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Asset Management Notice 
2014-02 

Issued: February 28, 2014 

 

To: All Owners and Managers 

From: Bob Conroy, Director of Asset Management 

In this issue: 

I. PUC LIAP Program Changes 

II. New Web Address for WCMS 

III. Property Losses or Alterations – Mainehousing Financed Properties 

IV. HUD Notice – FY 2014 AAFs 

V. HUD Updated Affirmative Fair Housing Marketing Plan (AFHMP) Package 

VI. HUD revised Resident Service Coordinator Semi-Annual Performance Report 

VII. Radon Testing of Residential Rental Buildings 

I. PUC LIAP Program changes 

Effective July 31, 2013, the Public Utilities Commission amended Chapter 314 - Statewide Low-Income Assistance Plan.  
This chapter provides for how two benefits are administered to help qualified low income customers pay their 
electric bills:  the Low-Income Assistance Plan (LIAP) benefit and the Oxygen Pump/Ventilator benefit, which 
provides assistance to those who use an oxygen pump or ventilator for at least 8 hours a day.  Prior to this change, 
anyone living in subsidized housing was ineligible for either benefit.  Now, however, those who live in subsidized 
housing may be found eligible for these programs.  Those interested in finding out if they are eligible for these 
programs, particularly those who previously may have been ineligible due to living in subsidized housing, are 
encouraged to get more information at their local Community Action Program (CAP) agency. 
 
We encourage Owners and Managers to inform their residents and Resident Service Coordinators about this 
change in benefits.  
 

II. New Web Address for WCMS 

WCMS has a new web address:  https://wcms.mainehousing.org/webcompliance .  Please make note and update 
your records accordingly.  
 

https://wcms.mainehousing.org/webcompliance
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III. Property Losses or Alterations – MaineHousing Financed Properties  

Unexpected events happen all the time (i.e. water damage, roof leak, fires, etc) and when they do, management and 
maintenance are scrambling to rectify the situation, many times being pulled in multiple directions.  With correcting 
the issue being the top priority, we know it can be easy to forget so this serves as a friendly reminder that if 
MaineHousing has financing in the property, is contract administrator of project based subsidy or the property has 
Low Income Housing Tax Credits and is still in its compliance period, the Asset Manager assigned to the project 
must be notified of the situation as soon as possible.   
 
In addition, if you are planning project alterations or require substantial work to the property, MaineHousing 
should be notified of any intentions/plans prior to work commencing.  This only applies to projects with 
MaineHousing financing. 
 

IV. HUD Notice – FY 2014 AAFs  
 
HUD published the attached notice on its fiscal year 2014 annual adjustment factors for Section 8 contract rents in 
the February 18, 2014 Federal Register.   
 

V. HUD Updated Affirmative Fair Housing Marketing Plan (AFHMP) Package  

HUD recently provided MaineHousing with an updated AFHMP Package which is attached for reference.  Along 
with the updated package they provided the following tips: 
 
Tips: 
 
To save data entered into the form, users will need a PDF Reader or PDF software capable of saving data to PDF 
forms.  HUD recommends the free Nuance PDF Reader, available here:  http://www.nuance.com/products/pdf-
reader/index.htm.  Adobe Reader XI  (11.0) (the latest) is now capable of saving data to PDF forms.  There are 
other PDF Readers, as well, that are capable of saving data to PDF forms. 
 
Some fields have tool tips to provide more information regarding the field.  Float your mouse over the field to see 
the tool tip. 
 
Text throughout the form has been highlighted in yellow to bring your attention to specific instructions.  Some of 
the highlights contain additional information.  Float your mouse over the highlight to see the additional 
information. 
 
The form also contains yellow sticky notes.  Float your mouse over the sticky note to see additional information. 
 
Clear Fields Button:  This button will clear all the data from the form. 
 
Reset Fields Button:  This button hides fields that should be hidden until activated. 
 
If you have any questions, recommendations, or find some bugs, please contact Kevin Pillsbury of HUD directly at 
kevin.pillsbury@hud.gov. 
 
 

http://www.nuance.com/products/pdf-reader/index.htm
http://www.nuance.com/products/pdf-reader/index.htm
mailto:kevin.pillsbury@hud.gov
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VI. HUD Revised Service Coordinator Semi-Annual Performance Report (HUD-92456) 

Revised Service Coordinator Semi-Annual Performance Report Form Now Approved for Use 
 
On Friday, January 31st, HUD staff in Washington, DC informed the American Association of Service 
Coordinators (AASC) that the revised Service Coordinator Semi-Annual Performance Report form has been 
released for use. All service coordinators working in Multifamily Housing for the Elderly & Disabled (Sect. 202s, 
202/8s, 202PRACs, 221s and 236s) are required to complete and submit this form that documents their program's 
performance, to make sure they are working as effectively as possible. 
 
The new form can be found here <http://portal.hud.gov/huddoc/92456.pdf> .  
 
The form was developed with Nuance, the official HUD software for the creation of HUD forms. If you 
experience problems with filling in the form fields and/or saving the form in your Adobe® pdf reader, you may 
have to download and use the free Nuance Reader that can be found here 
<http://www.nuance.com/products/pdf-reader/index.htm> . 
 
The AASC will be conducting free webinars for AASC members on the changes and additions to the Semi-Annual 
Report form in the very near future.  
 
Service coordinators required to submit the Semi-Annual Report form are to use the new form to submit their data 
and activities for the October 1, 2013 through March 31, 2014 reporting period. Reports are due into your 
respective HUD Field Office/Hub no later than 30 days following the end of each reporting period. HUD 
headquarters staff have acknowledged that, due to the release of the revised form during the middle of the 
reporting period, service coordinators may not have collected all of the data required on the revised form. HUD 
asks that you complete the report to the extent possible with the information available to you at the end of the 
reporting period.  
 

VII. Radon Testing of Residential Rental Buildings 

Just a friendly reminder that the law was amended on June 21, 2013 to require radon testing by March 1, 2014 in all 
residential rental buildings in the State of Maine.   Pertinent information related to the law and useful radon tip 
sheets can be found at: http://www.maine.gov/dhhs/mecdc/environmental-health/rad/radon/hp-radon.htm.   
 
