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The Property Manager must consult the Owner before taking any action regarding the 
following: 

1) Any changes in the requirements of Local, State and Federal statutes, as
well as USDA, Rural Development regulations which may affect the
Complex.

2) Any contractual obligation or expenditures which may exceed or conflict with the
limits established in the Agreement or the approved budget.

3) Any major repairs exceeding $1000.00 in cost and/or decisions
reflecting on the long-term management of the Complex unless an
emergency requires an immediate purchase.

The Owner's fundamental responsibilities and duties are to require compliance with all 
Federal guidelines and USDA Rural Development regulations. The Owner is to be 
always informed and aware of the Complex's operations and well-being. 

PERSONNEL POLICY AND STAFFING: 

Owner Hiring Practices 

The hiring practices of the Owner and the Manager will comply with all equal employment opportunity 
statutes and regulations, which are applicable to the Complex and its employees. 

Maintenance personnel may be hired by the property manager to complete regular maintenance. 
Maintenance will be reimbursed based on approval of Housing Authority. Maintenance staff will answer 
to the property manager. Management then reports to the Housing Authority board. 

To maintain professionalism, all management staff will be required to satisfactorily complete at least one 
USDA, Rural Development approved training course/seminar annually. The cost of training and 
educational materials for the site manager is a project expense, if reasonable, properly budgeted for, and 
approved by USDA, Rural Development 

PLANS AND PROCEDURES FOR MARKETING RENTAL UNITS AND MAINTAINING 

COMPLIANCE WITH THE AFFIRMATIVE FAIR HOUSING MARKETING PLAN 

Advertising will be in accordance with the Affirmative Fair Housing Marketing Plan. All advertising 
will include the Equal Housing Opportunity statement, logotype or slogan, the international 
accessibility logo for the handicapped, and the Kansas Relay Center's 800 phone number or project 
TDD phone number. The community contacts, listed in the Affirmative Fair Housing Marketing Plan, 
who address those groups least likely to apply without special outreach efforts will be contacted, 
quarterly, semi-annually, or annually as vacancies occur. Contact will be written correspondence 
(pamphlet) regarding the project and its amenities. The Affirmative Fair Housing Marketing Plan will 
be posted on the project's on-site bulletin board. 

The Property Manager will be responsible for marketing the property to achieve and maintain the 
highest level of occupancy and to establish and maintain a waiting list. Additional compensation or 
incentives may be used as necessary to fill vacant units. These incentives include a "finder's fee", 
initial rent up fee, one month(s) free rent, or compensation for moving expenses. Additional 
compensation or incentives must be pre-approved by USDA, RD. 
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Illegally parked vehicles may be towed. No vehicle repair is to be done in the parking area. Non­

functioning vehicles or recreational vehicles are PROHIBITED. Management will NOT be responsible 
for any vehicle or their contents. 

Driving onto the lawns or sidewalks is NOT PERMITTED. Tenants will be held responsible for any 
damage incurred by allowing vehicles onto these areas. 

Items (walkers, bicycles, etc.) are not to be left on sidewalks, blocking the flow of traffic. Use and 
storage of outdoor cooking grills may be allowed by using safety precautions; however, storage of 
gasoline or other flammable/ combustible articles are PROHIBITED in the apartments, patios, or 
storage areas. 

In the event of severe weather tenants are encouraged to take cover in the bathtub of their 
apartment, which is the center location of the buildings. The Concordia Elementary School FEMA 
shelter, located south of the Cloud Village property, is also a designated storm shelter. The school 
will be open by law enforcement and/or the school superintendent during severe weather. Entrance 

will be at the South Doors 

NO satellite dish or antennas are allowed. Cable service is provided through Cunningham 
Cable at a reduced bulk rate through Cloud Village, if desired. The cable fee per tenant will be 
determined based on the number of occupied units receiving cable and reimbursed to Cloud Village 
by the tenant along with their monthly rent payment. Tenants may opt out of the cable agreement by 
signing a form to be kept in their file stating they do not wish to receive cable. 

