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The following proposal is in response to the City of Chetek’s request for proposals for development of 

a former turkey grow-out farm 38-acre parcel located at 1301 Knapp Street. 
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EXECUTIVE SUMMARY 
 
Northpointe Development is pleased to provide the following proposal for the acquisition and 
development of the northeast 8.3 acres of the 38-acre parcel located at 1301 Knapp Street.  Northpointe 
will act as the lead Developer for the project and intends to apply for WHEDA Housing Tax Credits in 
December of this year.  We applaud the City for publishing the RFP as it will certainly generate 
development ideas but also give the City a competitive advantage in securing highly sought-after tax 
credits from WHEDA.  Northpointe is proposing to build 40 rental housing units with a variety of 
bedroom sizes including ones, twos, and three-bedroom units.  Our development will focus on housing 
uses intended to create a vibrant, family-oriented new neighborhood and act as a catalyst for single 
family housing to be built on most of the remaining site.   The City of Chetek, as documented in the 2019 
Housing Study, has a strong need for new rental housing for the community’s workforce and senior 
population.  Our proposal meets the City’s needs and would be a great fit for community members 
looking for housing that is quality, safe, and affordable.  Our property offers an alternative for home 
owning seniors that would like to sell their homes which would also allow opportunities for new 
homeowners to join the community.  In addition, our mixture of bedroom sizes will allow both new and 
existing working families to have a home near where they work as well as be in close proximity to the 
Highschool and other schools that rank annually in the top tier of school districts in the State of 
Wisconsin.   
 
We believe that this plan delivers long range financial benefits to the community within a sensible 
timeline and requires an overall low upfront investment from the City.  The plan also provides a sensible 
separation of housing on the site between multifamily and single-family uses.  Northpointe is an 
experienced and financially stable development team that has successfully delivered similar projects 
throughout the state.   As a long-term owner we continue to own and successfully operate all the 
properties we have developed to date. Our proposed improvements mostly rely on financing and 
sources already available to the development team; however, we are requesting that the city partner 
with us to provide the land and a small amount of additional resources for the development.  These 
resources will be leveraged and increase the competitiveness of our applications to WHEDA and other 
financing opportunities.   Once fully stabilized the proposed development will generate approximately 
$36,000 in annual real estate taxes with the possibility for additional revenues if more units are added 
as a second phase.  If selected, we will work with the city and neighborhood to get feedback and address 
concerns so we can deliver the most complete and desirable layout of buildings and landscaping.  Our 
proposal delivers a feasible and executable plan and brings much needed quality new housing into the 
community and we look forward to working with you on this opportunity.   
 
 
Questions regarding this proposal should be directed to: 
 

Sean O’Brien 
Principal  
Northpointe Development Corporation 

  (608) 334-5665 
  sean@northpointedev.com 
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PROPOSAL HIGHLIGHTS 
 
 40 unit multifamily developed including 1, 2, and 3-bedroom units 
 Proposed development will be single story cottage style buildings that will meet the 

needs of both family and senior households 
 Proposal to include professional management, sufficient parking, and a significant level 

of amenities 
 Developer requests that the City transfer 8.3 acres at the northeast portion of the site to 

Northpointe for $1 as well as negotiate for affordable housing funds or TIF 
 Maximized long-term financial benefits and amenities to the City and community 
 Site to be accessed by private drive and connect to existing utilities reducing the need 

for upfront infrastructure.   
 Northpointe will apply for 9% Housing Credits from WHEDA in December 2020 
 Tax credit awards will be made in April allowing for a fall 2021 closing 
 Requesting a right of first refusal on the southeast 8-acre parcel 
 Approximately 22 acres of remaining land to be developed into single family housing by 

other developer 
 Development plan intended to be amenable to Council and community feedback 
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Overall Project Approach 

SENIOR AND WORKFORCE HOUSING  

New housing for the community’s workforce as well as affordable senior options are two major 
needs throughout Wisconsin including Chetek.   Northpointe Development is proposing to 
develop Bailey Cottages, a newly constructed 40-unit Housing Tax Credit multifamily 
development located on the northeast portion 38- acre parcel located at 1301 Knapp Street.  
The development will consist of 6 newly constructed, single-story buildings containing 12, one 
bedroom/one bathroom units, 16, two bedroom/two bathroom units, and 12, three 
bedroom/two bathroom units. All 40 units will be considered affordable and will be rented to 
households with incomes at 30, 50, and 80% of the County Median.   
 
