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Introduction 
This Manual describes the policies and procedures of the City of Summit’s Affordable Rental 
Housing Program. It examines program purposes and provides guidelines for the administration 
of the units.  It has been prepared with a flexible format allowing for periodic updates of its 
sections, when required, due to revisions in regulations and procedures. 

The scope of the manual includes the steps in the renting and selling affordable housing units 
included in the City’s Housing Element and Fair Share Plan. The manual also provides policies 
and procedures for the Market to Affordable and Affordability Assistance Programs. In addition, 
it describes the eligibility requirements for buying and renting affordable units, record keeping, 
and overall Program administration. 

Implementation of any procedure, even if it is not included in this Operating Manual, shall be in 
accordance with the Federal Fair Housing Act and Equal Opportunities laws1, the Uniform 
Housing Affordability Controls (UHAC) NJAC 5:80-26.1 et seq.2,  P.L.2020, c.51 (C.52:27D-321.3 
et seq.), the Fair Chance in Housing Act (N.J.A.C. 46:8-52 et seq.), and the affordable housing 
regulations of the City of Summit (hereafter referred to as the “Regulations”).   

In accordance with the Federal Fair Housing Act and Equal Opportunities laws, it is unlawful to 
discriminate against any person making an application to buy or rent a home with regard to age, 
race, religion, national origin, sex, handicapped or familial status.   

A copy of the City of Summit Housing’s Element and Fair Share Plan and other related reports 
and information, including a pre-application form for households, can be found at:  

https://www.cityofsummit.org/AH 

A copy of the pre-application is included in Appendix B.  

What Is Affordable Housing? 
Affordable housing, unlike market-rate housing, has affordability controls limiting the price for 
at least 30 years. A home is considered “affordable” under State regulations if the household 
pays approximately 35% or less of its gross income on housing costs. In the case of rental 
housing, housing costs are limited to the cost of rent and utilities.  

Affordable housing is priced to be affordable to households earning up to 80% of the regional 
area median income by household size. 

 

1 https://www.hud.gov/program_offices/fair_housing_equal_opp/fair_housing_act_overview 

2 https://www.state.nj.us/dca/affiliates/coah/regulations/uhac/uhac.pdf 
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Who Qualifies for Affordable Housing? 

To be eligible for affordable housing in New Jersey, a household’s income must be below the 
income limit for the region in which the affordable housing is located, either for low or 
moderate levels: 

• A moderate-income household is classified as earning between 50 percent and 80 
percent of the area median income by household size.  

• A low-income household is classified as earning less than 50 percent of the area median 
income.  

• The Fair Housing Act has included a new category for very low-income households, 
classified as earning less than 30 percent of the area median income.  

The 2008 amendments to the New Jersey Fair Housing Act require municipalities to provide at 
least 13% of affordable units post-2008 in their fair share plans to very low-income households 
earning 30 percent or less of median income by household size. 

The six housing regions consist of up to four counties:  

Region Counties 
1 Bergen, Hudson, Passaic, Sussex 
2 Essex, Morris, Union, Warren 
3 Hunterdon, Middlesex, Somerset 
4 Mercer, Monmouth, Ocean 
5 Burlington, Camden, Gloucester 
6 Atlantic, Cape May, Cumberland, Salem 

 

The Regional Income Limits Chart (Attachment A) provides income limits for each of the six 
housing regions. Each region has different calculated median incomes, which are adjusted 
annually.  

An applicant does not have to currently live in the region in which they are interested in 
applying for an affordable unit.  An applicant’s income qualification is determined by the 
Regional Income Limits for where the unit is located rather than where the applicant currently 
lives. 

Applying for City of Summit Affordable Housing 
The City of Summit uses a pre-application (Appendix B) and full-application (Appendix C) model 
to identify potential tenants and owners for its affordable housing. The pre-application collects 
basic information that allows the Administrative Agent to “test” an applicant against an 
available unit. A copy of the current pre-application can be found in Attachment B.  

Once a pre-applicant is found to be a viable candidate for an available unit, they will be asked to 
complete the full application and provide all of the source documents.  
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Local Affordable Housing and Other Opportunities 
The following is a list of affordable housing in the City covered by this Manual.  

Address Type of Affordable Unit 
50 Parmley Place, Unit #106 Rental 
50 Parmley Place, Unit #108 Rental 
13 North Street (Unit #1R) Rental 
13 North Street (Unit #1L) Rental 
13 North Street (Unit #2ND FL REAR) Rental 
120 Morris Avenue (7 Russell Place) Rental 
120 Morris Avenue (7 Russell Place) Rental 
31 Russel Place (Unit A) Rental 
31 Russel Place (Unit B) Rental 
708-710 Springfield Avenue (Unit #708A) Rental 
708-710 Springfield Avenue (Unit #708B) Rental 
708-710 Springfield Avenue (Unit #710A) Rental 
708-710 Springfield Avenue (Unit #710B) Rental 
785 Springfield Avenue Rental 
785 Springfield Avenue Rental 
545 Morris Avenue (Unit #103) Rental 
545 Morris Avenue (Unit #104) Rental 
545 Morris Avenue (Unit #214) Rental 
545 Morris Avenue (Unit #215) Rental 
43 Glendale Road Rental 
39 Morris Avenue (Unit A) Ownership 
39 Morris Avenue (Unit B) Ownership 
39 Morris Avenue (Unit C) Ownership 
39 Morris Avenue (Unit D) Ownership 
39 Morris Avenue (Unit E) Ownership 
39 Morris Avenue (Unit F) Ownership 

 

This list will be appended with new units as they are added to the City’s affordable housing 
portfolio. 

Other Affordable Housing Programs And Opportunities 
Affordable housing is administered by a wide variety of organizations and agencies. Each City, 
under the Fair Housing Act’s jurisdiction, has a Municipal Housing Liaison who is responsible for 
administering the City’s affordable housing program. Individuals interested in applying for 
affordable housing should contact the Municipal Housing Liaison in the City where they are 
interested in living. Some municipalities administer their affordable housing and have their own 
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application process. If not, the Municipal Housing Liaison can direct applicants to developers, 
nonprofit agencies, State agencies, or consultants that may administer affordable housing within 
the City.  

The New Jersey Housing and Mortgage Finance Agency have established New Jersey’s Housing 
Resource Center, an online, searchable database of affordable housing in the State. The Housing 
Resource Center provides a listing posted by developers, landlords, and municipalities of 
available, affordable housing. Available units are listed with contact and application information. 
Look for the Housing Resource Center at www.njhrc.gov.  

The Affordable Housing Professionals of New Jersey maintains a web page with a 
comprehensive list of affordable housing opportunities in New Jersey. Please visit 
https://ahpnj.org/housing-search for more information.  

Fair Housing and Equal Housing Opportunities 
It is unlawful to discriminate against any person making an application to buy or rent a home 
with regard to race, creed, color, national origin, ancestry, age, marital status, affectional or 
sexual orientation, familial status, disability, nationality, sex, gender identity or expression or 
source of lawful income used for mortgage or rental payments. 

For more information on discrimination or if anyone feels they are a victim of discrimination, 
please contact the New Jersey Division on Civil Rights at 1-866-405-3050  or 
https://www.njoag.gov/about/divisions-and-offices/division-on-civil-rights-home/. 

http://www.njhrc.gov/
https://ahpnj.org/housing-search
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Matching Households with Available Units 
The City of Summit uses a two-step process to match available units with potential tenants and 
buyers of affordable homes. First, anyone interested in buying or renting an affordable unit will 
be instructed to complete a pre-application on the City’s website. The pre-application is very 
brief and designed to collect only the information necessary to assess a household’s income and 
bedroom requirements for available units.  

Once a pre-applicant has been part of a random selection and has been potentially matched 
with an available unit, they will be required to complete a full application. The six-page 
application (see Appendix C) collects detailed information on each household member, including 
their income, assets, and other information necessary to determine the household’s eligibility 
according to the UHAC regulations.  

The Random Selection Process 
UHAC requires communities to include a “random selection” among interested applicants when 
filling a vacant affordable housing unit. The purpose of random selection is to ensure “that no 
preference is given to one applicant over another except for purposes of matching household 
income and size with an appropriately priced and sized affordable unit.” 