We would like to point out that MaineHousing is not an enforcement entity for the law so any questions or 
concerns you may have should be addressed directly to the Radiation Control Program at 207-287-5676.   
 

Attachments: 

 HUD Notice – FY 2014 AAFs 

 HUD AFHMP Package 15 
 

Please note that MaineHousing provides notices as a service to our partners.  Notices are not intended to replace ongoing training and do not 
encompass all compliance and regulatory changes that may occur on the wide arrange of housing programs in which we work.  MaineHousing 
recommends partners establish an ongoing training program for their staff. 

http://portal.hud.gov/huddoc/92456.pdf
http://www.nuance.com/products/pdf-reader/index.htm
http://www.maine.gov/dhhs/mecdc/environmental-health/rad/radon/hp-radon.htm
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Maine State Housing Authority (“MaineHousing”) does not discriminate on the basis of race, color, religion, sex, sexual orientation, national 
origin, ancestry, physical or mental disability, age, familial status or receipt of public assistance in the admission or access to or treatment in its 
programs and activities.  In employment, MaineHousing does not discriminate on the basis of race, color, religion, sex, sexual orientation, national 
origin, ancestry, age, physical or mental disability or genetic information.  MaineHousing will provide appropriate communication auxiliary aids and 
services upon sufficient notice.  MaineHousing will also provide this document in alternative formats upon sufficient notice. MaineHousing has 
designated the following person responsible for coordinating compliance with applicable federal and state nondiscrimination requirements and 
addressing grievances: Louise Patenaude, Maine State Housing Authority, 353 Water Street, Augusta, Maine 04330-4633, Telephone Number 
1-800-452-4668 (voice in state only), (207) 626-4600 (voice) or Maine Relay 711. 

 



Affirmative Fair Housing Marketing Plan (AFHMP) 
Multifamily Housing 

Package 
Version 15.0 – February 5, 2014 

 
 
A package to assist you in the completion of the Affirmative Fair Housing Marketing Plan (AFHMP) - 
Multifamily Housing Form HUD-935.2A. 
 
Please remember:  It is your responsibility to “affirmatively further fair housing”.  The process is on-
going, and we expect it to be pursued with due diligence.  You must be vigilant in assessing and 
remaining in contact with agencies (old/new/expired) that are able to reach the least likely to apply 
target groups, irrespective of the status of your waiting lists.   
 
Included in the package: 
 

 Form HUD-935.2A:  The form is form-fillable, contains highlights and comments, contains 
prompts in drop-down boxes and text fields.  You can save the form and your data.   

 The Checklist:  A list of reminders and required attachments.  Before you submit, please use 
this checklist to ensure your submission is complete.   

 4b (Worksheet 3) Closed Waiting Lists Community Contacts Memo Sample:  Only 
applicable if your waiting lists are closed.  You are required to contact, at least yearly, 
agencies that represent groups least likely to apply, even though your waiting lists are 
closed.  Use to construct your community contacts memorandum to satisfy Block 4b 
(Worksheet 3).  The sample is also available in Microsoft Word. 

 4b (Worksheet 3) Group Home Community Contacts Memo Sample:  Only applicable for 
group homes that have closed referrals (see below).  Use to construct your community 
contacts memorandum to satisfy Block 4b (Worksheet 3).  Please send to your referral 
agencies.  The sample is also available in Microsoft Word. 

 7d Staff Instructions Memo Sample:  Use to construct your instructions memorandum to staff 
to satisfy Block 7d.  The sample is also available in Microsoft Word. 

 7d Staff Training Summary Memo Sample:  Use to construct your training memorandum to 
staff to satisfy Block 7d.  The sample is also available in Microsoft Word. 

 
Group Home information:  The majority of group homes do not advertise (marketing).  Their outreach is 
limited.  Their tenants are referred from other agencies.  This is called "Closed Referrals".  If this 
describes your group home, please refer to these instructions for Blocks 4b (Worksheet 3) and 4c 
(Worksheet 4) and Part 6:   
 

 Please enter “Closed Referrals”, along with other relevant data, on Worksheet 3 and 
Worksheet 4 and Part 6. 

 The Group Home Community Contacts Memo must be on your letterhead, dated, and 
signed.  The memo must be sent to all of your referral agencies, just as it is required for 
other properties.  It is important your agency and the referral agencies are clear on fair 
housing requirements.  



The Checklist 
 
 
Before you submit, please use this checklist to ensure your submission is complete. 
 
 

 Please label attachments with their corresponding Part, Block, and Worksheet 
identification: 8, 4a, Worksheet 1, Worksheet 2, .... 

 
 Block 3a - Worksheet 1, Block 3b, Block 4b - Worksheet 3, and Block 4c - 

Worksheet 4 are related and demonstrate your outreach efforts to groups least 
likely to apply. 

Are the groups least likely to apply (3a and 3b) represented by your 
community contacts (4b) and marketing activities (4c)? 

 
 Block 3a - Worksheet 1 and Part 8 are related:  Block 3a - Respondents should 

use the most current demographic data from the U.S. Census or another official 
source such as a local government planning office.  Please indicate the source of 
your data in Part 8 of this form. 

 
 Please include the following attachments: 

 
 Tenant Selection Plan (only if project is new to the inventory or project has 

owner-adopted or local residency preferences). 
 

 Worksheet 1: Determining Demographic Groups Least Likely to Apply for 
Housing Opportunities (Blocks 3a and 3b) with: 

□ Maps showing both the housing market area and the expanded 
housing market area. 

 
 Worksheet 2: Establishing a Residency Preference Area (Block 4a) (if 

applicable) with: 

□ Map clearly delineating the residency preference geographical area. 
 

 Worksheet 3 : Proposed Marketing Activities - Community Contacts (Block 
4b) must include: 

□ State the names of contact persons, their addresses, their telephone 
numbers, their previous experience working with the target 
population, the approximate date contact was/will be initiated, and 
the specific role they will play in assisting with the affirmative fair 
housing marketing. Please attach additional pages if necessary. 

