington, 
MA 02476 
781‐643‐1061 
info@jagb.org 

 
Asian ‐ Japanese 

 
Boston Korea Newspaper 
161 Harvard Ave., Ste. 13 
Allston, MA 02134 617‐
254‐4654 
www.Bostonkorea.com 

 
Asian ‐ Korean 

 
Cambodian Mutual Assistance Association 
120 Cross Street 
Lowell, MA 01854 978‐
454‐6200 

 
Asian ‐ Cambodian 

mailto:mcnaa@aol.com
mailto:info@naicob.org
mailto:info@jagb.org
http://www.bostonkorea.com/
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Chinese Culture Connection 
99 Dartmouth St., 4th Floor 
Malden MA 02148 
(Malden YMCA) 781‐324‐7856 

 
Asian ‐ Chinese 

 
Cambodian Mutual Assistance Association 
120 Cross Street 
Lowell, MA 01854 978‐454‐
6200 

 
Asian ‐ Cambodian 

 
Chinese Culture Connection 99 Dartmouth St., 4th 
Floor Malden MA 02148 
(Malden YMCA) 781‐324‐7856 

 
Asian ‐ Chinese 

 
Metta Health Center 
135 Jackson Street 
Lowell, MA 01852 
978‐441‐1700 

 
Community Health Clinic that focuses on the 
Southeast Asian community in Lowell, MA 

 
 
As authorized representatives of 116 Norfolk Apartments LLC and Cambridge Housing Authority, respectively, each of us has 
reviewed this plan and agrees to implement this AFHMP, which shall be made effective as of the approval date.  Further, by 
signing this form, 116 Norfolk Apartments LLC agrees to review and update its AFHMP as necessary in order to comply with all 
applicable statutes, regulations, executive orders and other binding DHCD requirements pertaining to affirmative fair housing 
marketing and resident selection plans reasonably related to such statutes, regulations, executive orders, as same may be 
amended from time to time, subject to the approval of the BFHC.  We hereby certify that all the information stated herein, as well 
as any information provided herewith, is true and accurate. 
 
116 Norfolk Apartments LLC: 
 
_______________________________ 
Signature 
 
 
_______________________________ 
Name and Title 
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Cambridge Housing Authority: 
 
_______________________________ 
Signature 
 
 
_______________________________ 
Name and Title 
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Attachments: 

 
Exhibit A – Advertisement (sample) 

Exhibit B ‐ Application (sample) 

Exhibit C ‐ Acceptance and Rejection Letters (sample) 
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Exhibit A – Advertisement 

Sample Notice for Advertisements and Circulation:  
 

116 Norfolk Street, Cambridge, 

MA 02139 

Affordable Rental Housing for People Exiting Homelessness 

116 Norfolk Street is a newly‐renovated building in Cambridge, MA that the CHA converted into a 62‐
unit residential building for people exiting homelessness. It is a Project‐ Based Voucher 
development subsidized by Section 8. 

 
Information Session: MMDDYYYY at TOD 

CHA Central Office, 362 Green Street, 3rd Floor, Cambridge, MA 02139 
 

Open House: MMDDYYYY at TOD 
116 Norfolk Street, Cambridge, MA 

 
Unit Size and Income Limit # Units 

Studio @ 30% AMI 8 
Studio @ 60% AMI 54 
Total 62 

 
 

AMI ‐ Maximum Income per Household Size as of 10/2022: 
 

HH Size 30% 60% 
1 $29,460 $58,920 

 
To qualify for housing at 116 Norfolk, you must be on the C-CAN waitlist: 
 
To be added to the C-CAN waitlist, people experiencing homelessness can call 617-349-7715 
and/or go to walk-in hours for assessment at the MSC (first floor of 362 Green St) on Thursdays 
from 1 – 4 PM. 
 