The City of Summit uses a system that randomizes the entire pool of pre-applicants each time a 
unit or group of units is available. The steps involved in conducting the randomization are as 
follows: 

1. Download the complete database of all pre-applications in the applicant pool into Excel. 
2. Identify and remove duplicate records. When a duplicate record is found, the oldest 

record or records will be deleted, leaving the most recent record. This allows people to 
provide more up-to-date information that will be useful in matching them with available 
units. 

3. Using a random number generator (such as random.org), paste the random numbers 
into a new spreadsheet column. 

4. Sort the spreadsheet based on the random number column.  
 
The above process will result in a spreadsheet that has assigned a random number to each pre-
application and then sorted by their randomized number (from lowest to highest). This 
spreadsheet will be saved and used to document the random selection process for an available 
unit or units.  

Identifying Candidates for Available Units 
The Administrative Agent will use the following process to test each applicant against the 
available unit(s) in the order of their random selection.  

1. Regional Preference Test. Pre-applicants that live or work in the Counties of Essex, 
Morris, Union, and Warren (COAH Region 2) will be considered first as per the City of 
Summit’s Affirmative Marketing Ordinance (35-19.1-C) establishing a preference for 
preapplicants that live or work within the City’s COAH Region.  
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2. Veteran Preference Test. If applicable to the available unit(s), pre-applicants that have 
confirmed their status as  

3. Bedroom Test. Next, the bedroom size of the available unit(s) will be tested against the 
random selection list. If the first preapplicant seeks a unit with a different number of 
bedrooms, they will be skipped, and the next preapplicant will be evaluated. Once a 
match is made between the available unit(s) and a pre-applicant, the following criteria 
will be tested. 

4. Income Test. The first preapplicant on the random selection list that meets the bedroom 
test will then be tested to ensure their reported income is sufficient to afford the rent 
and utilities of the available unit.  

a. If the database record for the preapplicant is more than six months old, the AA 
will contact the preapplicant to update their gross household income, 
household size, and bedroom requirement.  Any changes will be made to the 
random selection list and the preapplicant database. 

b. If the rent and utilities of the available unit exceed 35% of the preapplicants 
gross household income, the preapplicant will be evaluated for a waiver under 
5:80-26.13(b). Specifically: 

i. The household currently pays more than 35 percent (40 percent for 
households eligible for age-restricted units) of its gross household 
income for rent, and the proposed rent will reduce its housing costs; 

ii. The household has consistently paid more than 35 percent (40 percent 
for households eligible for age-restricted units) of eligible monthly 
income for rent in the past and has proven its ability to pay; 

iii. The household is currently in substandard or overcrowded living 
conditions; 

iv. The household documents the existence of assets with which the 
household proposes to supplement the rent payments; or 

v. The household documents proposed third-party assistance from an 
outside source, such as a family member, in a form acceptable to the 
administrative agent and the unit owner. 

c. If the preapplicant’s income is insufficient to afford the available unit and the 
circumstances described in 5:80-26.13(b) do not apply, the preapplicant will be 
skipped.  

Confirming the Interest of a Candidate 
A preapplicant that passes the Regional Preference, Veteran Preference (if applicable), 
Bedroom, and Income Tests is considered a viable candidate for the available unit and will be 
contacted to determine if they are interested in the available unit. The Administrative Agent will 
provide essential information to the candidate, including current rent, estimated utilities, 
amenities, parking availability, and potential move-in date. If the candidate is interested in the 
unit, they will be instructed by the Administrative Agent to contact the Landlord or Property 
Manager responsible for the unit to visit the unit. 
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If the candidate is interested in moving forward after seeing the unit, the Administrative Agent 
will forward them the City’s full application. The candidate will be instructed to complete the full 
application and attach all of the required source documents listed on the application.  

Full Application & Income Certification Process 
A pre-applicant that has confirmed their interest in buying or renting an available, affordable 
housing unit will be forwarded a full application (see Appendix C). The household will be given a 
week to complete the application and provide the required documentation listed in the 
application. Those documents include the following: 

• Copies of photo IDs for all adults in the household 
• Copies of social security cards or Individual Tax Payer Identification cards for all 

members of the household 
• Five (5) consecutive pay stubs for each source of income for each working member of 

the household 
• Two (2) most recent income tax returns with W-2s and all schedules 
• Where applicable, the most recent award letter for Social Security, Alimony/Child 

Support 
• Where applicable, the most recent award letter for SSI or SSD 
• Checking and Savings Account statements for three (3) consecutive months 

Before the Administrative Agent reviews an application, the application must be complete and 
signed by all household members over the age of 18. In addition, all applicable source 
documents are required before reviewing the application. 

It may be necessary for the Administrative Agent to collect additional information and 
documentation from the applicant beyond the items listed above. The Administrative Agent will 
notify applicant households in writing of certification or denial within 20 days of the 
determination.  

Once approved, a certified household for a rental unit will work with the leasing agent or 
landlord to sign the lease, pay the first month’s rent and the security deposit and receive the 
keys. Then, the certified household moves into the affordable rental unit. 

See Household Certification for more information on how eligibility is determined.  
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Affordability Assistance: Security Deposits for Renters 
The City of Summit will designate a portion of all development fees collected and interest 
earned towards a revolving Affordability Assistance Fund. In addition, an interest-free loan from 
the Affordable Housing Trust fund is available to an income-eligible renter with good credit 
standing who qualifies for a very low, low- or moderate-income rental unit in the program as per 
the following guidelines: 

1. The security deposit assistance will be in the form of a cash loan equal to the security 
deposit amount determined by the landlord and paid to the landlord on behalf of the 
tenant  

2. At the termination of the lease, the landlord will return the portion of the security 
deposit it determines to the City of Summit, along with interest earned.  The tenant will 
repay any difference between the original security deposit amount and the portion 
returned by the landlord.  Funds returned to the City will be placed in the affordable 
housing trust fund to be used for future security deposit assistance 

3. The Administrative Agent will administer the City of Summit’s Security Deposit 
Affordability Assistance Program.  After an applicant is income qualified by The 
Administrative Agent pursuant to COAH’s rules and the Uniform Housing Affordability 
Controls or cannot be qualified due to a need for assistance, an affordability assistance 
application will be completed and forwarded with all necessary documentation to The 
Administrative Agent.  The affordability assistance recipient will sign a contract with 
Summit City which states the amount of funds granted, interest information, 
procedures, duration and conditions of affordability assistance, and repayment 
information. The availability of the City’s Affordability Assistance Program will be 
noticed to all tenants of affordable units within Summit.  An income-eligible occupant or 
applicant for an affordable unit within the City may not be denied participation in the 
Affordability Assistance Program(s) unless funding is no longer available. 
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Affordability Assistance: Down Payment and Closing Cost 
Assistance 
The City of Summit will designate a portion of all development fees collected and interest 
earned towards a revolving Affordability Assistance Fund.  An interest-free loan from the Fund is 
available to income-eligible buyers purchasing an affordable ownership unit: 

The down payment/closing cost assistance loan will be in the form of a secured second 
mortgage.  The maximum amount of assistance is $15,000 for income-eligible homebuyers.  The 
loan will be forgiven if Buyer retains ownership and complies with the affordable housing 
regulations after five (5) years. If the Buyer elects to resell the unit or is found to violate the 
affordability regulations, the full amount of assistance will be payable to City and returned to 
the Affordability Assistance Funds.  

Eligible closing cost fees include expenses paid at closing such as an attorney, title insurance and 
survey fees, appraisals, points, origination fees, recording taxes and fees, prepaid escrows for 
property taxes and insurance, structural inspection/engineer’s report and pest inspections, and 
the reimbursement of fees paid before loan closing (i.e., application, credit, flood certification, 
and appraisal fees).   All closing costs must be reasonable and customary and may not exceed 
those normally charged on a conventionally financed home located in the area where the 
financed property is located.   