A private drive extending from Knapp street will provide access to the site.  The entrance will 
include a boulevard, berms and other intentional landscaping to deliver a pleasing view as 
neighbors drive past.   The development will not require significant upfront infrastructure 
investment from the City as no new public streets are needed to access the development and 
utilities will be connected from those already existing along Knapp Street.   This approach 
allows the City to target most of their resources to the remaining portions of the site.   
 
Our projects are sustainably built with high quality materials and will provide many desirable 
amenities including:  On-site professional management, Security Lighting, Community Room, 
Community patio, Outdoor Play area, Fitness Center, Bike Parking, Single Car Garages for each 
unit along with additional surface parking sufficient for households with multiple cars and their 
guests.  In total there will be 2.5 parking spaces per unit.  All units will have an in-unit 
washer/dryer included along with other standard appliances.   Internet will be included to all 
residents at no additional cost.   
 
The project will use sustainable building materials and will be Wisconsin Green Built Home 
Certified.  As a Wisconsin Green Built Home property, the project will strike the right balance 
between sustainability outcomes and affordable housing goals.  Green infrastructure ideas will 
be implemented and a bioretention basin will be built on the site to handle stormwater.  20% of 
the total units will contain universal design features.  Universal Design, as defined by the Center 
of Universal Design, is “the design of products and environments to be usable by all people, to 
the greatest extent possible, without the need for adaptation or specialization.” Northpointe 
recognizes the need to create housing including Universal Design features while maintaining 
aesthetics and affordability. 
 
Northpointe plans to apply for the Federal 9% competitive housing tax credits in December of 
2020.  The credits are allocated by Wisconsin Housing Economic Development Authority 
(WHEDA) and announcements will be made by approximately April of 2021.   The financial 
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sources and uses can be found in Section 3. The main source of financing comes from equity 
generated by the Housing Tax Credits.  As a frequent participant in the tax credit program, 
Northpointe has had great success in turning tax credits into equity.  Also, Northpointe intends 
to apply for affordable housing grants including an AHP award from the Federal Home Loan 
Bank.  The program will provide $600,000 of grant funds to the project which will assist in 
making the high-quality development affordable.  Other sources include debt provided by 
WHEDA or a local lender and funds from the City of Chetek. We are requesting that the city 
allocate their affordable housing funds to the project as either a grant or a low interest loan; 
however, we would be open to using TIF as well.  We think the affordable funds make the most 
sense as then the City would have more TIF capacity for the remaining site.  All these sources 
are estimates as we will need to contract a third-party market study to validate the rental and 
market assumptions which is a WHEDA Tax Credit requirement.  If selected by the City, we 
would want to order the market study right away.   Northpointe is annually rated as a top 
developer by WHEDA’s tax credit scoring committee.  Northpointe has been a long-time 
borrower from WHEDA and maintains a good working relationship.   
  
Lastly, Northpointe has earned a top-notch reputation in the industry after years of successful 
fundings and project completion.  Over the last 10 years, Northpointe has built a significant 
portfolio in the State of Wisconsin using the Housing Tax Credit Program.  100% of the Housing 
Credit awards received by Northpointe have moved forward into quality housing 
developments.  By selecting a plan that has a higher likelihood of obtaining competitive 
resources and by choosing a qualified experienced developer, the City will have assurances that 
the overall development plan will come to fruition. 
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PROJECT DEVELOPMENT TEAM 
 
The success of Northpointe Developments many apartment projects have included the 
following partners.  If awarded the project, these are the likely entities and contacts that will be 
involved in the Knapp Street Development: 
 