The C-CAN Specialist can work with outreach staff to schedule assessments in the field for people 
who cannot get to the MSC for assessment, and the best way to start that process is by calling 
617-349-7715 or emailing cambridgeCAN@cambridgema.gov. To request additional information, 
please contact (name of staffer) at (email address) or (direct line). 

mailto:cambridgeCAN@cambridgema.gov
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Exhibit B – Housing 
Application 

 
Equal Housing Opportunity  

 

CHA APPLICATION FOR HOUSING 
Low‐Income Housing Tax Credit Property 

 
Please Print Clearly 

 
 
 

This is an application for housing at: 

Project: 

Address: 
 
 

 
 

Please complete this application 
and return to: 

Name: 
Address: 

 

 

Applications are placed in order of date and time received. An applicant may be interviewed 
only after the receipt of this tenant application. 

A. GENERAL INFORMATION 
 
 

Applicant Name(s):   

Address:   
Street Apt.# City State ZIP 

 
 

Daytime Phone:  Evening Phone:   
 

No. of BR’s in 
current unit:   Do you RENT or OWN (check one) 

 

Amount of current monthly rental or mortgage payment: $ 
 

If owned, do you receive monthly rental income from property?  Yes   No (check one) 

Check utilities paid by you :  Heat  Electricity   Gas  Other (specify)  
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Approximate monthly cost of utilities paid by you (excluding phone and cable TV): $ 
 

 
Bedroom size requested (circle one):  Studio    One BR     Two BR    Three BR  Handicap BR 

 
B. HOUSEHOLD COMPOSITION 

  

Name 

Relationship 

to head 

 
Birth 

Date 

 

Age 
(optional) 

 

SS# 

Student 

Y/N 

Head       
Co‐T       

3.       

4.       

5.       

6.       

7.       

8.       
 

Have there been any changes in household composition in the last twelve months? Yes  No 

If yes, explain: 

Do you anticipate any changes in household composition in the next twelve 
months? 

 Yes  No 

If yes, explain: 

Is there someone not listed above who would normally be living with the 
household? 

Yes No 

If yes, explain: 
 
 

 
IF YES, ANSWER THE FOLLOWING QUESTIONS: 

 

Are any full‐time student(s) married and filing a joint tax return?  Yes  No 

Will all of the persons in the household be or have been full-time students during five calendar months of this 
year or plan to be in the next calendar year at an educational institution (other than a correspondence school) 
with regular faculty and students?  Yes  No 
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Are any student(s) enrolled in a job‐training program receiving assistance under 
the Job Training Partnership Act? Yes  No 

Are any full‐time student(s) a TANF or a title IV recipient? Yes No 

Are any full‐time student(s) a single parent living with his/her child(ren) who is not 
a Dependent on another’s tax return and whose children are not dependents of 
anyone other than a parent? 

 

Yes 

 

 No 

Is any student a person who was previously under the care and placement of a 
foster care program (under Part B or E of Title IV of the Social Security Act)? 

 
Yes 

 
No 

 
 
 
 

C. INCOME 
 
 

List ALL sources of income as requested below. If a section doesn’t apply, cross out or write NA. 

Household Member Name Source of Income Gross Monthly 
Amount 

 Social Security $ 

 Social Security $ 

 Social Security $ 

  $ 

 SSI Benefits $ 

 SSI Benefits $ 

 SSI Benefits $ 

   

 Pension (list source) $ 

 Pension (list source) $ 

   

 Veteran’s Benefits (list claim #) $ 

 Veteran’s Benefits (list claim #) $ 

   

 Unemployment Compensation $ 

 Unemployment Compensation $ 
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 Title IV/TANF $ 

   

 Contributions to the Household (monetary or not) $ 

   

 Full‐Time Student Income (18 & Over Only) $ 

 Financial Aid (grants & scholarships $ 

 exceeding of the amount of tuition may have to  

 be included in total income)  

   

 Interest Income (source) $ 

 Interest Income (source) $ 

   

 Long Term Medical Care Insurance Payments in 
excess of $180/day 

 
$ 

   

 Scheduled Payments from Investments $ 
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Household Member Name Source of Income Monthly 
Amount 

 Employment amount $ 

Employer: 

Position Held 

How long employed: 

 
 Employment amount $ 

Employer: 