Assistance from the Program shall be secured through a Mortgage and Mortgage Note in favor 
of the municipality executed by the property owner. The Mortgage and Mortgage Note will be 
executed at closing.  The closing agent will record said documents with the County Clerk’s office 
upon the completion of the closing of the title. The original mortgage note shall be retained by 
the Administrative Agent and kept in the unit file. The Program mortgage must be listed on the 
HUD1 Settlement Statement and will precede the Affordable Housing Recapture Mortgage in 
the chain of title.  
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MARKET TO AFFORDABLE PROGRAM 
The City’s Market to Affordable Program aims to subsidize the purchase price of market-rate 
homes and condominiums to make them affordable to income-eligible households. In 
consideration of the funding from the Program, the owner agrees to sign a deed restriction on 
the property to make it affordable for at least 30 years. In addition, units assisted with the 
Program are intended to create affordable housing credits towards the City’s Fair Share Plan.  
 
The Market to Affordable Program will provide up to $100,000 in direct assistance to write 
down the cost of a market rate unit. The actual amount of funding made available will be based 
on the applicant’s household income and the housing expense of a particular unit.  
 
Given the discrepancy between market rate prices of homes in the City of Summit and prices 
that are affordable to households earning less than 80% of the Area Median Income, it may not 
be easy to find homes that can be within reach of being successfully subsidized to an affordable 
level before reaching the Program’s assistance cap.  
 

Procedures 
1. Process pre-approval of applicant household (Buyer), including: 

a. The Administrative Agent will conduct a phone interview with the applicant that 
describes the program, including the importance of providing accurate 
household income data in the pre-application.  

b. The applicant then completes pre-application for the program. The pre-
application will include information on the program that the applicant must 
acknowledge through signature.  

c. The Administrative Agent processes the pre-application. Using income 
information provided in the pre-application, the Administrative Agent will 
calculate the maximum sale price the applicant can afford using the maximum 
assistance available from the Program. This figure will only be illustrative, given 
fluctuating interest rates and different real estate taxes.  

d. The Administrative Agent will provide a written pre-approval to the applicant 
describing the following steps and sharing the calculation of estimated sales 
prices for condos and single-family homes that the applicant may be able to 
afford with the Program’s assistance. In addition, the Administrative Agent will 
include a copy of the full application that will be required from the applicant 
immediately after signing a contract of sale to establish their final eligibility.  

2. The applicant will work with a local real estate agent to find a unit. The Buyer will be 
instructed to contact the Administrative Agent and provide the sale price, real estate 
taxes, current interest rate for a 30-year mortgage, and the homeowner association 
dues (if any) of any unit they are considering. The Administrative Agent will interview 
the homeowner about any income changes since the pre-approval was made and 
calculate the affordability of the proposed unit. If the unit is affordable after the 
Program subsidy, the Administrative Agent will encourage them to visit the unit and 
make an offer if they are interested in purchasing the unit.  
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a. After signing a contract of sale with the Seller, the Buyer will be required to 
submit a full application to the Program along with all required source 
documentation. 

b. If the unit requires any rehabilitation, the Buyer will be encouraged to 
determine those costs immediately after signing a contract of sale.   

3. The Administrative Agent will review the buyer’s full application and determine if they 
can be certified as an income-eligible buyer.  

4. Using the household income from the application, the Administrative Agent will 
recalculate the affordability of the home to determine how much Program subsidy is 
required to make the unit affordable.  

5. The Administrative Agent will contact the City Tax Assessor to discuss an assessment 
that reflects the affordable value of the unit.  

6. The Administrative Agent will prepare a Deed containing restrictive covenants and a 
mortgage and mortgage note for the program assistance. The documents will be shared 
with the Buyer and forwarded to the closing agent with instructions to record the 
mortgage and deed.  

 

Loan Requirements 
All first-money mortgages on units participating in the Program must adhere to the following 
requirements: 

• All loans must have a fixed rate interest rate. 
• Lenders are encouraged to offer “below-market” interest rates.  
• Loans must be free of “origination fees” or points. 
• Loans may not exceed a term of more than thirty (30) years. 
• In situations where the applicant’s gross income exceeds a 45% debt-to-income ratio, 

lenders must be willing to consider income from other household members as a 
“compensating factor.” 
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ROLES AND RESPONSIBILITIES 
Key Roles 
The Municipal Housing Liaison (MHL) is a City of Summit full-time employee. The MHL serves as 
the main point of contact for residents, developers, and stakeholders interested in learning 
more about the City’s efforts to create affordable housing. The City’s Municipal Housing Liaison 
is:  

Matthew DiLauri, QPA 
Assistant Director, Operations & Planning 
The City of Summit, Department of Community Services (DCS) 
512 Springfield Avenue, 2nd Floor 
Summit, NJ 07901  
P: (908) 273-6404 
F: (908) 608-1214 
E: mdilauri@cityofsummit.org 
 

The Administrative Agent (AA) is responsible for the overall administration of the City’s 
affordable housing portfolio and various related affordable housing programs. The City’s 
Administrative Agent is a private consultant: 

Marc Leckington 
Leckington Advisors, LLC 
100 Campus Town Circle 
Suite 103, #2144 
Ewing, NJ 08638 
P: 908-777-7752 
F: 609-881-1593 
E: marc@leckingtonadvisors.com 
 

Responsibilities of the Municipal Housing Liaison 
The Municipal Housing Liaison is responsible for coordinating all the activities of the municipal 
government as it relates to the creation and administration of affordable housing units, in 
conjunction with the City’s Affordable Housing Attorney, where appropriate (see 
Responsibilities of the Affordable Housing Attorney).  The primary purpose of the Municipal 
Housing Liaison is to ensure that all affordable housing projects are established and 
administered according to applicable regulations. The duties of the Municipal Housing Liaison 
include the following:  

• Monitor the status of all restricted units in the City’s Fair Share Plan. Regardless of any 
arrangements the City may have with one or more Administrative Agents, it is the 
Municipal Housing Liaison’s responsibility to know the status of all restricted units in the 
community.   

• Serve as the City’s primary point of contact for all inquiries from the State, 
Administrative Agents, developers, affordable housing sponsors, owners, property 

mailto:mdilauri@cityofsummit.org
mailto:marc@leckingtonadvisors.com
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managers, and interested households. In addition, the Municipal Housing Liaison serves 
as the City’s primary point of contact on affordable housing issues. Therefore, interested 
applicants should be provided with information on the types of affordable units within 
the City and, where applicable, the name of the Administrative Agent that manages the 
units and the contact information for the Administrative Agent. 

• Compile, verify, and submit annual reporting. Administrative Agents are responsible for 
collecting much of the data that is ultimately included in an annual monitoring report. 
However, it is the Municipal Housing Liaison’s responsibility to collect and verify this 
data and consolidate it into the annual report.  

• Coordinate meetings with Administrative Agents and Developers/Affordable Housing 
Sponsors/Owners. When a new affordable unit or series of units is in the planning 
process, the Municipal Housing Liaison should coordinate a meeting between the 
Administrative Agent and the developer, affordable housing sponsor, or owner. This 
initial meeting aims to develop a clear division of labor between the parties and to 
transmit any components of the Operating Manual – including copies of all related local 
ordinances. 

The Municipal Housing Liaison, in conjunction with the Affordable Housing Attorney, must have 
the affordable housing provisions of any Master Deed and Public Offering reviewed for 
consistency with UHAC regulations before they are recorded and submitted to DCA for approval. 

Responsibilities of an Administrative Agent 
The primary responsibility of an Administrative Agent is to establish and enforce affordability 
controls and ensure that units in their portfolio are rented to eligible households. Administrative 
Agents must: 

• Secure written acknowledgment from all developers, affordable housing sponsors, 
and owners that no restricted unit can be offered or in any other way committed to 
any person other than a household duly certified by the Administrative Agent. 

• Create and adhere to an Operating Manual. Administrative Agents are required to 
follow the policies and procedures of an Operating Manual as applicable to the scope of 
services they have been contracted to perform.  

• Implement the City’s Affirmative Marketing Plan. The Administrative Agent, the 
developer, the affordable housing sponsor, or the owner could be responsible for 
implementing the Affirmative Marketing Plan adopted by the City.  This responsibility 
should be discussed with the Municipal Housing Liaison, Administrative Agent, and the 
developer, affordable housing sponsor, or owner at the first meeting.  Affirmative 
marketing includes conducting regional outreach and advertising for available 
affordable units.  Advertising costs have been delegated to the developer in accordance 
with the City’s adopted Affirmative Marketing Plan.   