Pet Policies 

ONE pet per household (with the exception of fish) is allowed with a signed Pet Agreement and 
a deposit of 1/2 of the Basic Rental fee for tenant's apartment. Tenants are not allowed to 
house unauthorized animals. Tenants are responsible for keeping pets from disturbing others in any 
way. Aggressive or vicious animals will not be allowed on the property. If a pet shows these 
behaviors to others, you may be asked to remove your pet from the property. 

Pets may be walked off the property; if pets are walked on the premises ALL debris MUST be 
removed by tenant.  Pets are required by city policy to be walked on a leash and are not to be left
unattended on the patio or property grounds. 

Tenants are required to keep their pet updated on vaccinations and pet license 
through the city. Guests are NOT allowed to bring their pets on to the property of 
Cloud Village. 

The Manager will be responsible for the determination of eligibility and the applicant placement on the 
waiting list as completed applications are received. 

ELIGIBILITY AND CERTIFICATION/RE-CERTIFICATION 

Tenant files, which include the application and documentation of proof of income, proof of medical 
expenses, assets, etc. will be kept in individual unit numbered file folders stored in the property manger's 
locked office. 

There will be no application fee charged. 

The site manager will possess basic bookkeeping and/or accounting skills. Knowledge of Quick Books 
is helpful. Experience in property management, preferably experienced in low-income Rural 
Development or HUD subsidized housing is helpful. The Manager will have experience in successfully 
supervising others, and working with elderly, handicapped and disabled individuals. Knowledge of Fair 
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Housing practices is required. The manager must be willing to maintain the required training hours as 
per Rural Development requirements. Prior to assuming the duties of manager, an understanding of the 
basic occupancy standards, income guidelines, eligibility determination, and the certification process will 
also be expected. The Manager will be a citizen in good standing and be able to represent the Housing 
Authority Board at City Commission meetings when and if necessary. The management office will be 
on site of the Cloud Village Apartments property, located in the Community Building. 

UNIT LEASES AND LEASING POLICIES AND PROCEDURES 

Cloud Village will use RRHAK RA-1, purchased from RD, as the Rental Agreement. 

Applications are available on-site in the Community Room. Applicants are placed on the waiting list upon 
submission of a fully completed, signed, and dated application. Applications may be delivered by mail, 
placed in the locked rent box, or in person by contacting the Property Manager for an appointment. 

The Property Manager is responsible for maintaining the Waiting List and applications. As vacancies 
occur, the waiting list will be consulted, and applicants contacted according to preference based on income 
level (very low to moderate) in chronological order. 

Along with Agency requirements, the Property Manager may also use Landlord/rental history (nonpayment 
of rent, back rent owed, eviction ... ), criminal background checks, current living conditions, OR references to 
determine selection. 

Each applicant will be contacted annually by mail to determine continued interest in occupancy. If an 
applicant does not respond they will be removed from the waiting list and an additional letter will be sent 
stating the date and reason for removal. 

The Property Manager is responsible for maintaining the Waiting List. 

Every effort will be made to provide all applicants and tenants with the appropriate communication 
system, auxiliary aid, and other assistance necessary to ensure effective communication with the 
Property Manager. The Property Manager will also entertain any suggestions from applicants, 
tenants, and members of the public on how to meet their special needs in this regard. 

Interpreters will be contacted to assist with any tenant who needs assistance in communication due to 
non-English speaking or reading, hearing or sight impairments. The project will use the TDD system 
or an equally effective system, provide readers and publish materials in large print as needed. 

RENT AND OCCUPANCY CHARGE COLLECTION PROCEDURES 

Rents will be paid to the Property Manager in person, by mail or deposited in the locked rent collection 
box on site. An accurate record will be kept of all rental payments. All payments will be protected on 
site in the management's locked office until they are deposited in the project's general Operating 
Account. 

Rents will be payable on or before the 1st of each month. Prepayments will be accepted and 
encouraged whenever possible. Special arrangements will be made for tenants whose regular pay 
schedule does not correspond to the normal collection period. 