Position Held 

How long employed: 

 
 Employment amount $ 

Employer: 

Position Held 

How long employed: 

 
 Employment amount $ 

Employer: 

Position Held 

How long employed: 

 
 Alimony  

Are you legally entitled to receive alimony?  Yes  No 

If yes, list the amount you are entitled to receive. $ 

Do you receive alimony?  Yes  No 

If yes list amount you receive. $ 

 
 Child Support  

Are you legally entitled to receive child support?  Yes  No 

If yes list the amount you are entitled to receive. $ 

Do you receive child support?  Yes  No 
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 If yes, list the amount you receive. $ 

 
 Other Income $ 

 Other Income $ 

 Other Income $ 

 

TOTAL GROSS ANNUAL INCOME (Based on the monthly amounts listed above x 12) $ 

TOTAL GROSS ANNUAL INCOME FROM PREVIOUS YEAR $ 

Do you anticipate any changes in this income in the next 12 months?  Yes No 

Is any member of the household legally entitled to receive income assistance?  Yes No 

Is any member of the household likely to receive income or assistance (monetary or 
not) 
from someone who is not a member of the household as listed on Page 2 etc.)? 

 
 Yes 

 
No 

If yes to any of the above, explain: 
 

 

 
 

 
 

Is the income received?  Yes No 
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D. ASSETS 
If your assets are too numerous to list here, please request an additional 

form. 

If a section doesn’t apply, cross out or write NA. 
Checking Accounts # Bank Balance $ 

# Bank Balance $ 

# Bank Balance $ 

 

Savings Accounts # Bank Balance $ 

# Bank Balance $ 

# Bank Balance $ 

 

Trust Account # Bank Balance $ 
    

 

Certificates 

# Bank Balance $ 

# Bank Balance $ 

# Bank Balance $ 

# Bank Balance $ 

 

 
Credit Union 

# Bank Balance $ 

# Bank Balance $ 
 

 

Savings Bonds 

# Maturity Date Value $ 

# Maturity Date Value $ 

# Maturity Date Value $ 

  

Life Insurance Policy # Cash Value $ 

Life Insurance Policy # Cash Value $ 
 

Mutual Funds Name: #Shares: Interest or Dividend $ Value $ 

Name: #Shares: Interest or Dividend $ Value $ 

Name: #Shares: Interest or Dividend $ Value $ 
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Stocks 

Name: #Shares: Dividend Paid $ Value $ 

Name: #Shares: Dividend Paid $ Value $ 

Name: #Shares: Dividend Paid $ Value $ 

 

Bonds Name: #Shares: Interest or Dividend $ Value $ 

 Name: #Shares: Interest or Dividend $ Value $ 

Investment 

Property 

 Appraised 

Value $ 
 
 

Real Estate Property: Do you own any property?  Yes No 

If yes, Type of property 

Location of property 

Appraised Market Value $ 

Mortgage or outstanding loans balance due $ 

Amount of annual insurance premium $ 

Amount of most recent tax bill $ 
 
 

Does any member of the household have an asset(s) owned jointly with a person who is 

NOT a member of the household as listed on Page 2? 
 

Yes  No 

If yes, describe: 

 

 

Do they have access to the asset(s)?  Yes  No 
 
 

Have you sold/disposed of any property in the last 2 years?  Yes  No 

If yes, Type of property: 

Market value when sold/disposed $ 

Amount sold/disposed for $ 

Date of transaction: 
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Have you disposed of any other assets in the last 2 years (Example: Given away money to relatives, set up 

Irrevocable Trust Accounts)? 

  Yes  No 

If yes, describe the asset: 

Date of disposition: 

Amount disposed $ 
 
 

Do you have any other assets not listed above (excluding personal property)?  Yes  No 

If yes, please list:  

 

 
 
 

E. ADDITIONAL INFORMATION 

Are you or any member of your family currently using an illegal substance? Yes No 

Have you or any member of your family ever been convicted of a felony?         (See Below) Yes No 

If yes, describe: 

 

Have you or any member of your family ever been evicted from any housing? Yes No 

If yes, describe 

 

 
Have you ever filed for bankruptcy? 