• Accept applications from interested households. Interested households will contact the 
Administrative Agent in response to marketing initiatives or by referral from the 
Municipal Housing Liaison.  The Administrative Agent will supply applicants with 
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applications, provide additional information on available units, and accept completed 
applications. 

• Conduct a random selection of applicants for the rental of restricted units. The 
Administrative Agent is responsible for conducting the random selection in accordance 
with the Affirmative Marketing Plan and any related local ordinances and as described in 
the Operating Manual.  

• Create and maintain a pool of applicant households. This includes reaching out to 
households in the applicant pool to determine continued interest and household size 
and income changes. 

• Determine the eligibility of households. Collecting application materials and 
documentation from applicant households and analyzing it for eligibility is the 
responsibility of an Administrative Agent. A written determination of a household’s 
eligibility must be provided within twenty (20) days of the Administrative Agent’s 
determination of eligibility or non-eligibility. Whether or not the household is eligible for 
a unit, it is an Administrative Agent’s responsibility to secure all information provided by 
the household in individual files and maintain strict confidentiality of all information 
regarding that household. In addition, an Administrative Agent is required to ensure 
that all certified applicants execute a Disclosure Statement acknowledging the rights 
and requirements of renting an affordable unit.  

• Establish and maintain effective communication with property managers and 
landlords. Property managers and landlords of restricted units should be instructed and 
regularly reminded that the Administrative Agent is their primary point of contact. The 
Administrative Agent must immediately inform all property managers and landlords of 
any changes to the Administrative Agent’s contact information or business hours.   

Property managers and landlords should be instructed to contact the Administrative 
Agent immediately: 

• Immediately upon learning that an affordable rental unit will be vacated. 
• For review and approval of annual rental increases. 

 
• Provide annual notification of maximum rents. Each year when DCA releases its low- 

and moderate-income limits, rental households must be notified of the new maximum 
rent that may be charged for their unit. The Administrative Agent’s contact information 
must be included in the notification if the tenant is overcharged. 

• Serve as the custodian of all legal documents. An Administrative Agent is responsible 
for maintaining the originals of all legal instruments for the units in their portfolio. In 
addition, throughout the duration of a control period, an Administrative Agent must 
maintain a file containing its affordability control documents. This includes, but is not 
limited to, the recorded Declarations of Covenants, Conditions, Restrictions, Deed 
Restrictions, Deeds, Recapture Mortgages and Recapture Mortgage Notes. 

• Serve as point of contact on all matters relating to affordability controls.  It is 
recommended that the Administrative Agent develop a system to be notified by lenders 
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when a unit is at risk of foreclosure. In the event of a foreclosure, the Administrative 
Agent should work with the foreclosing institution to ensure that the affordability 
controls are maintained. The Administrative Agent should seek the City’s attorney’s 
counsel on legal matters threatening the durability of the affordability controls. 

• Provide annual activity reports to Municipal Housing Liaison for use in the annual DCA 
monitoring report. An Administrative Agent is responsible for collecting the reporting 
data on each unit in the Administrative Agent’s portfolio.  

• Maintain and distribute information on HUD-approved Housing Counseling Programs.   

Responsibilities of the Affordable Housing Attorney 
The Affordable Housing Attorney assists the City with developing, administrating, and enforcing 
affordability controls, including but not limited to the following: 

• Assisting the Municipal Housing Liaison with reviewing the affordable housing provisions 
of any Master Deed and Public Offering for consistency with UHAC regulations before 
they are recorded and submitted to DCA for approval.  

• Providing all reasonable and necessary assistance to support the Administrative Agent’s 
efforts to ensure compliance with the housing affordability controls, including reviewing 
legal documents and legal actions required on foreclosures and violations. 

Responsibilities of Developers 
When a new affordable unit or series of units is in the planning process, the developer of 
affordable housing should contact the Municipal Housing Liaison, who shall coordinate a 
meeting with the Administrative Agent, where applicable, and the developer, affordable housing 
sponsor, or owner. 

This initial meeting aims to develop a clear division of labor between the parties and to transmit 
any components of the Operating Manual – including copies of all related local ordinances- that 
have already been adopted by the City. 

The Administrative Agent will secure from the developer written acknowledgment that no 
restricted unit can be offered or in any other way committed to any person other than a 
household duly certified by the Administrative Agent. 

Responsibilities of Owners of Rental Affordable Rental Units 
Open and direct communication between the Owners of affordable rental units, the Municipal 
Housing Liaison, and the Administrative Agent is essential to the ongoing administration of 
affordability controls. Although the Administrative Agent is required to serve as the primary 
point of contact with households, the Owner must provide the Municipal Housing Liaison and 
Administrative Agent with information on vacancies. Owners of rental developments are also 
responsible for working with the Administrative Agent to ensure that the Municipal Housing 
Liaison has all the information required to complete the annual reporting.  
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Responsibilities of Landlords and Property Managers 
Landlords and property managers must place a notice in all rental properties annually informing 
residents of the rent increase for the year and the contact information for the Administrative 
Agent. 
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AFFIRMATIVE MARKETING 
Overview of the Requirements of an Affirmative Marketing Plan 
All affordable units are required to be affirmatively marketed using the Affirmative Marketing 
Plan. An Affirmative Marketing Plan is a regional marketing strategy designed to attract 
households of all majority and minority groups, regardless of race, creed, color, national origin, 
ancestry, age, marital status, affectional or sexual orientation, familial status, disability, 
nationality, sex, gender identity or expression or source of lawful income used for mortgage or 
rental payments to housing units which are being marketed by an Administrative Agent or a 
developer, sponsor, owner or property manager of affordable housing.  The primary objectives 
of an Affirmative Marketing Plan are to target households who are least likely to apply for 
affordable housing and to target households throughout the entire housing region in which the 
units are located. 

Every Affirmative Marketing Plan must include all of the following:  

• Publication of at least one advertisement in a newspaper of general circulation within 
the housing region; and 

• Broadcast at least one advertisement by radio or television throughout the housing 
region.  

• At least one additional regional marketing strategy, such as a neighborhood newspaper, 
religious publication, organizational newsletter, advertisement(s) with the major 
employer(s), or notification through community and regional organizations such as non-
profit, religious, and civic organizations. 

Online Advertising 
Current rules designed to implement the “Fair Housing Act” require that the developer, owner, 
or Administrative Agent of affordable units affirmatively market their units through newspaper 
and radio. Digital marketing has not been explicitly required. To stay current with changes in 
technology and how the public searches for available housing, the owner, developer, property 
manager, or other administrative entity will be required to post rental units onto the NJHMFA’s 
Housing Resource Center (HRC) under P.L. 2020, c.51, effective November 1, 2020. Any 
affordable units listed for the first time, existing units that are expected to become available, 
and opened waitlists for current and future units must be listed on the HRC. All postings should 
include a link to an online fillable pre-application or downloadable application and information 
on how to obtain a paper application. 

All advertising costs are the responsibility of the developer in accordance with the City’s 
Affirmative Marketing Plan. The Developer will be billed per project. 

For each affordable housing opportunity within the City, the Affirmative Marketing Plan must 
include the following information: 

• The address of the project and development name, if any 
• The number of rental units 
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• The price ranges of the rental units 
• The name and contact information of the Municipal Housing Liaison, Administrative 

Agent, property manager, or landlord 
• A description of the Random Selection method will be used to select applicants for 

affordable housing.  
• Disclosure of required application fees, if any. 

Advertisements must contain the following information for each affordable housing 
opportunity: 

• The location of and directions to the units 
• A range of prices for the housing units 
• The bedroom size(s) of the units 
• The maximum income permitted to qualify for the housing units 
• The locations of applications for the housing units 
• The business hours when interested households may obtain an application for a housing 

unit 
• Application fees, if any 

It is also recommended that the following information be included in the advertisements: 

• Last date applications will be accepted 
• Contact number of the Municipal Housing Liaison, Administrative Agent, property 

manager, or landlord 
• A statement concerning the availability of credit, budget, and homeownership 

counseling services 
• If already adopted by ordinance, a statement concerning regional preference or veteran 

preference.  
• “Visit www.njhrc.gov for more affordable housing opportunities.” 