 
 Community Contact Letters (Block 4b - Worksheet 3).  Recent (within the last 90 

days) letters to each community contact listed.  Must be on letterhead, dated, 



and signed.  Letters should include the Fair Housing Logo or Statement and the 
TTY/TDD phone number for the hearing impaired, if available. 

 
 Worksheet 4: Proposed Marketing Activities - Methods of Advertising (Block 

4c) with: 

□ Recent (within the last 90 days) samples of advertisements, radio 
and television scripts, internet advertisements and websites, 
brochures, ….  Please ensure the copies include business names 
and dates of publication. 

The only exception to this would be a group home with Closed 
Referrals. 

 
 Photo(s) of project site sign(s) (Block 5c).  Include at least one photo of 

each project site sign.  Ensure the photo(s) clearly shows the HUD-
approved Equal Housing Opportunity logo, slogan, or statement. 

□ If your property does not or will not have a project site sign, click on 
the “No Sign” button in Block 5c and enter the reason(s) why the 
property does not or will not have a site sign. 

 
 Copies of any AFHM/Fair Housing staff training materials (Block 7d), 

including instructions and training summary memorandums to staff.  
Memos must be on letterhead, dated, and signed.  They should include the 
Fair Housing Logo or Statement and the TTY/TDD phone number for the 
hearing impaired, if available. 

 
 Please sign and date the form. 

 



Note to all applicants/respondents: This form was developed with Nuance, the official HUD software for the creation of HUD forms.
HUD has made available instructions for downloading a free installation of a Nuance reader that allows the user to fill-in and save this
form in Nuance. Please see http://portal.hud.gov/hudportal/documents/huddoc?id=nuancereaderinstall.pdf for the instructions. Using
Nuance software is the only means of completing this form.

Affirmative Fair Housing
Marketing Plan (AFHMP) -
Multifamily Housing

U.S. Department of Housing
and Urban Development
Office of Fair Housing and Equal Opportunity

OMB Approval No. 25290013
         (exp.12/31/2016)

Previous editions are obsolete Page 1 of 8 Form HUD-935.2A (12/2011) 

1a. Project Name & Address (including City, County, State & Zip Code) 1b. Project Contract Number 1c. No. of Units

1d. Census Tract

1e. Housing/Expanded Housing Market Area

1f. Managing Agent Name, Address (including City, County, State & Zip Code), Telephone Number & Email Address

1g. Application/Owner/Developer Name, Address (including City, County, State & Zip Code), Telephone Number & Email Address

1h. Entity Responsible for Marketing (check all that apply)

Owner Agent Other (specify)

Position, Name (if known), Address ( including City, County, State & Zip Code), Telephone Number & Email Address

1i. To whom should approval and other correspondence concerning this AFHMP be sent? Indicate Name, Address (including City,
State & Zip Code), Telephone Number & EMail Address.

2a. Affirmative Fair Housing Marketing Plan

Plan Type Date of the First Approved AFHMP:

Reason(s) for current update:

2b. HUD-Approved Occupancy of the Project (check all that apply)

Elderly Family Mixed (Elderly/Disabled) Disabled

2c. Date of Initial Occupancy 2d. Advertising Start Date

Advertising must begin at least 90 days prior to initial or renewed occupancy for new
construction and substantial rehabilitation projects.

Date advertising began or will begin

For existing projects, select below the reason advertising will be used:

To fill existing unit vacancies

To place applicants on a waiting list (which currently has individuals)

To reopen a closed waiting list (which currently has individuals)

KP
2d In the case of existing projects
Block 2d- For new construction and substantial rehabilitation projects, advertising must begin at least 90 days prior to initial occupancy.In the case of existing projects, respondents should indicate whether the advertising will be used to fill existing vacancies, to place individuals on the project’s waiting list, or to re-open a closed waiting list. Please indicate how many people are on the waiting list when advertising begins.

KP
1d. Census Tract
Block 1d- Respondents may obtain the Census tract number from the U.S. Census Bureau(http://factfinder2.census.gov/main.html) when completing Worksheet One.Census tracts are small, relatively permanent statistical subdivisions of a county. Census tracts are delineated for most metropolitan areas (MA's) and other densely populated counties by local census statistical areas committees following Census Bureau guidelines (more than 3,000 census tracts have been established in 221 counties outside MA's). Six States (California, Connecticut, Delaware, Hawaii, New Jersey, and Rhode Island) and the District of Columbia are covered entirely by census tracts. Census tracts usually have between 2,500 and 8,000 persons and, when first delineated, are designed to be homogeneous with respect to population characteristics, economic status, and living conditions. Census tracts do not cross county boundaries. The spatial size of census tracts varies widely depending on the density of settlement. Census tract boundaries are delineated with the intention of being maintained over a long time so that statistical comparisons can be made from census to census.http://www.census.gov/geo/www/cen_tract.htmlCensus tracts are identified by a four-digit basic number and may have a two-digit numeric suffix; or example, 6059.02. The decimal point separating the four-digit basic tract number from the two-digit suffix is shown in the printed reports and on census maps. In computer-readable files, the decimal point is implied.http://www.census.gov/geo/www/cob/tr_metadata.htmlExamples of census tracts: 996200 (or 9962.00), 960100 (or 9601.00), 963100 (or 9631.00) 

KP
1f. Managing Agent
Block 1f- The applicant should complete this block only if a Managing Agent (the agent cannot be the applicant) is implementing the AFHMP.

KP
1e. Housing/Expanded Housing Market Area
Block 1e- Respondents should identify both the housingmarket area and the expanded housing market area fortheir multifamily housing projects. Use abbreviations ifnecessary.A housing market area is the area fromwhich a multifamily housing project owner/agent mayreasonably expect to draw a substantial number of itstenants. This could be a county or Metropolitan Division.The U.S. Census Bureau provides a range of levels todraw from.An expanded housing market area is a largergeographic area, such as a Metropolitan Division or aMetropolitan Statistical Area, which may provideadditional demographic diversity in terms of race, color,national origin, religion, sex, familial status, or disability.
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3a. Demographics of Project and Housing Market Area
Complete and submit Worksheet 1.