 
Yes 

 
No 

If yes, describe 

Will you take an apartment when one is available? Yes No 

Briefly describe your reasons for applying: 
 
 
      ''An applicant for employment or for housing or an occupational or professional license with a sealed record on file with the 
commissioner of probation may answer 'no record' with respect to an inquiry herein relative to prior arrests, criminal court appearances 
or convictions. An applicant for employment or for housing or an occupational or professional license with a sealed record on file with 
the commissioner of probation may answer 'no record' to an inquiry herein relative to prior arrests or criminal court appearances. In 
addition, any applicant for employment or for housing or an occupational or professional license may answer 'no record' with respect to 
any inquiry relative to prior arrests, court appearances and adjudications in all cases of delinquency or as a child in need of services 
which did not result in a complaint transferred to the superior court for criminal prosecution.'' 
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F. REFERENCE INFORMATION 
 

 Name:  

Address:  

 

Current Landlord 

Home 
Phone: 

 

Bus. Phone:  
How Long?  

 
 
 
 

Prior Landlord 

Name:  
Address:  
Home 
Phone: 

 

Bus. Phone:  
How Long?  

Credit Reference #1: 

Address: 

Account #: Phone #: 

Credit Reference #2: 

Address: 

Account #: Phone #: 

Credit Reference #3: 

Address: 

Account #: Phone #: 

Personal Reference #1: 

Address: 

Relationship: Phone #: 

Personal Reference #2: 

Address: 

Relationship: Phone #: 

Personal Reference #3: 

Address: 

Relationship: Phone #: 
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In case of emergency notify: 

Address: 

Relationship: Phone #: 

G. VEHICLE AND PET INFORMATION (if applicable) 
 

List any cars, trucks, or other vehicles owned. Parking will be provided for one vehicle. Arrangements with 

Management will be necessary for more than one vehicle. 

Type of Vehicle: License Plate #: 

Year/Make: Color: 

Type of Vehicle: License Plate #: 

Year/Make: Color: 

Do you own any pets? Yes No 

If yes, describe: 
 

CERTIFICATION 

I/We hereby certify that I/We Do/Will Not maintain a separate subsidized rental unit in another location. 
I/We further certify that this will be my/our permanent residence. I/We understand that my eligibility for 
housing will be based on applicable income limits and by management’s selection criteria. I/We certify 
that all information in this application is true to the best of my/our knowledge and I/We understand that 
false statements or information are punishable by law and will lead to cancellation of this application or 
termination of tenancy after occupancy. All adult applicants, 18 or older, must sign application. 

 

SIGNATURE (S): 
 
 
 

(Signature of Tenant) Date 
 
 

(Signature of Co-Tenant) Date 
 
 

(Signature of Co-Tenant) Date 
 
 

(Signature of Co-Tenant) Date 
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Exhibit C – Acceptance and Rejection Letters 
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675 Massachusetts Avenue 
Cambridge, MA 02139 

www.cambridge-housing.org 
TDD 800 545 1833 x112  

 

ELIGIBILITY CERTIFICATION LETTER 
This is an important letter regarding your application for 116 Norfolk Street. 

You do not need to respond to this letter 
 
 

Date 
 

Applicant Name 

Applicant Address 

City State Zip 

Dear : 
Applicant Name 

 

The Cambridge Housing Authority (CHA) has completed the screening process and is pleased to inform you 
that you have been certified as eligible to participate in a CHA housing program. You have made your final 
development choice, and as such, you name will be considered for placement at this development only. The 
development name and your date of application are included below: 

 
Insert Development Name 

 
 

Insert Application Date 

So that you are prepared when a vacant unit becomes available, the information below will assist you in 
ensuring that you have the required funds available: 

1. At the time of lease‐up you will have to pay the first month’s rent, which will be pro‐rated if you move in 
after the first of the month. This amount will be calculated within 48 hours from the date of unit offer. 

2. If you lease up on or after the 20th of any month, you may be required to pay the current month's pro‐ rated rent, the 
following month's full rent. 