Implementation of the Affirmative Marketing Plan 
The affirmative marketing process for affordable units shall begin at least four months before 
expected occupancy. In implementing the marketing program, the Administrative Agent shall 
undertake all of the strategies outlined in the Affirmative Marketing Plan. Advertising and 
outreach shall take place during the first week of the marketing program and each month after 
that until all the units have been rented.  The Administrative Agent shall market and advertise 
each project separately during each project’s initial affirmative marketing. Applications for 
affordable housing shall be available in several locations through the Affirmative Marketing 
Plan.  The period when applications will be accepted will be posted with the applications.  
Applications shall be mailed to prospective applicants upon request. 

The City of Summit has elected to create a single Applicant Pool for all applicants rather than 
maintaining separate lists for each affordable housing property. By re-randomizing the list each 
time a unit or group of units is available, everyone has a fair and equal chance at being 

http://www.njhrc.gov/
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considered. The selection of applicants from the applicant pool is described in more detail in this 
manual under The Random Selection Process. 
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HOUSEHOLD CERTIFICATION 
Before any household can rent or buy an affordable unit, the Administrative Agent must certify 
the household as eligible. Certification of a household involves verifying two critical pieces of 
data: 1) Household size and composition, including gender, and 2) The total income and assets 
for all household members over 18 years of age. The certification process begins with the 
applicant completing an application and providing the required backup documentation. Once 
eligibility documents and data have been collected, the Administrative Agent can start 
calculating the household’s income. 

Procedure for Income-Eligibility Certification 
The Administrative Agent shall require each member of an applicant household who is 18 years 
of age or older to provide documentation to verify their income.  The household shall have 
twenty (20) days from the first notification to submit all required documents.  Income 
verification documentation should include, but is not limited to, the following for every member 
of a household who is 18 years of age or older:  

• Five (5) current consecutive pay stubs, including bonuses, overtime, or tips, or a letter 
from the employer stating the present annual income figure or, if self-employed, a 
current Certified Profit & Loss Statement and Balance Sheet. 

• Copies of Federal and State income tax returns for each of the preceding two (2) tax 
years. 

• A letter or appropriate reporting form verifying monthly benefits, such as 
o Social Security  
o Unemployment  
o Welfare or TANF  
o Disability or Worker’s compensation 
o Pension income  

• A notarized letter or statement verifying any other sources of income claimed by the 
applicant, such as alimony or child support. 

• Three (3) consecutive months of statements for all savings and checking accounts (bank 
statements and passbooks) and income reports from banks or other financial 
institutions holding or managing trust funds, money market accounts, certificates of 
deposit, stocks, or bonds.  

• Evidence or reports of income from directly held assets, such as real estate or 
businesses. 

• Other documentation that may be necessary to fully document any other source of 
income.  

The following is a list of various types of wages, payments, rebates, and credits. Those 
considered as part of the household’s income are listed under Income. Those not considered 
part of the household’s income are listed under Not Income.  
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Income 
• Wages, salaries, tips, commissions 
• Alimony  
• Regularly scheduled overtime 
• Pensions 
• Social security 
• Unemployment compensation  
• TANF 
• Verified regular child support 
• Disability  
• Net income from business or real estate 
• Interest income from assets such as savings, certificates of deposit, money market 

accounts, mutual funds, stocks, bonds  
• Imputed interest (using a current average annual rate of two percent) from non-income-

producing assets, such as equity in real estate. Rent from real estate is considered 
income after deducting any mortgage payments, taxes, and property owner’s insurance. 

• Rent from real estate is considered income 
• Any other forms of regular income reported to the Internal Revenue Service 

 

Not Income 
• Income received on behalf of foster children 
• Rebates or credits received under low-income energy assistance programs 
• Food stamps  
• Relocation assistance benefits  
• Income of live-in attendants  
• Scholarships  
• Student loans 
• Personal property such as automobiles, clothing, household items 
• Lump-sum additions to assets such as inheritances, lottery winnings, gifts, insurance 

settlements 
• Part-time income of persons enrolled as full-time students    
• Court-ordered payments for alimony or child support paid to another household shall be 

deducted from gross annual income  
 

Student Income 
Only the time income from a full-time job held by a full-time student is considered income. A 
full-time student is a member of the household enrolled in a degree-seeking program for 12 or 
more credit hours per semester. Part-time income is a job of less than a 35-hour per week.  

The Real Estate Asset Limit  
If an applicant’s primary residence, which is to be sold upon purchase of an affordable unit, has 
no mortgage debt and is valued at or above the regional asset limit as published annually by the 
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Affordable Housing Professionals of New Jersey with the Annual Regional Income Limits Chart 
(see Appendix A), the household must be determined ineligible for certification.  

However, if the applicant’s existing monthly housing costs, including taxes, homeowner 
insurance, and condominium or homeowner association fees, exceed 38 percent of the 
household’s eligible monthly income, the household will be exempt from the asset limit.  

An applicant must provide a recent Market Value Appraisal or Realtor Comparative Market 
Analysis on the home they own unless the applicant has mortgage debt on the home or can 
demonstrate that the existing monthly housing costs exceed 38 percent of the household’s 
eligible monthly income in which case the applicant is exempt from the asset limit. 

Before obtaining a professional appraisal, the applicant should review the property’s tax 
appraisal and current market value and compare them to the asset limit to avoid unnecessary 
expenses.  For instance, if homes are commonly sold in the applicant’s neighborhood for over 
$250,000, it is unlikely that an appraisal will determine a value below the asset limit. For 
example, the maximum asset limit for Region 5 in 2011 was $149,004.  

Income from Real Estate 
If real estate owned by an applicant for affordable housing is a rental property, the rent is 
considered income.  After the deduction of any mortgage payments, real estate taxes, property 
owner insurance, and reasonable property management expenses as reported to the Internal 
Revenue Service, the remaining amount shall be counted as income. 

If an applicant owns real estate with mortgage debt, which is not to be used as rental housing, 
the Administrative Agent should determine the imputed interest from the property’s value.  The 
Administrative Agent should deduct outstanding mortgage debt from the documented market 
value established by a market value appraisal. Then, based on current money market rates, 
interest will be imputed on the determined value of the real estate. 

Maximum Monthly Payments 
The percentage of funds that a household can contribute toward housing expenses is limited. 
However, an applicant may qualify for an exception based on the household’s current housing 
cost (see below). Therefore, the Administrative Agent will strive to place an applicant in a unit 
with a monthly housing cost equal to or less than the applicant’s current housing cost.  

 

UHAC states that a certified household is not permitted to lease a restricted rental unit requiring 
more than 35 percent of the verified household income (40 percent for age-restricted units) to 
pay rent and utilities. However, at the discretion of the Administrative Agent, this limit may be 
exceeded if: 
 

• The household currently pays more than 35 percent (40 percent for households eligible 
for age-restricted units) of its gross household income for rent, and the proposed rent 
will reduce the household’s housing costs; 
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• The household has consistently paid more than 35 percent (40 percent for households 
eligible for age-restricted units) of eligible monthly income for rent in the past and has 
proven its ability to pay; 

• The household is currently in substandard or overcrowded living conditions; 
• The household documents the existence of assets with which the household proposes 

to supplement the rent payments; or 
• The household documents proposed third-party assistance from an outside source, such 

as a family member in a form acceptable to the Administrative Agent and the Owner of 
the unit; and 

• The household receives budget counseling. 

Housing Counseling 
The Administrative Agent is responsible for providing housing counseling or referrals for 
counseling as a part of the Affirmative Marketing Plan and during the application 
process.  Although housing counseling is recommended, a household must only attend 
counseling if their monthly housing expense exceeds UHAC standards.  A HUD-approved housing 
counseling agency, or a counseling agency approved by the NJ Department of Banking and 
Insurance, meets UHAC’s requirements for an experienced Housing Counseling Agency.  If the 
Administrative Agent is not authorized by HUD or the NJ Department of Banking and Insurance, 
the Agent will make referrals to one of the HUD-approved housing counseling agencies in New 
Jersey.  This counseling to low- and moderate-income housing applicants will focus on 
budgeting, credit issues, and mortgage qualification and is free of charge.  A list of non-profit 
counselors approved by HUD and the New Jersey Department of Banking and Insurance is 
included on DCA’s website and is available from the Administrative Agent.  