On the 10th of the month, all tenants who have not paid their rent will be assessed a $1 O late fee and 
sent a 30 Day Late Rent notice. Eviction will be sought against a tenant who refuses to pay rent. 



The Security Deposit for a one or two-bedroom apartment is $300. At least 1 /3 of the payment must 
be made prior to move-in. The remainder of the payment shall be made in the following 2 months. 
Non-payment of the security deposit will result in VOID of your lease agreement. 

All Security Deposits will be retained in the Security Deposit Account and returned to the tenant less 
any amount for damages upon move-out. Any interest incurred from the Security Deposit account 
will be put in the Operating Account for property use. 

PROCEDURES REQUESTING AND IMPLEMENTING RENT OR 

OCCUPANCY CHARGE CHANGE 

Requests for rent changes will be made with submission of the project's proposed budget. At the 
time the rent change request has been submitted the manager will notify tenants of the request. 
Tenants will have 20 days from the time notice is posted to make a comment and/or objection, in 
writing to Rural Development. Upon approval by the Agency, a notice will be delivered to each 
tenant as well as posted in the Community Room stating the amount of the rent increase at least 30 

days prior to the increase taking effect. 

The need for a rent increase will be determined when developing the budget for the following year by 
the manager. The request will be placed when the budget is submitted per USDA RD guidelines and 
deadlines. This will normally fall on or around the first of October as the fiscal year begins on the first 
of January. 

The Property Manager will work in conjunction with the Owner to determine when a rent increase is 
necessary. The Property Manager will be responsible for initiating and submitting the proper 
documentation for the change. 

MAINTENANCE, REPAIR AND REPLACEMENT PLAN 

Routine inspections will be made every year by the Property Manager, and more frequently 
when time is available. At the time of inspections, the need for redecorating or repairs is determined. All routine 
repairs will be made without cost to the tenant, except those items which are the tenant's responsibility 
caused by carelessness, which is not normal wear and tear. All such charges will be billed and 
collected during the rental period when the repairs are made. Tenants will be held responsible for the 
payment to treat Bed Bug infestations, or other continued reoccurring pest infestations. 

Reserve Account requests for ground maintenance, materials, supplies, and services for major repairs of 
$25,000.00 or less (all work included in one contract) may be approved without required bids.  These 
requests will not require bids even if there is an IOI entity.  Contracts will be awarded to the most 
qualified, competitive vendor. Any repair item in the amount of $1,000 or greater being used from 
the Operating Account must be approved by the "owner" prior to purchase unless an 
emergency requires immediate purchase. Major repairs will be paid for by the Operating Account 
when feasible. 

The Owner will follow the life-cycle guidelines provided by the Agency to determine the replacement 
time of appliances and large items. 

Utilities contracts are maintained by the City of Concordia and are not negotiable by the Owner. 

All discounts, rebates, etc. are the property of the project and will be credited to the project account or 
deposited into the general Operating Account. 

As-built plans for the property will be housed at the City Hall building and maintained/updated by the 
City Building-Code inspector. 
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Maintenance records will be maintained on each apartment. 

It will be the policy of the Owner to keep all buildings, grounds, and apartments in good repair at all times. 

Preventative maintenance will be done on a regular basis, in accordance with manufacturers' 
recommendations. All appliances will be checked for proper operation before initial occupancy. All 
appliances will be serviced as needed. 

Smoke detectors will be provided in each unit, as well as in the common areas, as required by the 
state and city code. The detectors will be checked prior to occupancy to ensure proper 

operation and during routine inspections. Smoke detectors are not to be damaged or taken 
down by tenants. 

Snow/ice will be removed from walkways by contracted personnel, as soon as possible, after the snow 
has stopped. Outside lighting will be maintained throughout the property. 

Exterior painting will be scheduled as needed. Interior painting and flooring replacement in units will 
be scheduled as required or on tenant move out as needed. Interior painting and flooring replacement 
in common areas will be scheduled as required. Exterior and interior painting and flooring replacement 
may be completed by private vendors. 

