FAIR HOUSING OF MARIN

MODEL  AFFIRMATIVE  MARKETING  PLAN  OUTLINE

a practical guide to developing affirmative marketing plans for affordable housing providers

Marketing  Plan  Initiation

Developing the Agency's Policy on Affirmative Marketing

* 
Ideally, every agency should have a policy on affirmative marketing developed by the board of directors working with development and property management staff so that it reflects the goals of the agency's mission and incorporates the practicalities of effective implementation.

* 
This policy should serve as the basis from which staff then develops affirmative marketing plans for specific projects.

* 
Fair Housing's affirmative marketing consultant is available to discuss related issues and to assist with policy development and implementation.

*
This outline is intended as a practical guide to follow in putting together an affirmative marketing plan.  It is best used in conjunction with the "Affirmative Marketing Plan Policy Guidelines" which discuss basic issues, alternative approaches, and the rationale for particular recommendations.

Developing Applicant Support Programs

*
Determine what types of applicant support programs would facilitate the success rate of the target population.  Applicant assistance programs should allow for one-on-one counseling to increase the likelihood that applicants are sufficiently prepared to present themselves properly.  Particularly useful activities might include:

-
bilingual property management staff and/or printed materials when there is a significant representation of a particular linguistic minority group

-
assistance with rent or negotiations with a landlord if an applicant faces a period of double rent payments or lease penalties in order to take the affordable housing

-
referral to other nonprofit housing providers and inexpensive market rental units

-
workshop's sponsored by minority social service agencies and community organizations

*
Determine who will implement the applicant support programs, either housing agency staff or minority service agency staff.    

Developing Tenant Support Programs  

*
Determine what types of support programs would facilitate the long term success rate of the target population as tenants in nonprofit housing.  

*
Determine the agency's policy towards tenants when temporary financial situations make it difficult for them to meet their monthly housing and personal expenses.  

*
Determine the agency policy for tenant moves to other units within the complex or to other complexes managed by the agency.

*
Determine the agency policy regarding the moving of tenants living in adaptable or adapted units which are needed for disabled applicants.

*
Determine the agency policy for moving tenants to other units or terminating the rental agreement due to changes in household size or income.

*
Determine the level of tenant participation in management issues and how facilitate it.  

*
Determine how closely to work with social service agencies to assure that tenants are connected to appropriate services.

Marketing  Plan  Elements
Agency & Project Description

*
Project background information would include:

-
project owner and sponsors

-
agency mission and goals

-
project developer

-
project location

-
the number and type of units

-
the target population group  (income group by AMI, family, senior, special needs, etc.)

-
funding sources

-
physical description of the project, the site, and the neighborhood

Affirmative Marketing Goals
*
Describe the racial and ethnic demographics of the project service area and the region for the general population, the target income group, and the target population.

*
Identify groups which are unlikely to apply without special outreach because of the project's location in a racially homogenous neighborhood or other similar factor.

*
Identify groups which are underrepresented in nonprofit housing vs. the project service area.

*
Identify groups which are underrepresented in the project service area vs. the region.

*
Determine if there is any necessity of going beyond the boundaries of the market area to attract underrepresented groups.  

*
Identify groups with housing deficiencies such as homelessness, overcrowding, substandard construction, disabled in unadapted units, etc.

*
Determine if there is any necessity of targeting outreach to households whose occupations limit their long-term prospects of being able to afford market rate housing.

*
State the targeted racial and ethnic balance and the legal rationale for any set asides.

*
State any funding source priority requirements.

Outreach Strategies

Outreach Activities

*
Determine the types of outreach that are most appropriate for each of the target groups identified above.

*
Identify social service agencies and community groups which will agree to assist with outreach to their clients and members.

*
Outline outreach mechanisms and the degree of intensity to be used for each activity:

-
special or innovative techniques for reaching groups unserved by previous outreach 

-
personal contact with service agencies and minority individuals 

-
written notice to minority service agencies, community organizations, and media

-
open houses and application workshops

*
Outline general publicity mechanisms and their timing relative to targeted outreach.

Publicity Package

*
Project information:

-
target income group

-
target population  (family, seniors, special needs, etc.)

-
type, number & size of units available

-
location with a description of the neighborhood and community services

-
project amenities

*
Agency information:

-
general agency brochure

-
agency non-discrimination policy

*
Application process & schedule

Marketing Plan Schedule

*
Important events to schedule would include:

-
marketing plan development and approvals

-
targeted publicity and outreach

-
general publicity

-
application submittal period

-
application review period

-
occupancy date

-
waiting list renewal date

Application, Selection, & Waiting List Process

Application Process

*
Determine the interest list and application process.

*
Determine the timing of application package availability.

*
Determine the policy on application completeness & deficiency rectification.

Review of Qualifications

*
Determine the training procedures to assure that rent-up staff is fully informed of relevant policies and that applications are reviewed in a consistent manner, especially if this process is conducted by more than one person.

*
Determine the appeals policy for rejected applications.

*
Determine the policy for alternative verification of applicant suitability in cases where there is a history of rental problems or some verification difficulty.

Personal Interview

*
Determine the issues to be addressed during the personal interview.

*
Determine the process for notifying the applicants about the purpose of the interview and additional documentation requirements.

*
Arrange for translators or for applicant access to translators as necessary.

Placement on the Rent-up List

*
Determine how applicants will be placed on the rent-up list:  random drawing, date/time received, or qualifications ranking.

*
If placement is by random drawing, determine what set of applicants constitutes the drawing pool (all applicants or prescreened applicants):  separate lists for each income window and priority category or one list until each window and category is full.