Developers: Northpoint Development, LLC    
  230 Ohio Street     
  Oshkosh, WI 54902     
  (608) 334-5665     
  Contact:  Sean O’Brien    
  sean@northpointedev.com    
 
Architect: Knothe & Bruce Architects, LLC 
  7601 University Avenue, Suite 201 
  Middleton, WI 53562 
  (608) 836-3690 Ext 110 
  Contact: Kevin Burow 
  kburow@knothebruce.com 
 
Engineer: Vierbicher Associates, Inc. 
  Fourier Drive, Suite 201 
  Madison, WI 53717 
  608) 821-3947 
  Contact: David Glusick 
  dglu@vierbicher.com 
 
Contractor: Northcentral Construction Corp    
  631 South Hickory Street    
  Fond du Lac, WI 54935    
  (920) 929-9400     
  Contact:  Mark Dudzinski    
  Markd@nccbuilds.com 
    
Property 
Management: ACC Management Group, Inc    
  2375 State Road 44     
  Oshkosh-, WI 54904     
  (920) 966-9905     
  Contact:  Rose Andler     
  Rose@accmanagementgroup.com   



KNAPP STREET

PHASE I

UNIT SUMMARY
PHASE 1 - 40 UNITS - 8.29 acres

(12)  1-BEDROOM UNITS
(16)  2-BEDROOM UNITS
(12)  3-BEDROOM UNITS

PHASE 2 - 40 UNITS - 8.86 acres
(12)  1-BEDROOM UNITS
(16)  2-BEDROOM UNITS
(12)  3-BEDROOM UNITS

 FUTURE SINGLE FAMILY LOTS
FOR SALE BY OTHERS
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PROJECT DEVELOPMENT TEAM 
 
The success of Northpointe Developments many apartment projects have included the 
following partners.  If awarded the project, these are the likely entities and contacts that will be 
involved in the Knapp Street Development: 
 
Developers: Northpoint Development, LLC    
  230 Ohio Street     
  Oshkosh, WI 54902     
  (608) 334-5665     
  Contact:  Sean O’Brien    
  sean@northpointedev.com    
 
Architect: Knothe & Bruce Architects, LLC 
  7601 University Avenue, Suite 201 
  Middleton, WI 53562 
  (608) 836-3690 Ext 110 
  Contact: Kevin Burow 
  kburow@knothebruce.com 
 
Engineer: Vierbicher Associates, Inc. 
  Fourier Drive, Suite 201 
  Madison, WI 53717 
  608) 821-3947 
  Contact: David Glusick 
  dglu@vierbicher.com 
 
Contractor: Northcentral Construction Corp    
  631 South Hickory Street    
  Fond du Lac, WI 54935    
  (920) 929-9400     
  Contact:  Mark Dudzinski    
  Markd@nccbuilds.com 
    
Property 
Management: ACC Management Group, Inc    
  2375 State Road 44     
  Oshkosh-, WI 54904     
  (920) 966-9905     
  Contact:  Rose Andler     
  Rose@accmanagementgroup.com   
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Blackstone Harbor Apartments 
24 Units- Family Housing 
10525 Judith Blazer Drive, Sister Bay, WI 
 
Nicolet Townhomes is a 24-unit family LIHTC property that was completed in 2013. Located in 
the heart of Door County the unique single-story development offers one, two and three 
bedrooms with individual enterances, attached garages, central air conditioning, washer/dryer, 
free wifi, and stainless steel appliances. The property has on-site office, community room and 
fitness center. 
 
 
 

 



                                                                                                                             
 

                                                                                                                              
 

 

 
 
 
 
 
 
 
 
 
 
 
Nicolett Townhomes 
60 Units- Family Housing 
1380 Scheuring Road, DePere, WI 
 
Nicolet Townhomes is a 60-unit family LIHTC property that was completed in 2014. Located 
within walking distance to retail, banking, and restaurants.   The townhome development offers 
one, two, and three-bedrooms with individual enterances, attached garages, central air 
conditioning, washer/dryer, free wifi, and stainless steel appliances. The property has an on-site 
office, community room and fitness center. 