3b. Targeted Marketing Activity

Based on your completed Worksheet 1, indicate which demographic group(s) in the housing market area is/are least likely to apply for the

housing without special outreach efforts. (check all that apply)

White American Indian or Alaska Native Asian Black or African American

Native Hawaiian or Other Pacific Islander Hispanic or Latino Persons with Disabilities

Families with Children Other ethnic group, religion, etc. (specify)

4a. Residency Preference

Is the owner requesting a residency preference? If yes, complete questions 1 through 5.

If no, proceed to Block 4b.

(1) Type

(2) Is the residency preference area:

The same as the AFHMP housing/expanded housing market area as identified in Block 1e?

The same as the residency preference area of the local PHA in whose jurisdiction the project is located?

(3) What is the geographic area for the residency preference?

(4) What is the reason for having a residency preference?

(5) How do you plan to periodically evaluate your residency preference to ensure that it is in accordance with the non-discrimination
and equal opportunity requirements in 24 CFR 5.105(a)?

Complete and submit Worksheet 2 when requesting a residency preference (see also 24 CFR 5.655(c)(1)) for residency
preference requirements. The requirements in 24 CFR 5.655(c)(1) will be used by HUD as guidelines for evaluating
residency preferences consistent with the applicable HUD program requirements. See also HUD Occupancy
Handbook (4350.3) Chapter 4, Section 4.6 for additional guidance on preferences.

4b. Proposed Marketing Activities: Community Contacts

Complete and submit Worksheet 3 to describe your use of community
contacts to market the project to those least likely to apply.

4c. Proposed Marketing Activities: Methods of Advertising

Complete and submit Worksheet 4 to describe your

proposed methods of advertising that will be used to

market to those least likely to apply. Attach copies of

advertisements, radio and television scripts, Internet

advertisements, websites, and brochures, etc.

KP
Block 4c - Attach copies of advertisements, scripts, ads, ...

KP
Part 3 Demographics and Marketing Area
Part 3 Demographics and Marketing Area."Least likely to apply" means that there is an identifiable presence of a specific demographic group in the housing market area, but members of that group are not likely to apply for the housing without targeted outreach, including marketingmaterials in other languages for limited English proficient individuals, and alternative formats for persons with disabilities. Reasons for not applying may include, but are not limited to, insufficient information about housing opportunities, languagebarriers, or transportation impediments.

KP
Block 3a and Part 8
Block 3a - Respondents should use the most current demographic data from the U.S. Census or another official source such as a local government planning office. Please indicate the source of your data in Part 8 of this form.
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5a. Fair Housing Poster

The Fair Housing Poster must be prominently displayed in all offices in which sale or rental activity takes place (24 CFR 200.620(e)).
Check below all locations where the Poster will be displayed.

Rental Office Real Estate Office Model Unit Other (specify)

5b. Affirmative Fair Housing Marketing Plan

The AFHMP must be available for public inspection at the sales or rental office (24 CFR 200.625). Check below all locations

where the AFHMP will be made available.

Rental Office  Real Estate Office Model Unit Other (specify)

5c. Project Site Sign

Project Site Signs, if any, must display in a conspicuous position the HUD approved Equal Housing Opportunity logo, slogan, or statement

(24 CFR 200.620(f)). Check below all locations where the Project Site Sign will be displayed. Please submit photos of Project signs.

Rental Office Real Estate Office Model Unit Entrance to Project Other (specify)

The size of the Project Site Sign will be x

The Equal Housing Opportunity logo or slogan or statement will be x

 
 
 
6. Evaluation of Marketing Activities

Explain the evaluation process you will use to determine whether your marketing activities have been successful in attracting
individuals least likely to apply, how often you will make this determination, and how you will make decisions about future marketing
based on the evaluation process.

KP
Block 5c - Submit photos of Project Site Sign.

KP
5c. Project Site Sign
This section is applicable for all properties that have a site sign or will have a site sign at the property.If the property does not or will not have a site sign, please click on the "No Sign" button below and enter the reason(s) why the property does not or will not have a site sign.
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7a. Marketing Staff

What staff positions are/will be responsible for affirmative marketing?

7b. Staff Training and Assessment: AFHMP

(1) Has staff been trained on the AFHMP?

(2) Has staff been instructed in writing and orally on nondiscrimination and fair housing policies as required by

      24 CFR 200.620(c)?

(3) If yes, who provides instruction on the AFHMP and Fair Housing Act, and how frequently?

(4) Do you periodically assess staff skills on the use of the AFHMP and the application of the Fair Housing

      Act?

  (5) If yes, how and how often?

7c. Tenant Selection Training/Staff

(1) Has staff been trained on tenant selection in accordance with the project’s occupancy policy, including any residency preferences?

(2) What staff positions are/will be responsible for tenant selection?

7d. Staff Instruction/Training:
Describe AFHM/Fair Housing Act staff training, already provided or to be provided, to whom it was/will be provided, content of training,
and the dates of past and anticipated training. Please include copies of any AFHM/Fair Housing staff training materials.

KP
Block 7d - Include copies of AFHM/Fair Housing staff training.
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8. Additional Considerations:   Is there anything else you would like to tell us about your AFHMP to help ensure that

your program is marketed to those least likely to apply for housing in your project? Please attach additional sheets, as

needed.

9. Review and Update

By signing this form, the applicant/respondent agrees to implement its AFHMP, and to review and update its AFHMP
in accordance with the instructions to item 9 of this form in order to ensure continued compliance with HUD’s Affirmative Fair

Housing Marketing Regulations (see 24 CFR Part 200, Subpart M). I hereby certify that all the information stated herein,

as well as any information provided in the accompaniment herewith, is true and accurate. Warning: HUD will prosecute

false claims and statements. Conviction may result in criminal and/or civil penalties. (See 18 U.S.C. 1001, 1010, 1012;

31 U.S.C. 3729, 3802).  
 
Signature of person submitting this Plan & Date of Submission (mm/dd/yyyy)

Name (type or print)

Ti t le & Name of Company

For HUDOffice of Housing Use Only

Reviewing Official:

For HUDOffice of Fair Housing and Equal Opportunity Use Only

Approval Disapproval

Signature & Date (mm/dd/yyyy) Signature & Date (mm/dd/yyyy)

Name
(type
or
print)

Title

Name
(type
or
print)

Title

KP
Block 8 - Attach additional sheets.