3. CHA accepts money orders only for the first month’s rent. Money Orders must be made out to the Cambridge Housing 
Authority. Cash and/or personal checks will not be accepted. 

4. Once the lease is signed and first month’s rent have been paid, CHA will provide you with the keys to the apartment. 
Keys will not be provided unless and until first month’s rent is paid. 

You do not need to respond to this letter. If you have any questions or need additional information, please call 
me at 617- 864-3020. Due to the large number of applicants on the Waiting List, applicants will not be seen 
without a previously scheduled appointment. CHA will contact you when an applicable vacant unit becomes 
available. 

Thank you for your interest in housing with the Cambridge Housing 

Authority. Sincerely, 

                                        
Name                                                   Title 

 
 

Page 1 of 1 Eligibility Certification Letter 07/21/10 

 
CHA’s mission is to develop and manage safe, good quality, affordable housing for 
low-income individuals and families in a manner which promotes citizenship, 
community and self-reliance. 

http://www.cambridge-housing.org/
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DENIAL LETTER ‐ INELIGIBLE 
This is an important letter regarding your application for 116 Norfolk Street. 

You do not need to respond to this letter 
 

 
____________________________ 
Date 
______________________________ 
Applicant Name  
______________________________ 
Applicant Address 
_________________________________ 
City, State and Zip 

 

Dear : 
 

This letter is to inform you that your application for housing assistance at Cambridge Housing 
Authority (CHA) has been denied because you did not meet CHA’s eligibility screening requirements. 
This letter explains the reasons for the denial of your application and your rights. 

1. You did not meet our basic eligibility requirements: 

□ You own real property in which you can reside 

□ Your household income exceeds the income limits for federal/state housing 

□ Your household composition does not meet the requirements for the waiting list 
□ Your household assets exceed the limit for Federal family housing 
□ You have unpaid debt from a prior tenancy 

□ No members of your family are U.S. citizens or have eligible immigration status 

 
2. The findings of the screening process show that you or your household are not likely to 

comply with the terms of the CHA lease: 
□ Poor history of paying rent or bills in a timely fashion 

□ Poor housing history 

□ History of criminal activity 

□ Lack of proven ability to comply with the lease 
 

3. Other (describe): 
                                       ____________________________________________________________ 
                                       ____________________________________________________________ 
                                       ____________________________________________________________ 
                                       ____________________________________________________________ 
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The reason(s) checked above is(are) based on the following facts: 
_________________________________________________________________________________ 
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 
 

 

You have the right to a re-consideration by CHA Staff of the decision made with regard to your file. In 
obtaining a re- consideration, you may submit additional information or information related to a change in 
circumstances. If you wish to request a re-consideration, please submit the request to Karrie Canavan at 
CHA's address noted above within ten (10) business days of the date of this letter. You may also call 617-520-
6234 to request an appointment. 

Also, if you are a person with a disability, you may wish to request a reasonable accommodation that will 
enable you to meet basic program requirements or comply with the terms of the lease. If you wish to request a 
reasonable accommodation, please submit your request to Rashida Golden-Jolly at CHA’s address above 
within fourteen (14) business days of the date of this letter. 
 
The Violence Against Women Act provides that domestic violence, dating violence, or stalking is not an 
appropriate basis for denial of eligibility. If you believe that this denial action is based on your being a victim of 
domestic violence, dating violence, or stalking, you are entitled to provide certification to that effect, and the 
CHA is requesting that you do so now. You must provide certification of domestic violence, dating violence, 
or stalking within fourteen (14) business days. You may provide certification on a HUD approved form 
enclosed with this notification, or other certification that you choose to provide. Any information you provide 
will be kept confidential and will not be disclosed by the agency without your consent except as necessary in 
an eviction or termination proceeding or as otherwise required by law.  
 
Sincerely, 
 
 

CHA Staff Name & Title 

Denial Letter-
Ineligible CHA
1-A213 Rev. 10/18/18 

 

CHA Staff Signature 

Page 1 of 1 
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