The Applicant Interview 
Ideally, the prospective applicant will be available to meet with the Administrative Agent to 
review the certification and random selection processes in detail and ask any questions they 
may have about the project or the process. However, scheduling time off from work may prove 
burdensome to the applicant. Applicants may also have mobility issues or special needs that 
pose an obstacle to an interview. Therefore, the Administrative Agent is prepared to complete 
the certification process via telephone, mail, and online.  If an interview is to be conducted, the 
Administrative Agent will attempt to achieve the following objectives: 

• Confirm and update all information provided on the application. 
• Explain program requirements, procedures used to verify information, and penalties for 

providing false information. Ask the head of household, co-head, spouse, and household 
members over age 18 to sign the Authorization for Release of Information forms and 
other verification requests. 

• Review the applicant’s identification and financial information and documentation, ask 
questions to clarify the application information, and obtain any additional information 
needed to verify the household’s income. 

• Make sure the applicant has reported all sources for earned and benefit income and 
assets (including assets disposed of for less than fair market value in the past two years). 
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In addition, the applicant must give a written certification as to whether any household 
member did or did not dispose of any assets for less than the fair market value during 
the past two years. 

 
Approving or Rejecting a Household 
Administrative Agents must notify applicant households of their eligibility within twenty (20) 
days of the Administrative Agent’s determination.  Households with a verified total household 
income that exceeds 80 percent of the current Regional Income Limit (Appendix A) for the 
appropriate family size are ineligible to buy or rent an affordable unit. A letter rejecting the 
household’s application shall be mailed or emailed to the household.  

Similarly, households with a verified total household income that is within the income limits but 
too low to afford any of the units administered by the Administrative Agent shall be sent a letter 
rejecting the household’s application and/or referring them to housing counseling.   

Households with a verified total household income of less than 80 percent shall be issued a 
letter certifying eligibility. This certification is valid for 180 days. If the Administrative Agent 
cannot place the household in a restricted unit after 180 days, an extension may be granted 
once the household’s eligibility is verified.  

Once the applicant is certified and matched to an available unit, the Administrative Agent must 
secure from the applicant a signed and notarized acknowledgment of their requirements and 
responsibilities in renting a restricted unit. In addition, UHAC’s Disclosure Statement shall be 
forwarded to the applicants. 

In addition to non-eligibility based on income, the Administrative Agent may deny certification 
because of the household’s failure or inability to document household composition, income, 
assets, sufficient funds for a down payment, or any other required facts and information.  A 
household may also be denied certification if the Administrative Agent determines that the 
applicant made a willful or material misstatement of fact. 

Dismissal of Applications 
Applications can be dismissed for one or more of the following reasons: 

• The application is not signed or submitted on time. 
• The applicant commits fraud, or the application is not truthful or complete. 
• The applicant cannot or does not provide documentation to verify their income or other 

required information when due. 
• The household income does not meet a particular property's minimum or maximum 

income requirements. 
• The applicant owns assets that exceed the Asset Limit.  
• The applicant fails to respond to any inquiry in a timely manner. 
• The applicant is non-cooperative or abusive with the staff, property manager, or 

landlord.  
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• The applicant changes address or other contact information without informing the 
Administrative Agent in writing. 

• The applicant does not meet the credit standard or other requirements set forth by 
managers of rental properties. 

• The applicant fails to verify attendance in a credit counseling program when required to 
do so by the program rules. 

• The applicant does not promptly respond to periodic update inquiries. 
• The applicant fails to sign the Compliance Certification, Certificate for Applicant, and 

Lease Document, as may be required. 
• The applicant, once approved, fails to sign the lease promptly. 

Applicants will also be removed from the City’s applicant pool once approved for an affordable 
unit.  However, these applicants may re-apply for other opportunities in that City once they 
have occupied their unit. 

Applicants who are dismissed must re-apply.  A minimum period of six months applies in most 
situations where the applicant has been withdrawn for fraud, uncooperative behavior, or other 
serious matters. 

Applicants are not automatically removed from the applicant pool if they do not respond to a 
Notice of Availability.  
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RESALE OF AFFORDABLE OWNERSHIP UNITS 
When an Owner of a restricted unit wishes to sell, the sale must be processed through the 
Administrative Agent to ensure appropriately sized income-eligible household purchases the 
unit and maintains the affordability controls. At the initial date of purchase, the Owner makes a 
certification regarding their understanding of this requirement.  

Typically, the resale process begins when an Owner inquires about their unit’s maximum resale 
price (MRP). At that time, the Administrative Agent provides the Owner with a “Notice of Intent 
to Sell” form and the written “Resale Procedures for Owners Wishing to Sell an Affordable Unit.”   

Once the Owner/Seller returns the completed “Notice of Intent to Sell” form, the Administrative 
Agent will assess any eligible capital improvements and calculate the final MRP. The MRP is 
computed using the Resale Price Calculator, updated annually by the Affordable Housing 
Professionals of New Jersey (www.ahpnj.org).  

The Administrative Agent uses the current applicant pool and conducts a random selection of 
the entire pool. Using the process described in Matching Households with Available Units 
section of this manual, the  Administrative Agent will identify a candidate to purchase the 
available unit. Information on the available unit will be shared with the candidate. If the 
candidate is interested in the unit, they will be instructed to contact a mortgage lender for a 
pre-qualification and to contact the Owner/Seller to view the unit. 

If the Seller and Buyer agree on a sale price (not to exceed MRP) and other terms of the sale, 
they will be encouraged to sign a contract of sale. The Buyer will then be required to complete 
the full income eligibility application according to the process described in the Household 
Certification section of this manual. Simultaneously, the Buyer will be instructed to secure a 
permanent mortgage to purchase the unit.  

The Buyer will be instructed to obtain an appraisal of the property with a market rate value. This 
value will be used to determine the recapture amount that is used in the Recapture Mortgage 
Note.  

The Administrative Agent ensures that the Deed, Recapture Mortgage, Recapture Mortgage 
Note, and Disclosure Statement form are submitted as part of the closing package to the closing 
agent. The closing agent will be instructed to record the Deed and Recapture Mortgage 
immediately after closing. The Recapture Mortgage will be filed immediately behind the Buyer’s 
permanent mortgage.  

http://www.ahpnj.org/
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VIOLATIONS, DEFAULTS, AND REMEDIES 
In the event of a threatened breach of any of the regulations governing the affordable unit by an 
Owner of a rental development, the Administrative Agent shall have all the remedies provided 
at law or equity, including the right to seek injunctive relief or specific performance, it is 
recognized by both parties that it will cause irreparable harm to the City, in light of the public 
policies outlined in the Fair Housing Act and the obligation for the provision of low- and 
moderate-income housing. 

Upon the occurrence of a breach of any of the regulations governing the affordable units by an 
Owner of a rental development, the City shall have all remedies provided at law or equity, 
including but not limited to foreclosure, acceleration of all sums due under a mortgage, 
recoupment of any funds from a sale in the violation of the regulations, injunctive relief to 
prevent further violation of the rules, the entry on the premises, and specific performance. 

Appeals 
Appeals from all decisions of an Administrative Agent shall be made in writing to the 
Commissioner of the Executive Director of the NJ Housing Mortgage and Finance Agency:  

NJ HMFA  
Executive Director 
637 South Clinton Avenue 
P.O. Box 18550 
Trenton, NJ 08625 

The Executive Director’s written decision, which shall be made within 15 days of receipt of an 
appeal, shall be a final administrative action. 
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MAINTENANCE OF RECORDS AND APPLICANT FILES 
Pursuant to NJAC 5:80-26.14(a)8, NJAC 5:80-26.15(c), and NJAC 5:80-26.17, current records 
must be maintained by the Administrative Agent, and outdated documents must be given to the 
City for safe-keeping. A file must be created and held on each restricted unit for its control 
period. 