KP
Block 3a and Part 8
Block 3a - Respondents should use the most current demographic data from the U.S. Census or another official source such as a local government planning office. Please indicate the source of your data in Part 8 of this form.



Public reporting burden for this collection of information is estimated to average six (6) hours per initial response, and four (4) hours for

updated plans, including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data

needed, and completing and reviewing the collection of information. This agency may not collect this information, and you are not

required to complete this form, unless it displays a currently valid Office of Management and Budget (OMB) control number.

Purpose of Form: All applicants for participation in FHA subsidized and unsubsidized multifamily housing programs with five or more

units (see 24 CFR 200.615) must complete this Affirmative Fair Housing Marketing Plan (AFHMP) form as specified in 24 CFR

200.625, and in accordance with the requirements in 24 CFR 200.620. The purpose of this AFHMP is to help applicants offer equal

housing opportunities regardless of race, color, national origin, religion, sex, familial status, or disability. The AFHMP helps

owners/agents (respondents) effectively market the availability of housing opportunities to individuals of both minority and non-minority

groups that are least likely to apply for occupancy. Affirmative fair housing marketing and planning should be part of all new

construction, substantial rehabilitation, and existing project marketing and advertising activities.

An AFHM program, as specified in this Plan, shall be in effect for each multifamily project throughout the life of the mortgage (24 CFR

200.620(a)). The AFHMP, once approved by HUD, must be made available for public inspection at the sales or rental offices of the

respondent (24 CFR 200.625) and may not be revised without HUD approval. This form contains no questions of a confidential nature.

Applicability: The form and worksheets must be completed and submitted by all FHA subsidized and unsubsidized multifamily

housing program applicants.

INSTRUCTIONS:

Send completed form and worksheets to your local HUD Office, Attention: Director, Office of Housing

Part 1: Applicant/Respondent and Project

Identification. Blocks 1a, 1b, 1c, 1g, 1h, and 1i are self-

explanatory.

Block 1d- Respondents may obtain the Census tract

number from the U.S. Census Bureau

(http://factfinder2.census.gov/main.html) when

completing Worksheet One.

Block 1e- Respondents should identify both the housing

market area and the expanded housing market area for

their multifamily housing projects. Use abbreviations if

necessary. A housing market area is the area from

which a multifamily housing project owner/agent may

reasonably expect to draw a substantial number of its

tenants. This could be a county or Metropolitan Division.

The U.S. Census Bureau provides a range of levels to

draw from.

An expanded housing market area is a larger

geographic area, such as a Metropolitan Division or a

Metropolitan Statistical Area, which may provide

additional demographic diversity in terms of race, color,

national origin, religion, sex, familial status, or disability.

Block 1f- The applicant should complete this block only if

a Managing Agent (the agent cannot be the applicant) is

implementing the AFHMP.

Part 2: Type of AFHMP

Block 2a- Respondents should indicate the status of the

AFHMP, i.e., initial or updated, as well as the date of the

first approved AFHMP. Respondents should also provide

the reason (s) for the current update, whether the update is

based on the five-year review or due to significant changes

in project or local demographics (See instructions for Part

9).

Block 2b- Respondents should identify all groups HUD has

approved for occupancy in the subject project, in

accordance with the contract, grant, etc.

Block 2c- Respondents should specify the date the project

was/will be first occupied.

Block 2d- For new construction and substantial

rehabilitation projects, advertising must begin at least 90

days prior to initial occupancy. In the case of existing

projects, respondents should indicate whether the

advertising will be used to fill existing vacancies, to place

individuals on the project’s waiting list, or to re-open a

closed waiting list. Please indicate how many people are

on the waiting list when advertising begins.

Previous editions are obsolete Page 6 of 8 Form HUD 935.2A (12/2011)
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Part 3 Demographics and Marketing Area.

"Least likely to apply" means that there is an

identifiable presence of a specific demographic

group in the housing market area, but members of

that group are not likely to apply for the housing

without targeted outreach, including marketing

materials in other languages for limited English

proficient individuals, and alternative formats for

persons with disabilities. Reasons for not applying

may include, but are not limited to, insufficient

information about housing opportunities, language

barriers, or transportation impediments.

Block 3a - Using Worksheet 1, the respondent

should indicate the demographic composition of the

project’s residents, current project applicant data,

census tract, housing market area, and expanded housing 
market area. The applicable housing market area 
and expanded housing market area should be indicated
in Block 1e. Compare groups within rows/across columns on

Worksheet 1 to identify any under-represented group(s)

relative to the surrounding housing market area and expanded 
housing market area, i.e., those group(s) “least likely to apply” 
for the housing without targeted outreach and marketing. If there

is a particular group or subgroup with members of a protected

class that has an identifiable presence in the housing market area,

but is not included in Worksheet 1, please specify under “Other.”

 
Respondents should use the most current demographic 
data from the U.S. Census or another official source such 
as a local government planning office.  Please indicate the 
source of your data in Part 8 of this form.  

Block 3b - Using the information from the completed

Worksheet 1, respondents should identify the

demographic group(s) least likely to apply for the

housing without special outreach efforts by checking

all that apply.

Part 4 - Marketing Program and Residency Preference (if

any).

Block 4a - A residency preference is a preference for

admission of persons who reside or work in a specified

geographic area (see 24 CFR 5.655(c)(1)(ii)). Respondents

should indicate whether a residency preference is being

utilized, and if so, respondents should specify if it is new,

revised, or continuing. If a respondent wishes to utilize a

residency preference, it must state the preference area (and

provide a map delineating the precise area) and state the

reason for having such a preference. The respondent must

ensure that the preference is in accordance with the non-

discrimination and equal opportunity requirements in 24 CFR

5.105(a) (see 24 CFR 5.655(c)(1)).