  



                                                                                                                             
 

                                                                                                                              
 

 

Master Developer Experience 
 
Marion Road Oshkosh, WI  
 The Rivers- 60 Unit Senior Affordable 
 The Rivers II- 40 Unit Senior Affordable 
 Anthem Lofts- 80 Unit Market Rate 
 

 
 
 
 
 
 
 
 
 

 
 
 

 
 

In 2008, the City of Oshkosh chose to work with Northpointe Development to redevelop a 
severely contaminated industrial manufacturing site along the Fox River.  Once a home to 
Mercury Marine Manufacturing Plant is now has a vibrant River Walk and three housing 
developments.  Northpointe developed all three buildings containing a total of 180 units, two of 
which are senior affordable properties and one market rate property.  These developments 
have been catalytic for additional redevelopment on surrounding parcels. 

 
 



                                                                                                                             
 

                                                                                                                              
 

 
 

 
 

 
 
 
 
 
 
 
 
MERCANTILE LOFTS 
36 Units Market Rate/Office/Commercial 
611 West National Avenue, Milwaukee, WI 
 
Mercantile Lofts is a 36-unit apartment property with office and commercial on the first floor 
completed in 2016.  The building was originally construction in 1901 as a department store and 
was redeveloped under the historic guidelines of the National Parks Service.  The tall ceilings 
and polished concrete floors were preserved and incorporated in the apartments.  The famous 
Mural of Peace was also preserved and restored.  WHEDA’s Milwaukee office is currently 
located in the building. 



                                                                                                                             
 

                                                                                                                              
 

              
 
 
 
 
 
 
 
 
 
 
Woolen Mills Lofts 
60 Units- Family Housing 
218 E. South Island St., Appleton, WI 
 
Woolen Mills Lofts is a 60-unit family LIHTC property completed in 2017.  The factory building 
which was originally construction in phases between 1893-1962 was redeveloped under the 
historic guidelines of the National Parks Service into one, two, and three-bedroom units.  The 
exposed brick walls, hardwood ceiling, steel girders, and large exterior windows were preserved 
and restored.   
 
 
 

 
 
 



                                                                                                                             
 

                                                                                                                              
 

 
REFERENCES 

 
Maria Prioletta 
Dept. of City Development 
809 N. Broadway 
Milwaukee, WI 53202 
(414) 286-5903 
mpriol@milwaukee.gov 
 
Matt Childress 
Commercial Lending Tax Credit Manager 
Wisconsin Housing and Economic Development Authority  
201 W Washington Avenue, Suite 700 
Madison, WI 53701 
(608) 264-6843 
matt.childress@wheda.com 
 
Karen Harkness 
Director, Community and Economic Development 
City of Appleton 
100 N. Appleton Street 
Appleton, WI 54911 
(920) 832-6408 
Karen.Harkness@Appleton.org 
 
Allen Davis 
Community Development Director 
City of Oshkosh 
215 Church Avenue 
Oshkosh, WI 54901 
(920) 236-5055 
adavis@ci.oshkosh.wi.us 
 
J. Scott Sitter 
Senior Vice President 
Nicolet National Bank 
1041 N. Westhaven Dr.  
Oshkosh, WI 54902 
(920) 267-8052 
scott.sitter@choice.bank 
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PROFORMA SUMMARY  

 

 
 

Estimated Assessed Value: $1,450,000 
Estimated 1st year Real Estate Tax Projection: $36,000 
 

City Assistance Request 

We request that the City sell us the northeast 8 plus acres of the parcel for $1.  Donating the 
land will not only help make the project financially feasible but also more competitive on our 
WHEDA and Federal Home Loan Bank applications.  The Federal Home Loan Bank awards a 
significant number of points for donated land.  In addition, we are requesting that City provide 
direct financial assistance either through their affordable housing funds available or through 
TIF.  Finally, we request that the City consider giving Northpointe the Right of First Refusal on 
the Southeast 8 acres for a potential phase II to be built in the next 5 years.   