Administrative Agents maintain detailed records on all marketing initiatives.  

Files To Be Maintained on Every Applicant 
The Administrative Agent will maintain files on every applicant.  All files will contain a 
preliminary application.  If an applicant’s preliminary application is approved, and the applicant 
files a formal application, the file will have, at a minimum: 

• Application Form and all Source Documents 
• Tenant Information Form  
• Income Verification  
• Letter of Certification of Eligibility or Letter of Determination of Ineligibility 

 

Files To Be Maintained on Every Unit 
The Administrative Agent will maintain files on every unit for the length of the affordability 
controls.  The unit file will contain, at a minimum: 

• Base rent 
• Identification as low- or moderate-income 
• Description of the number of bedrooms and physical layout 
• Floor plan 
• Application materials, verifications, and certifications of all present owners, pertinent 

correspondence 
• Copy of lease 
• Disclosure Statement  

Files to Be Maintained on Every Project 
The Administrative Agent will maintain files on every project for the length of the affordability 
controls. The project file will contain, at a minimum: 

• Condominium Master Deed 
• Condominium Public Offering 
• Crediting Information 
• Original deed restriction 
• Affordability control documents, including Declarations of Covenants, Conditions, and 

Restrictions, Deed Restrictions, Deeds, Recapture Mortgages, Recapture Mortgage 
Notes,  Disclosure Statement  



Affordable Housing Operating Manual | City of Summit 

 

P a g e  33 | 36 

 

Files To Be Maintained on The Applicant Pool 
• Any changes to the applicant pool 
• Any action taken with regard to the applicant pool 
• Any activity that occurs that affects a particular applicant 
• Current information for all preapplicants whose status is active in the applicant pool 

 
Monitoring 
The information required for each unit includes but is not limited to the following: 

• A Recorded Deed for each project 
• Street Address 
• Block/Lot/Qualifier/Unit Number 
• Housing Type 
• Income:  Very Low/Low/Moderate 
• Initial Rental Price 
• % of affordability 
• Bedroom Type 
• Age-restricted 
• Handicap accessible/adaptable 
• Date of Certificate of occupancy 
• Effective date of affordability controls 
• Length of affordability controls (years) 
• Date Affordability controls removed 
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Attachment A 
Income Limits 

  



Rents** Sales***

Region 1 Median $84,288 $90,309 $96,329 $108,371 $120,412 $125,228 $130,045 $139,678 $149,311 $158,944

Moderate $67,431 $72,247 $77,064 $86,697 $96,329 $100,183 $104,036 $111,742 $119,449 $127,155

Low $42,144 $45,154 $48,165 $54,185 $60,206 $62,614 $65,022 $69,839 $74,655 $79,472

Very Low $25,286 $27,093 $28,899 $32,511 $36,124 $37,568 $39,013 $41,903 $44,793 $47,683

Region 2 Median $86,680 $92,872 $99,063 $111,446 $123,829 $128,782 $133,735 $143,642 $153,548 $163,454

Moderate $69,344 $74,297 $79,251 $89,157 $99,063 $103,026 $106,988 $114,913 $122,838 $130,763

Low $43,340 $46,436 $49,532 $55,723 $61,914 $64,391 $66,868 $71,821 $76,774 $81,727

Very Low $26,004 $27,862 $29,719 $33,434 $37,149 $38,635 $40,121 $43,092 $46,064 $49,036

Region 3 Median $100,030 $107,175 $114,320 $128,610 $142,900 $148,616 $154,332 $165,764 $177,196 $188,628

Moderate $80,024 $85,740 $91,456 $102,888 $114,320 $118,893 $123,466 $132,611 $141,757 $150,902

Low $50,015 $53,588 $57,160 $64,305 $71,450 $74,308 $77,166 $82,882 $88,598 $94,314

Very Low $30,009 $32,153 $34,296 $38,583 $42,870 $44,585 $46,300 $49,729 $53,159 $56,588

Region 4 Median $91,038 $97,540 $104,043 $117,048 $130,054 $135,256 $140,458 $150,862 $161,267 $171,671

Moderate $72,830 $78,032 $83,234 $93,639 $104,043 $108,205 $112,367 $120,690 $129,013 $137,337

Low $45,519 $48,770 $52,022 $58,524 $65,027 $67,628 $70,229 $75,431 $80,633 $85,836

Very Low $27,311 $29,262 $31,213 $35,115 $39,016 $40,577 $42,137 $45,259 $48,380 $51,501

Region 5 Median $80,080 $85,800 $91,520 $102,960 $114,400 $118,976 $123,552 $132,704 $141,856 $151,008

Moderate $64,064 $68,640 $73,216 $82,368 $91,520 $95,181 $98,842 $106,163 $113,485 $120,806

Low $40,040 $42,900 $45,760 $51,480 $57,200 $59,488 $61,776 $66,352 $70,928 $75,504

Very Low $24,024 $25,740 $27,456 $30,888 $34,320 $35,693 $37,066 $39,811 $42,557 $45,302

Region 6 Median $67,098 $71,890 $76,683 $86,268 $95,854 $99,688 $103,522 $111,190 $118,859 $126,527

Moderate $53,678 $57,512 $61,346 $69,015 $76,683 $79,750 $82,818 $88,952 $95,087 $101,221

Low $33,549 $35,945 $38,341 $43,134 $47,927 $49,844 $51,761 $55,595 $59,429 $63,263

Very Low $20,129 $21,567 $23,005 $25,880 $28,756 $29,906 $31,057 $33,357 $35,658 $37,958

*** This column is used for calculating the pricing for resale increases for units (as previously calculated under N.J.A.C. 5:97-9.3).  The price of owner-occupied low and moderate income units may 

increase annually based on the percentage increase in the regional median income limit for each housing region.  In no event shall the maximum resale price established by the administrative agent 

be lower than the last recorded purchase price.

Max Increase

Atlantic, Cape 

May, Cumberland, 

and Salem

*4.5 Person 5 Person 6 Person 7 Person 8+ Person

Hunterdon, 

Middlesex and 

Somerset

6.0%

6.0%

4.12%

Burlington, 

Camden and 

Gloucester

6.0%

$232,836

$237,565

$272,103

$244,635

6.0%

$212,0168.54%

10.42% $179,522

6.07%

Essex, Morris, 

Union and Warren

7.50%

5.38%6.0%

6.0%
Mercer, 

Monmouth and 

Ocean

Income limits not officially adopted by the State of New Jersey.  Contact your municipality to see if applicable in your jurisdiction. Additional information about AHPNJ income limits is posted on AHPNJ.org

Prepared by Affordable Housing Professionals of New Jersey (AHPNJ) - May 26, 2023

Low income tax credit developments may increase based on the low income tax credit regulations.

2023 AFFORDABLE HOUSING REGIONAL INCOME LIMITS BY HOUSEHOLD SIZE

Moderate income is between 80 and 50 percent of the median income. Low income is 50 percent or less of median income. Very low income is 30 percent or less of median income.

**This column is used for calculating the pricing for rent increases for units (as previously calculated under N.J.A.C. 5:97-9.3 (Consumer price Index for All Urban Consumers (CPI-U): Regions by 

expenditure category and commodity and service group).  Landlords who did not increase rents between 2015 through 2022 because of the lack of authority to do so,  may increase rent by up to 

the applicable combined percentage including 2023 or 9.0% whichever is less in accordance with N.J.A.C. 5:97-9.3(c).  In no case can rent for any particular apartment be increased more than one 

time per year.

**** The Regional Asset Limit is used in determining an applicant's eligibility for affordable housing pursuant to N.J.A.C. 5:80-26.16(b)3.

* These columns are for calculating the pricing for one, two and three bedroom sale and rental units as per N.J.A.C. 5:80-26.4(a).

1 Person *1.5 Person 2 Person *3 Person 4 Person
Regional Asset 

Limit****

Bergen, Hudson, 

Passaic and Sussex
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Attachment B 
City of Summit Pre-Application 



Summit Affordable Housing Pre-
Application
Please provide the information requested below to be entered into future
lotteries for affordable units for sale and rent in Summit, New Jersey. Once
you have been selected to be considered for a unit, you will need to complete
a full application and provide supporting documentation. If you have any
questions about this form or the Pre-Application Process, please email
summitdcs@cityofsummit.org

Name *

Cell Phone Number *

+1 (___) ___-____

Last 4-Digits of your Social Security Number *

Email Address *

Current Street Address *

City/State/ZIP Code *

Annual Gross Household Income *
Please be as accurate as possible. Your income will be used to determine which units
are offered to you. Please list the total gross income from your latest income tax filing.