Lawn care/ground maintenance will be performed by contracted personnel. All plants, trees and lawn 
will be maintained, mowed, and fertilized in accordance with good landscaping and ground keeping 
procedures. All grounds will be kept free of weeds, branches, and trash at all times. Garbage and 
trash containers and laundry areas will be maintained on a regular basis. Tools will be kept in good 
repair with proper maintenance. Driveways and parking areas will be maintained in good repair and 
free from dirt and litter. 

Tenants may decorate or plant the area immediately adjacent to their patio (in between patios), only if 
they are able to maintain the area. The owner, manager or lawn care provider is NOT responsible for 
maintaining a fore described area if altered by tenant. Tenants may not plant near the downspouts. 
Tenants may also NOT plant trees, bushes or other plants that can damage the guttering, foundation, 
or building. Tenants may be held responsible for cleaning up the area when vacating the apartment. 

Major repairs will be completed by private vendors through competitive bidding, where required. After 
obtaining Owner approval, the contract will be awarded to the most qualified competitive vendor. Any 
repair item in the amount of $1000 or more will be considered major. Major repairs will be paid for by 
the Operating Account, if feasible. Otherwise, a request for use of Reserve Funds will be processed. 

The project will receive local pick-up of garbage and trash on a regular schedule and tenants will be 
advised of the schedule. Each resident shall use the dumpsters provided and dispose of their trash in 
sealed bags. Trash disposal will be paid out of the project expense. All garbage and trash MUST BE 
placed in suitable, substantial, non-leaking covered containers (i.e. plastic bags) and placed as 
directed by the Manager, in the appropriate dumpster area. Each resident is responsible for the 
cleanliness and removal of litter in and around their own apartment. Trash may NOT be kept in a 
container on patios. Furniture, appliances, or other large household items are the responsibility of the 
tenant. These items are NOT ALLOWED to be placed in, or around, the dumpster areas. 

A strong policy of good housekeeping, cleanliness and good repair to the buildings, equipment, tools, 
and common areas will be maintained in accordance with good maintenance procedures. 

All deficiencies that may occur on inspection will be corrected without delay and constant effort will be 
made to prevent such deficiencies from reoccurring. All efforts will be made to preclude infractions of 
city and state codes to keep the project free of hazards that could result in accidents and injuries on 
which the Complex could be held civilly liable. 
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SITE MANAGEMENT:

The Manager's fundamental responsibility is the supervision (time, knowledge, and expertise)
of the overall operations and capital improvements. The fundamental duties of the Manager
include but are not limited to the following:

1. Contracted by the Authority

2. There will be NO Identity of Interest between property manager and said property

3. The Secretary of the Authority shall be bonded

4. Compensation determined by Authority

5. Shall have general supervision over the administration and operation of
business/affairs and capital improvements

6. Charged with management of the Authority's housing projects

7. Maintain Authority records & journal Authority proceedings; recording all votes

8. Monitor project operations, maintenance, training and supervision of on-site personnel

9. Preparation of request for Reserve withdrawal, rent adjustments, rehabilitation and
energy conservation proposals, plans and specifications

10. Review and submission of tenant certifications and monthly project worksheet with payment.
Assure protection of project receipts and make project invoice and payment disbursements
countersigned by designated signee

11. Establish and maintain a system to keep project books, reports, records and accounts of all
accounting records in compliance with Form RD 3560-7

12. Monthly preparation and distribution of monthly/quarterly/annual reports to the Authority and
Rural Development as required

13. Development, preparation, and revision of Plans and/or Agreements,

14. Meet with Owners, investors and/or lending agency;

15. Other duties as assigned

The Property Manager will live off-site and is not considered an employee of the Owner; therefore,
Fidelity Bond Coverage is required and will be the responsibility of the Owner.

Office hours may vary however, the manager will be available through phone calls, emails, and/or by
scheduled appointment. The manager's phone number is posted on the entry doors to the community
building as well as inside the building.

V/^yVAplGHT?: *see Attached copy
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BOARD CHAIRMAN SIGNATURE DATE
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