 
 
 
 
 

Respondents should use Worksheet 2 to show how the

percentage of the eligible population living or working in the

residency preference area compares to that of residents of the project,

project applicant data, census tract, housing market area, and 
expanded housing market area. The percentages would be the same as

shown on completed Worksheet 1.
 
Block 4b - Using Worksheet 3, respondents should describe

their use of community contacts to help market the project to those

least likely to apply. This table should include the name of a

contact person, his/her address, telephone number, previous

experience working with the target population(s), the

approximate date contact was/will be initiated, and the specific

role the community contact will play in assisting with affirmative 
fair housing marketing or outreach.
 
Block 4c - Using Worksheet 4, respondents should describe

their proposed method(s) of advertising to market to those

least likely to apply. This table should identify each media

option, the reason for choosing this media, and the language
of the advertisement.  Alternative format(s) that will be used to reach

persons with disabilities, and logo(s) that will appear on the

various materials (as well as their size) should be described.

Please attach a copy of the advertising or marketing material.

Part 5 – Availability of the Fair Housing Poster, AFHMP,

and Project Site Sign.

Block 5a - The Fair Housing Poster must be prominently

displayed in all offices in which sale or rental activity takes

place (24 CFR 200.620(e)). Respondents should indicate all

locations where the Fair Housing Poster will be displayed.

Block 5b -The AFHMP must be available for public inspection

at the sales or rental office (24 CFR 200.625). Check all of the

locations where the AFHMP will be available.

Block 5c -The Project Site Sign must display in a conspicuous

position the HUD-approved Equal Housing Opportunity logo,

slogan, or statement (24 CFR 200.620(f)). Respondents should

indicate where the Project Site Sign will be displayed, as well

as the size of the Sign and the size of the logo, slogan, or

statement. Please submit photographs of project site

signs.

KP
Block 4c - Attach a copy of the advertising or marketing material.

KP
Block 5c - Submit photographs of Project Site Sign.

KP
Part 3 - Least Likely To Apply.

KP
Block 3a and Part 8

KP
Part 4 - Worksheet 2 data.

KP
Idea for Future Version
Idea for future version of the package. Ideally, if a property has a residency preference, the values from Worksheet 1 could be copied to Worksheet 2 with a button. Example: If your property has a residency preference, please click here to copy the values from Worksheet 1 to Worksheet 2. 
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Part 6 - Evaluation of Marketing Activities.

Respondents should explain the evaluation process to be used

to determine if they have been successful in attracting those

individuals identified as least likely to apply. Respondents

should also explain how they will make decisions about future

marketing activities based on the evaluations.

Part 7- Marketing Staff and Training.

Block 7a -Respondents should identify staff positions that

are/will be responsible for affirmative marketing.

Block 7b - Respondents should indicate whether staff has been

trained on the AFHMP and Fair Housing Act.
Please indicate who provides the training and how frequently.
In addition, respondents should specify whether they periodically

assess staff members’ skills in using the AFHMP and in applying
the Fair Housing Act. They should state how often

they assess employee skills and how they conduct the

assessment.

Block 7c - Respondents should indicate whether staff has been

trained on tenant selection in accordance with the project’s

occupancy policy, including residency preferences (if any).

Respondents should also identify those staff positions that

are/will be responsible for tenant selection.

Block 7d - Respondents should include copies of any written

materials related to staff training, and identify the dates of past

and anticipated training.

Part 8 - Additional Considerations.

Respondents should describe their efforts not previously

mentioned that were/are planned to attract those individuals
least likely to apply for the subject housing.

Part 9 - Review and Update.

By signing the respondent assumes responsibility for

implementing the AFHMP. Respondents must review their

AFHMP every five years or when the local Community

Development jurisdiction’s Consolidated Plan is updated, or

when there are significant changes in the demographics of the

project or the local housing market area. When reviewing the plan,

the respondent should consider the current demographics of the 
housing market area to determine if there have been demographic
changes in the population in terms of race, color, national
origin, religion, sex, familial status, or disability. The respondent will

then determine if the population least to likely to apply for the housing

is still the population identified in the AFHMP, whether the advertising

and publicity cited in the current AFHMP are still appropriate, or

whether advertising sources should be modified or expanded. Even if

the demographics of the housing market area have not

changed, the respondent should determine if the outreach

currently being performed is reaching those it is intended to

reach as measured by project occupancy and applicant data. If

not, the AFHMP should be updated. The revised AFHMP must

be submitted to HUD for approval. HUD may review whether the

affirmative marketing is actually being performed in

accordance with the AFHMP. If based on their review,

respondents determine the AFHMP does not need to be

revised, they should maintain a file documenting what was

reviewed, what was found as a result of the review, and why

no changes were required. HUD may review this

documentation.

Notification of Intent to Begin Marketing.

No later than 90 days prior to the initiation of rental

marketing activities, the respondent must submit notification

of intent to begin marketing. The notification is required by the

AFHMP Compliance Regulations (24 CFR 108.15). The

Notification is submitted to the Office of Housing in the HUD Office

servicing the locality in which the proposed housing will be located.

Upon receipt of the Notification of Intent to Begin Marketing from

the applicant, the monitoring office will review any previously

approved plan and may schedule a pre-occupancy conference.

Such conference will be held prior to initiation of sales/rental

marketing activities. At this conference, the previously

approved AFHMP will be reviewed with the applicant to

determine if the plan, and/or its proposed implementation,

requires modification prior to initiation of marketing in order to

achieve the objectives of the AFHM regulation and the plan.

OMB approval of the AFHMP includes approval of this

notification procedure as part of the AFHMP. The burden hours

for such notification are included in the total designated for this

AFHMP form.

KP
Block 7d - Include copies of materials related to staff training.

KP
Block 3a and Part 8
Block 3a - Respondents should use the most current demographic data from the U.S. Census or another official source such as a local government planning office. Please indicate the source of your data in Part 8 of this form.



