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Date: Click or tap to enter a date.
IMPORTANT ANNUAL RE-EXAMINATION NOTICE
PLEASE RETURN BY: Click or tap to enter a date.

This form may also be completed online through the Rent Café Portal.  When completed and attached to the portal, an email will be sent to case managers for review.

Owner/Manager:							Tenant:




Dear Owner/Manager:
The above-named tenant has an annual re-examination effective Click or tap to enter a date. 

|_| 	The lease will not be renewed. A notice to move will be provided to the tenant by 			.  A copy of 	the notice must be provided to the CDA.  

If renewing the lease, please complete the following:

A 60-day notice must be provided to the CDA of a rent change.  If the CDA does not receive this form, the current rent will be used for the reexamination.  

[bookmark: Check12][bookmark: Check9]Will rent be increased?  |_| Yes  |_| No  |_| Do not know, will notify CDA when determined.

If yes, new rent amount: $______________.  Proper notice must also be provided to the tenant.  The CDA will only accept one rent increase in a twelve-month period.

Reason for rent increase:										

Unit Type: 

|_| Multi-family 	|_| Townhome/duplex  |_| Single-family 		Number of bedrooms: 		
[bookmark: Check4][bookmark: Check5][bookmark: Check6][bookmark: Check7]Garage		|_|  Yes  |_| No		If yes, is the garage optional?		|_|  Yes  |_| No  
If optional, the amount of rent contributed to garage  				
Pet rent		|_|  Yes  |_| No	If yes, the amount of rent contributed to the pet:  		
Are utilities included in rent: 	|_|  Yes  |_| No		
	UTILITIES PAID BY TENANT: Please X those paid by tenant and circle the type of energy source:

	______ HEAT 
(circle source)
Gas
Electric
Bottle Gas
Fuel Oil
	______ WATER HEATING 
(circle source)
Gas
Electric
Bottle Gas
Fuel Oil
	______ COOKING FUEL 
(circle source)
Gas
Electric
Bottle Gas 
Fuel Oil
	______ Other Electric (lights, etc.)
______ Water
______ Sewer
______ Trash
______ Stove
______ Refrigerate 
 


	

The CDA collects rent information from comparable unassisted units to ensure the rent for assisted units are reasonable.  Please complete the following for any additional units that you own:
	Unit Address/Number
	Bedroom size
	Current rent

	
	
	

	
	
	

	
	
	



[bookmark: Check13][bookmark: Check14]Is this a tax credit unit/property?				|_|  Yes	|_|  No
Do you intend to sell this unit within the next 12 months?	|_|  Yes	|_|  No

If a new lease is completed, please submit a copy to the CDA.  A new Housing Assistance Payment (HAP) contract will be drawn up for signature.  If a new lease is not provided, the CDA will provide an amendment to the current HAP contract.
 						
	Property amenities, please put an X by any amenities offered

	Basic:                                                           
· Blinds/Drapes                                             
· Carpet                                                       
· Air Conditioning                                                 
     Wall Unit                                                           
     Central Air                                                       

Appliances:
· Range
· Refrigerator
· Dishwasher
· Garbage Disposal
· Microwave
· Washer/Dryer
            Provided on property
            Provided in unit
            Hook up in unit

	Services within 2 Miles:
· Bus
· Medical Facilities
· Schools
· Shopping

Garage:
· Outlets for car heaters
· Garage included in rent
· Detached Garage available
· Underground Garage available

Activity Facilities:
· Play Area
· Picnic/Barbeque Area
· Swimming Pool

	Unit Extras:                                                      
· Cable TV/WIFI provided
· Deck/Patio/Balcony
· Elevator
· Fireplace
· Intercom/Sec. System
· In unit sprinkler system
· Additional bathrooms
· Walk in Closets
· Master bedroom suite
· Double sink in bath
· Kitchen island
· Dining Room
· Double sink in kitchen
· Screens on doors/windows
· Pantry
· Handicap Access Units
· On-site Management

Square Feet: ____________________




Landlord Information and Online Portal Access
Landlord information is available on the CDA website at: washingtoncountycda.org under Our Organization/Library/Landlord information.  The CDA also offers landlords access to Rent Café, an online portal where you can find rental information on assisted tenants.  Please contact the CDA for registration information to the portal.
At completion of the annual reexamination, notification of new rent portions will be provided.  All attempts will be made to provide the information prior to the start of the new portions.  

If you have any questions, please feel free to contact the Housing Assistance Department at: 

Housing Assistance Phone: 651-458-0936		          Email: HousingAssistance@WashingtonCountyCDA.org	
	
Owner/Manager Signature 							 Date					         
Phone Number									
Email 										
	
Please fill front and back of this form and return.
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