INCOME Unit Type Units Rent Monthly Annual
30% CMI

1 Bedroom 3 $355 $1,065 $12,780
2 Bedroom 3 $422 $1,266 $15,192
3 Bedroom 2 $480 $960 $11,520

50% CMI
1 Bedroom 4 $600 $2,400 $28,800
2 Bedroom 7 $700 $4,900 $58,800
3 Bedroom 5 $825 $4,125 $49,500

80% CMI
1 Bedroom 5 $750 $3,750 $45,000
2 Bedroom 6 $850 $5,100 $61,200
3 Bedroom 5 $975 $4,875 $58,500
 

Gross Rental 40 $28,441 $341,292

Other Income $417 $5,000

Vacancy 5% ($1,422) ($17,065)
Net Rental Income $27,436 $329,227

EXPENSES

Administrative $5,887 $70,644
Utilities $2,667 $32,000
Maintenance $4,902 $58,820
Taxes & Insurance $4,000 $48,000
State Compliance $150 $1,800
Replacement Reserve $1,000 $12,000

Total Operating Expenses $18,605 $223,264

NET OPERATING INCOME $8,830 $105,963
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DEVELOPMENT TIMELINE 
 

September 21, 2020 Submittal of RFP Development Proposal 
 
September 2020 Developer selected, Market Study is ordered, PUD submitted to Plan 

Commission and Council C and Council 
 
November 2020 City Council Approval of General Development Plan   
 
December 11, 2020 Submission of Housing Tax Credit Application to WHEDA 
 
April 2021  WHEDA Announcement of Housing Tax Credit Awards 
 
June 2021  Final Development Plan and Certified Survey Map approval 
 
September 2021  Acquire site from the City and start Construction  

   
June 2022 First Building Placed in-service and available for occupancy 
 
September 2022 Final Building Placed in-service 
 
December 2022 Stabilized Occupancy   
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DEVELOPMENT TIMELINE 
 

September 21, 2020 Submittal of RFP Development Proposal 
 
September 2020 Developer selected, Market Study is ordered, PUD submitted to Plan 

Commission and Common Council 
 
November 2020 City Council Approval of General Development Plan   
 
December 11, 2020 Submission of Housing Tax Credit Application to WHEDA 
 
April 2021  WHEDA Announcement of Housing Tax Credit Awards 
 
June 2021  Final Development Plan and Certified Survey Map approval 
 
September 2021 Acquire site from the City and start Construction  

   
June 2022 First Building Placed in-service and available for occupancy 
 
September 2022 Final Building Placed in-service 
 
December 2022 Stabilized Occupancy   
 
 
 
 
  

 
 
 
 
 

 
 
 
 
 

 



Marketing Plan 

 

Objective: To generate rental traffic adequate for leasing up the building utilizing a cost-effective 

approach to online marketing, low or no-cost community outreach, and exemplary 

customer service. 

 

Online Marketing Strategy: Total Monthly Cost: $250 - $750 

 

Online marketing will generate the majority of the leads.  This is the most critical piece of the marketing 

strategy.  Apartments.com, Craigslist, and Facebook are the three primary components. 

 

Apartments.com 

• A Gold Package from Apartments.com will provide an immediate online presence.  The Gold 

Package includes preferential placement, 3-D floorplans, a professional photo-shoot (when the 

property is ready for it), the option for virtual tours, and many other features.  ACC staff will 

manage Apartments.com daily by changing out photos, adding construction updates, or simply 

refreshing the ad.  This technique will push Ace towards the top of the list of Gold Package 

Apartments.com subscribers.   

• The monthly cost is about $700/month.  This is an essential tool.  ACC has legacy pricing on a 

finite amount of Apts.com gold packages that we attempt to shift to properties in need.  This 

pricing is $250-$425/month. 