Worksheet 1: Determining Demographic Groups Least Likely to Apply for Housing Opportunities

(See AFHMP, Block 3b)

In the respective columns below, indicate the percentage of demographic groups among the project’s residents, current project

applicant data, census tract, housing market area, and expanded housing market area (See instructions to Block 1e). If you are a new

construction or substantial rehabilitation project and do not have residents or project applicant data, only report information for census

tract, housing market area, and expanded market area. The purpose of this information is to identify any under-representation of

certain demographic groups in terms of race, color, national origin, religion, sex, familial status, or disability. If there is significant

under-representation of any demographic group among project residents or current applicants in relation to the housing/expanded

housing market area, then targeted outreach and marketing should be directed towards these individuals least likely to apply. Please

indicate under-represented groups in Block 3b of the AFHMP. Please attach maps showing both the housing market area and the

expanded housing market area.

Demographic
Characteristics

Project’s
Residents

Project’s
Applicant Data

Census Tract Housing Market Area Expanded
HousingMarket

Area

% White

% Black or African
American

% Hispanic or Latino

% Asian

% American Indian or
Alaskan Native

% Native Hawaiian or
Pacific Islander

%Persons

with
Disabilities

% Families with Children
under the age of 18

Other (specify)

KP
Projects Applicant Data
This column was previously known as "Waiting List %".

KPCJ7
Highlight



Worksheet 2: Establishing a Residency Preference Area (See AFHMP, Block 4a)

Complete this Worksheet if you wish to continue, revise, or add a residency preference, which is a preference for admission of persons
who reside or work in a specified geographic area (see 24 CFR 5.655(c)(1)(ii)). If a residency preference is utilized, the preference
must be in accordance with the non-discrimination and equal opportunity requirements contained in 24 CFR 5.105(a). This Worksheet
will help show how the percentage of the population in the residency preference area compares to the demographics of the project 's
residents, applicant data, census tract, housing market area, and expanded housing market area. Please attach a map clearly
delineating the residency preference geographical area.

Demographic
Characteristics

Project’s
Residents

(as determined
in Worksheet 1)

Project’s
Applicant Data
(as determined
in Worksheet 1)

Census Tract
(as determined
in Worksheet
1)

Housing Market
Area (as

determined
in Worksheet 1)

Expanded
Housing Market
Area

(as determined in
Worksheet 1)

Residency
Preference Area
(if applicable)

% White

% Black or African 
American 

% Hispanic or 
Latino 

% Asian 

% American Indian 
or Alaskan Native 

% Native Hawaiian
or Pacific Islander 

% Persons with
Disabilities

% Families with
Children under the 
age of 18 

Other (specify)

KP
Projects Applicant Data
This column was previously known as "Waiting List %".

KP
Worksheet 2 - Attach map.

KP
Idea for Future Version
Idea for future version of the package. Ideally, if a property has a residency preference, the values from Worksheet 1 could be copied to Worksheet 2 with a button. Example: If your property has a residency preference, please click here to copy the values from Worksheet 1 to Worksheet 2.



Worksheet 3: Proposed Marketing Activities –Community Contacts (See AFHMP, Block 4b)

For each targeted marketing population designated as least likely to apply in Block 3b, identify at least one community contact
organization you will use to facilitate outreach to the particular population group. This could be a social service agency, religious
body, advocacy group, community center, etc. State the names of contact persons, their addresses, their telephone numbers, their
previous experience working with the target population, the approximate date contact was/will be initiated, and the specific role they
will play in assisting with the affirmative fair housing marketing. Please attach additional pages if necessary.

Targeted Population(s) Community Contact(s), including required information noted above.

KP
Worksheet 3 Required Information



Worksheet 4: Proposed Marketing Activities – Methods of Advertising (See AFHMP, Block 4c)

Complete the following table by identifying your targeted marketing population(s), as indicated in Block 3b, as well as
the methods of advertising that will be used to market to that population. For each targeted population, state the
means of advertising that you will use as applicable to that group and the reason for choosing this media. In each block,
in addition to specifying the media that will be used (e.g., name of newspaper, television station, website, location of
bulletin board, etc.) state any language(s) in which the material will be provided, identify any alternative format(s) to be
used (e.g. Braille, large print, etc.), and specify the logo(s) (as well as size) that will appear on the various materials.
Attach additional pages, if necessary, for further explanation.  Please attach a copy of the advertising or marketing 
material.

Targeted Population(s)→
Methods of Advertising ↓ 

Targeted Population: Targeted Population: Targeted Population:

Newspaper(s)

Radio Station(s)

TV Station(s)

Electronic Media

Bulletin Boards

Brochures, Notices, Flyers

Other (specify)

KP
Worksheet 4 - Attach advertising and marketing material.



4b (Worksheet 3) Closed Waiting Lists Community Contacts Memo Sample 

Please Place On Your Letterhead And Sign And Date 

 

(To Be Placed on Company Letterhead, which should include the FH Logo or Statement 
and the TTY/TDD Phone Number for the Hearing Impaired, if available) 

 

 

Date 

Community Contact (from 4c.) Address 

 

Dear: 

Property or Management Company Name provides housing for eligible, low income (insert all 
that apply: elderly persons or families, handicapped/disabled individuals). 

We would appreciate you continuing to add our name to the list of resources you provide to your 
clientele. 

If you have any questions or concerns about the services we provide, please feel free to contact 
Name, Title, Phone/Email. 

Sincerely, 

 



***Only applicable to Group Homes with Closed Referrals*** 
 
4b (Worksheet 3) Group Home Community Contacts Memo Sample 
 
Please Place On Your Letterhead And Sign And Date 
 

 
(To Be Placed on Company Letterhead, which should include the FH Logo or Statement 

and the TTY/TDD Phone Number for the Hearing Impaired, if available) 
 
 

 
MEMO 
 
TO:  Regional Director, Massachusetts Department of Mental Health 

( To be sent to each Referral Agency listed in 4c. of AFHMP ) 
FROM:        ( Sign or Initial ) 
 
RE:  Affirmative Fair Housing Marketing Plan-HUD-935.2A or B 
  ___________________________ Subject Development’s Name 
  HUD Project:  000-HD000 – City, State 
 
DATE:   
 
 
Please find attached a copy of the Affirmative Fair Housing marketing Plan, which HUD 
requires as part of our development process for the project undertaken by 
_________________________ . 
 