Showing of Available Units

*
Determine the procedure for showing available units to prospective tenants:

-
all units suitable for the individual household 

-
only typical units

-
only at open houses for all interested parties

Offer of Rental 

*
Determine the process for tenant preference in unit selection:

(by order on rent-up list, by timing of rental offer, no preference offered)

*
Determine the conditions and time frame for acceptance of an offer of tenancy.

Initial Waiting List

*
Determine the process for establishing the initial waiting list:

-
all unsuccessful applicants regardless of qualifications

-
only unsuccessful applicants who request placement regardless of qualifications

-
only qualified applicants

-
only qualified applicants who request placement

-
placement on other agency waiting lists

*
Determine the waiting list renewal process:

-
renewal period

-
extent of marketing process

-
circumstances under which people are purged from the list

-
process for people on waiting lists to update address or qualification information

-
renewal notification process for people on the waiting list

Application Package

Practical Considerations

*
Review previous application materials to address historic application difficulties including:  lack of clarity in what is actually being requested, appropriate space in which to place responses, print size for the visually impaired, etc.

*
Determine which of the following suggestions will be used to address clarity issues:

-
line item explanations

-
pre-test the application before having it printed

-
provide an application assistance hotline or service

-
offer application completion workshops

-
offer a pre-submittal completeness review 

*
Determine which of the following options will be utilized to deal with language issues:

-
English only application with translation services

-
forms available in the languages of identified target groups

-
use a single multi-lingual form

-
use a large print format for visually impaired 

Application Materials

*
Project information:

-
target population & income group(s) for the project 

-
type, number & size of units available

-
location with a description of the neighborhood and community services

-
description of the project and amenities

*
Agency information:

-
agency general information brochure

-
sample lease agreement or summary of primary terms

-
property management's rules & regulations for the project

*
Equal opportunity & fair housing information:

-
agency non-discrimination policy

-
DFEH brochure: "California Tenants, Your Rights and Responsibilities"

-
Marin Fair Housing brochure

-
Mediation Services brochure

*
Description of the application process:

-
application requirements & schedule

-
selection criteria & bases for application rejection

-
appeals policy & process

-
waiting list policy & process

-
description of available application assistance programs

-
description of internal and other rental assistance programs

*
Application Forms

Selection Criteria 

Income Windows

*
Design an easy to read chart or other clear method to show the minimum/maximum income ranges by household size.  

 *
Explain how income is determined for purpose of the project:

-
Make it clear that the combined income of all members of the household must be within this range.

-
State whether or not assets are calculated as part of the household income.  If assets are calculated, give a detailed explanation of how this is done.

Target Population

*
Indicate the target population for which the project has been designed and funded.  


(i.e. family, seniors, disabled, s.r.o., etc.)

*
Indicate populations other than the primary target group which the project can also accommodate.  (For example, most family projects can also accept seniors.)

*
Indicate any funding source requirements that priority be given to households fitting a particular description (ex: veterans, town residents, etc.).

Qualification Standards

*
Explain the relative importance of each qualification standard and how the standards will be evaluated:

-
fit to income requirements

-
fit to target population

-
financial status

-
rental history & references

-
other relevant factors

*
Explain the impact of federal or other funding source priority requirements

Marketing Plan Staffing 

*
Identify all staff involved in the marketing process and their responsibilities.

(development project manager, property manager, site manager, rent-up staff)

*
Describe affirmative marketing and fair housing training.

Marketing Plan Budget 

*
Break out marketing plan expenses into discrete parts:

-
marketing plan development & approval

-
materials testing & production

-
advertising & outreach activities

-
open houses & apartment previewing

-
applicant assistance programs

-
applicant screening process

-
marketing evaluation

Applicant and Tenant Support Programs

*
Describe the support programs designed to facilitate the application success rate of the target population.

*
Describe the support programs designed to facilitate the successful long-term tenancy of the target population.

*
Outline the timing of these programs in relation to the rent-up process.

Reporting Procedures

*
Affirmative Marketing Plan Approval:

-
Explain the affirmative marketing reporting and monitoring requirements of the various funding sources.

-
Schedule to occur before the final funding commitments and early enough in the project development to allow for modifications before the start of the marketing phase & include:

-
detailed affirmative marketing plan

-
all attachments to the plan

•
Rent-up Report:

-
file ± 60 days after initial rent-up has been completed

-
fair housing and affirmative marketing training received by staff

-
listing of community outreach activities

-
copies of print advertising and publication schedules

-
copies of broadcast media advertising and airing schedules

-
listing of all applicants, their ethnicity, and application process results

-
the racial and ethnic composition of all applicants, applicants placed on the rent-up list, applicants offered housing, rejected applicants, initial tenants, and applicants placed on the waiting list

-
reasons for applicant rejection

*
Annual Recertification Report:

-
ongoing fair housing training activities for new and continuing staff

-
affirmative marketing activities related to the waiting list

-
ethnic mix of individual tenants and households (provide for reporting mixed ethnic identity) in the combined projects of the housing provider and in the subject project

Marketing Plan Evaluation

*
Determine who will be responsible for evaluating the implementation of the affirmative marketing plan.  

*
Affirmative Marketing Goals Evaluation (measures)

-
determine the relevant demographic baseline information (race, ethnicity, income, age, education, sex, marital status, familial status, sexual orientation, disability status)

-
determine the match of tenants to ethnic goals & target area demographics relative to:

-
project service and outreach areas

-
the target population

-
unsuccessful applicants

-
similar projects operated by the agency

-
similar projects operated by other agencies

*
Process Evaluation

-
qualitative survey of applicants, minority service agencies, and agency staff

-
quantify the interest resulting from affirmative marketing activities

-
usefulness of outreach activities and support programs to applicants

-
quality of provider staff assistance to minority applicants

-
staff time required to conduct marketing program
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