FORM 3, Part 1


AFFORDABLE NEIGHBORHOOD COOPERATIVE PROGRAM

THIRD PARTY TRANSFER– TENANT PETITION COOPERATIVES

SPECIAL PROJECTS
RESIDENTIAL MANAGEMENT EXPERIENCE
Name of Applicant: ____________________________________________________
Name of Proposed Management Company Completing Form: _______________________________

Form 3, Part I and Part 2 to be completed by managing agent. 
Please answer the following questions with narratives. Use additional sheets as necessary.

1. 
Provide information on management office including location(s), number of management staff, and role of management staff. 

2.  
Describe the Managing Agent’s experience as listed below: pre rehabilitation, during rehabilitation, and/or after rehabilitation of distressed properties: 

a) 
Describe experience managing at least two properties within the recent five years (2010-2015) pre-rehabilitation. Include building address, number of units per building, occupancy status before rehabilitation, condition of building, how the management team established working relationship with tenants, and how management team established a plan for making necessary repairs to stabilize the building prior to rehabilitation.

b) 
Describe experience managing at least 2 distressed properties within the recent five years (2010-2015) during and/or after rehabilitation. Include specific buildings where the managing agent was involved during rehabilitation with relocation of tenants, internal “checker boarding”, or external relocation as necessary, ensuring safety of tenants, and maintaining regular operations of the building.

c) 
Please indicate any additional management experience different than indicated above within the managing agent’s portfolio. 

3. 
Provide a thorough description of the managing agent’s system for property management, including a step by step process when applicable. System should include procedures for record keeping, supervising ongoing maintenance, responding to tenant complaints, tracking and completing repairs, and whether repairs are conducted by managing agent staff or contracted out.  

4. 
State the managing agent’s 24 hour emergency contact information and procedure for responding to emergency calls. 

5. 
Describe specific projects within the recent five years (2010-2015) where the managing agent faced 
emergency conditions. Provide details on how these emergency conditions were addressed. Emergency conditions include such items as boiler/heat and hot water replacements, HPD code violations, lead remediation and abatement, etc.

6.  
Describe the managing agent’s experience managing properties. State how the needs of tenants are identified and addressed, including whether services are provided by the managing agent or if they are made available through other community agencies/providers. List out agency names for such providers.  

7.  
Describe the managing agent’s experience with at least two buildings within the recent five years (2010-2015) that presented security conditions requiring successful interaction with law enforcement agencies. Include the addresses and process for working with law enforcement and tenants to ensure ongoing safety of the residents. Please list specific programs that the managing agent has partnered with to resolve security conditions. 

8. 
Describe specific experiences where the managing agent worked directly with tenants to collect income and other necessary information in order to enroll tenants in government subsidy programs such as Section 8, public assistance, and other affordable housing program. 