As you can see, it is critical that eligible applicants from all population groups in the 
development’s housing market area have the same opportunity to apply for and to be considered 
and referred for residency in this development, regardless of race, color, religion, sex, national 
origin, familial status, or disability. The Department’s procedures leading up to referrals to this 
development must provide for affirmative outreach to all eligible applicant groups within the 
housing market area, including the groups least likely to apply based on the development’s 
location. (For a list of the groups least likely to apply, please see the attached Affirmative Fair 
Housing Marketing Plan.)  The Department’s application and referral process must be non-
discriminatory. The Department must not use racially or ethnically conscious selection or 
referral procedures at any stage of its process in regard to this development.   
 
If you have any questions, please contact _______________ at 000-000-0000. 
 
 
Note: This sample may be used verbatim, but you would need to make revisions where 
appropriate for your AFHMP.  



7d Staff Instructions Memo Sample 
 
Please Place On Your Letterhead And Sign And Date 
 
 

(To Be Placed on Company Letterhead, which should include the FH Logo or 
Statement and the TTY/TDD Phone Number for the Hearing Impaired, if available) 
 
 
 

MEMORANDUM 
 

To:  All Employees 
From:  ______________, (Title) (To be signed or initialled) 
Date:  ______________ 
 
Subject: Instructions (or if applicable “Revised Instructions”) for 

Complying with Local, State and Federal Fair Housing Laws 
Regarding the Rental of Housing Units. 

 
 
“Affirmative marketing” is defined as (1) adherence to local, state and 
federal fair housing laws, and (2) positive efforts to ensure that a wide 
spectrum of persons from various races, colors, religions, genders, 
handicaps, national origins and familial statuses are made aware of our 
housing developments and their benefits. 
 
It is the policy of this management company to ensure that all fair 
housing laws are observed by those who participate in the management 
and operation of our housing develoments.  Failure to comply with 
affirmative marketing provisions will subject you and me to sanctions 
authorized by law. 
 
Marketing of multi-family housing by this management company, at a 
minimum, shall be in accorandance with the Owner’s HUD- approved 
Affirmative Fair Housing Marketing Plan (attached), and their signed 
assurance of compliance with Title VI of the Civil Rights Act of 1964, Title 
VIII of the Civil Rights Act of 1968, as amended by the Fair Housing 
Amendments Act of 1968, Executive Order 11063, Section 504 of the 
Rehabilitation Act of 1973, Title II of the Americans with Disabilities Act 
of 1990, Executive Order 13166 addressing Limited English Proficiency, 
the Architectural Barriers Act of 1968 and the cerfitifcations required 
pursuant to Executive Order 11246. 
 
In the marketing of units, this management company will adhere to the 
three following specific conditons: 



7d Staff Training Summary Memo Sample 
 
Please Place On Your Letterhead And Sign And Date 
 
 

 
 

(To Be Placed on Company Letterhead, which should include the FH Logo or 
Statement and the TTY/TDD Phone Number for the Hearing Impaired, if available) 

 
 

7d. Staff Training 
 
The XYZ Company complies with all Federal, State and local fair housing and civil 
rights laws and with all Equal Opportunity requirements in HUD administrative 
procedures.  In carrying out its marketing program and resident selection process, neither 
the Owner, nor its Agents, will discriminate based on *race, color, creed, religion, sex, 
sexual preference, national or ethnic origin, age, handicap, citizenship, ancestry, class, 
marital status, familial status, or any other basis prohibited by law.  This applies to 
accepting and processing applications, selecting tenants from among eligible applicants 
of the waiting list, assigning units, and certifying and re-certifying eligibility for 
assistance. 
 
All persons who will be handling and/or processing rental applications will be trained in 
procedures and policy matters, mindful of relevant federal, state and municipal orders, 
laws and statutes dealing with civil rights and fair housing, this Marketing Plan and 
applicable regulations governing the selection of applicants for housing, including, but 
not limited to: Title VI of the Civil Rights Act of 1964, Title VIII of the Civil Rights Act 
of 1968, as amended by the Fair Housing Amendments Act of 1968, Executive Order 
11063, Section 504 of the Rehabilitation Act of 1973, Title II of the Americans with 
Disabilities Act of 1990, Executive Order 13166 addressing Limited English Proficiency, 
the Architectural Barriers Act of 1968, the cerfitifcations required pursuant to Executive 
Order 11246. and comparable orders on the state level.  Marketing staff and all other 
persons involved in processing and/or handling of potential applications will be 
familiarized with the above regulations.  Also, the appropriate appeal procedures will be 
explained so that applicants may exercise their rights if they feel discrimination has 
occurred. 
 
 
Note:  The *emboldened protected classes are the seven (7) that are relevant under 
federal fair housing law.   The sample, however, is from an AFHM Plan that was 
submitted, and approved, where it also included the protected classes that are covered 
under its state fair housing law.  Hence, the sample summary should be modified 
accordingly to suit the needs of your Plan. 



 
1. All advertising, brochures, leaflets and other printed 

materials shall include the Equal Housiing Oppportunity 
Logo, statement or slogan. 
 

2. All signs, off-site or on-site, will prominently display the logo, 
statement or slogan. 

3. A fair housing poster will be displayed so as to be readily 
apparent to all persons seeking housing accomodations. 

 
No applicant shall be refused the right to apply for housing.  In the 
selection of residents, this management company will adhere to all 
regulations relating to fair housing.  Our developments will be managed 
and operated without regard to race, color, religion, sex, national origin, 
familial status, disability, or as required by state law, without regard to 
creed, ancestry, sexual preference, or source of income. 
( Note: applicable or non-applicable state-law protected classes can 
be added or deleted.) 
 
From time to time, as fair housing laws are amended, this management 
company will revise and update its instructions to keep all employees 
current with any applicable equal housing opportunity regulations. 
 
 
 
 
 
NOTE:  Be sure to remove the emboldened/italicized instructions 
and/or choices, before submitting your modifications to this sample. 
 
    The Memo should then be issued to all applicable staff & 
employees. 
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