Supplemental Income or Savings
Are you regularly receiving assistance to help with rent or living expenses? This would
include regular money from family members or government rental assistance programs
like Section 8/Housing Choice Vouchers. This could also include a significant amount
of savings to help you afford a higher priced affordable unit that your income alone
would not be able to afford.



If yes, how much do you pay each month?

How many people will live in the unit?

Do you want to Buy or Rent? *

How many bedrooms should the unit have?
Summit does not have any affordable units with more than 3 bedrooms.

Which NJ County do you currently live in?

Which NJ County do you currently work in?

Do you require an ADA accessible unit?

Certification of Accurancy *
By typing my name below, I hereby authorize the City of Summit and its agents to check
the accuracy of any and all statements and representations made in this application. I
also certify that all information in this application is accurate, complete and true. I
understand that if any statements made are willingly false, the application is null and
void and I ma be subject to penalties imposed by law.

Submit

Powered by
Privacy Notice | Report Abuse

Select or enter value

Select

Select

Select or enter value

Select or enter value

Select or enter value

Select or enter value

https://www.smartsheet.com/platform?s=154
https://www.smartsheet.com/legal/privacy
https://app.smartsheet.com/b/reportabuse?EQBCT=a875ef0ba95643fd9cc1ed2e2caaf674
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Attachment C 
City of Summit Full Application 



 
 
 

 

   Application For Affordable Housing 

Introduction 
The purpose of this application is to collect information from those interested in buying or renting affordable 
housing in Summit, New Jersey.  The information provided will be used to assess the income eligibility of the 
applicant in accordance with the State of New Jersey’s affordable housing laws and regulations as well as 
policies and procedures established by the City of Summit. For more information please visit the City’s 
affordable housing web page where you will find links to the regulations and policies that govern the City’s 
affordable housing portfolio and this application process.  

Basic Information 
Applicant Name  

Co-Applicant Name  

Current Street Address  

Current City, State ZIP  

Applicant Email 
Address 

 

Co-Applicant Email 

Address 

 

Phone  

Race  
(Check only one) 

 Black/African American 
 White 
 Black/African American & White 
 American Indian/Alaskan Native 
 Native Hawaiian/Pacific Islander 
 Asian 
 American Indian/Alaskan Native & White 
 American Indian/Alaskan Native & Black/African American 
 Other Multi-Racial 



 
 
 

 

   Application For Affordable Housing 

Ethnicity 
(Check only one) 

 Hispanic Ethnicity 
 Not Hispanic Ethnicity 

Marital Status  Single  
 Married  
 Separated 
 Widowed 
 Divorced 

Are you a 
single parent? 

 Yes 
 No 



 
 
 

 

   Application For Affordable Housing 

Household Composition 
Please list all individuals that will be part of the household living with you. 

 Check All boxes that apply for  
each household member 

 

Name 
Relationship to 

Applicant Birthdate 
Last 4 of Social 

Security # 
 

Sex 
Head of 

Household (Y/N) 

This 
member is 

a child 
under 
age 18 

This 
member is a 

fulltime 
student age 

18 
and over 

This 
member is 
62 years of 

age or 
older 

This member 
is a person 
(of any age) 

with 
disabilities 

1 
      

    

2 
      

    

3 
      

    

4 
      

    

5 
      

    

6 
      

    

7 
      

    

8 
      

    



 
 
 

 

   Application For Affordable Housing 

Household Income 
For each income source listed below, you will be required to provide source documentation for the purpose of verification. 

 
Income Description 

Head of 
Household 
(Applicant) 

Household 
Member 

2 

Household 
Member 

3 

Household 
Member 

4 

Household 
Member 

5 

Household 
Member 

6 

Household 
Member 

7 

Household 
Member 

8 

Salary $ $ $ $ $ $ $ $ 

Social Security $ $ $ $ $ $ $ $ 

Pension $ $ $ $ $ $ $ $ 

Welfare $ $ $ $ $ $ $ $ 

Disability $ $ $ $ $ $ $ $ 

Workers’ Comp $ $ $ $ $ $ $ $ 

Alimony $ $ $ $ $ $ $ $ 

Child Support $ $ $ $ $ $ $ $ 

Interest Income $ $ $ $ $ $ $ $ 

Rental Income $ $ $ $ $ $ $ $ 

Business Income $ $ $ $ $ $ $ $ 

Other: $ $ $ $ $ $ $ $ 

Other: $ $ $ $ $ $ $ $ 

Total Household 
Annual Income 

        



 
 
 

 

   Application For Affordable Housing 

Does anyone in the household receive or expect to receive: 
 

Supplemental Security Income (SSI)?  Yes  No 

Does anyone in the household receive or expect to receive Veterans Benefits?  Yes  No 

Does anyone in the household receive a pension or annuity?  Yes  No 

Does anyone in the household receive regular contributions (cash, food, clothing, 
utility payments, etc.) from an individual not living in the unit or from agencies? 

 Yes  No 

Does anyone in the household own any property?  Yes  No 

Does anyone in the household receive any income from rental housing?  Yes  No 

Does anyone in the household own any stocks, bonds or trust accounts?  Yes  No 

Does anyone in the household receive monthly rental assistance or regular support 
from a family member? 

 Yes  No 

 

Bank Accounts 
Please list all checking and savings accounts including CDs, Money Market Funds, Mutual Funds, stocks 
and bonds, and other assets held by financial institutions for all members of the Household: 

Name and Address of 
Financial Institution 

Account Number Current Value 

   

   

   

   

 

  



 
 
 

 

   Application For Affordable Housing 

Monthly Expenses 
Use the table below to describe your current monthly expenses. 

Expense Description Monthly Payment 

Rent/Lease   

Credit Card   

Credit Card   

Credit Card   

Auto Loan   

Alimony/Child Support   

Student Loan   

Tuition   

Other   

Other   

Required Documents 
For your application to be considered complete, you must include copies of the following documents. 
Additional documentation may be requested after reviewing your application and source documents. 

 Copies of photo ID’s for all adults in the household 
 Copies of social security cards for all members of the household 
 Five (5) consecutive pay stubs for each source of income, for each working member of the 
household 
 Two (2) most recent federal income tax returns with W-2s and all schedules. A Form 1040 
Tax Summary can be requested from the local Internal Revenue Service Center or by calling 
1-800-829-1040 
 Where applicable, most recent award letter for Social Security, 
 Where applicable, a statement regarding Alimony/Child Support along with the divorce 
decree 
 Where applicable, most recent award letter for SSI or SSD 
 Checking and Savings Account statements for three (3) consecutive months 

 



 
 
 

 

   Application For Affordable Housing 

Certification 
I/We, the applicant(s), acknowledge that this application shall be considered fraudulent if the applicant 
or any persons or entities acting at the direction of the applicant or with the applicant’s knowledge or 
consent, are deemed to have given materially false, misleading or inaccurate information or statements 
or failed to provide material information in connection with the application. Material information 
includes, but is not limited to, representations concerning employment, income, household 
composition, assets, marital status, or occupancy of the property as the applicant’s principal residence. 
A Certificate of Eligibility based upon materially false, misleading, or inaccurate information, omissions 
or statements concerning employment, income, household composition, assets, marital status, or 
occupancy of the property as the applicant’s principal residence, shall be void. In such event, the 
applicant shall be deemed ineligible for the affordable housing program, and the City of Summit 
reserves all rights to legal and equitable remedies against the applicant. 

 

 

Applicant: Date 

 

 

Co-Applicant: Date 

 

Return your completed and signed application along with all of the 
applicable source documents listed on Page 6 to the following address: 

Leckington Advisors, LLC 
100 Campus Town Circle 

Suite 103, #2144 
Ewing, NJ 08638 

You may also fax everything to 609-881-1593. 
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