 

Craigslist 

• Craigslist is a free service and is essential to an online marketing strategy.  However, posting 

Craigslist ads is extremely time consuming.  We utilize an automated tool, Rooof, to speed the 

ad generation process.  With this, the site manager will post three ads per day totaling 15 ads 

per week.  Generating a Craigslist ad through Rooof takes about 3 minutes.  Rooof also renews 

Craigslist ads automatically.  The results are a snowball effect of Craigslist ads.  During the first 

week, we’ll post 15 ads.  During week 2, we’ll post 15 new ads and Rooof will auto-renew the 

prior week’s 15 ads totaling 30 ads for the week.  During week 3, we’ll post 15 ads and Rooof 

will auto-renew the 30 ads from the previous week for a total of 45 ads.  Ads can be renewed for 

a maximum of 90 days.  This tool has been tremendously effective in generating rental traffic 

and it is also very cost effective. 

• The monthly cost is $50. 

 

Facebook 

• A Facebook page for Ace may be initiated and used for construction updates and other property 

announcements.  This is a free service.  From time-to-time, boosting may be utilized through 

Facebook to push notifications to many users.  We generally use this to publicize open house 

dates.   

• We’re recommending a monthly budget allowance of $100 during pre-leasing and lease up. 

 

ACC Website: Free 

 



 

Optional Online Marketing 

 

Apartment Living.com:   Monthly cost of $79 

Property Website: Monthly cost of $50  - $200 through Apartments 24/7 or Realpage 

 

Signage: $1150 

• Now Leasing Banner: $250/ea 

• Vertical Flags:  $500 

• Bandit Signs:  $50/ea x  8 = $400 

• Office Signage: 

o Enlarged floorplans 

o Sample boards 

 

Outreach 

• Monthly outreach to local businesses, apartment communities, etc.   

• Monthly cost of $50 

• Business Cards $100 

• The site manager will build relationships with local businesses and pass out business cards and 

flyers (generated on site) to begin neighborhood word-of-mouth advertising. 

 

Other 

• Leasing Incentives:  Referrals @ $300/ea in Fall if needed to lease up by year end 

 

Staffing 

• The property will be staffed with regular hours Monday – Friday and by appointment.  If 

Saturday hours or evening hours are needed due to market demand, we will adjust accordingly. 

 

Summary: Online marketing is the primary marketing strategy.  Apartments.com, Craigslist, and 

Facebook are the standard three sources that ACC uses.  This is cost effective and has 

produced outstanding results.  We will supplement the online marketing with low-cost 

signage and low or no-cost community outreach and networking.  As the lease-up 

progresses, we will continue to review the traffic reports and will supplement additional 

online marketing or introduce additional methods, including resident referrals.   

 

 Our goal is to lease up the entire building within 120 days of opening.  

 

 



 

 
 

 

 
Management Plan 
 

 
PROJECT: TBD           EFFECTIVE DATE: TBD  
 
 
1. The Role and Responsibility of the Owner and the Relationship and Delegations of Authority to 

the Management Agent 
 

• Please refer to the Management Agreement that will be executed between Management 
Company, ACC Management Group and Ownership.  

 
  
2. Personnel Policy and Staffing Arrangements 
 

• Administrative Staff: 
o Community Manager 

• Maintenance Staff: 
o Maintenance Supervisor  

 

• All move-ins files will be approved by Corporate Compliance Department.  Recertification’s are to 
be completed by and approved by the Site Manager, once they have met ACC criteria and have 
been released by Corporate Compliance Department.  

 

• Site personal will be supervised by a Regional Manager.  
 

• All employees must follow the guidelines and training presented in the ACC Employee Handbook, 
the ACC Operations Manual, ACC trainings/meetings, and any additional training deemed 
necessary for their position.  

 
 
3.  Plans and Procedures for Marketing Units, Achieving and Maintaining Full Occupancy 
 

• Maintain a waiting list. 
 

• Resident Referrals. 
 

• Community Outreach.  Distribute flyers to local businesses.  
 

• Print advertising when needed.  Local rental guides and/or local papers. 
 

• Online advertising. 
 

• Assess current advertising. 
 



 
  

4. Procedures for Determining Eligibility  
 

• Site staff will meet and interview each household and gather all information needed to determine 
qualification, including signing of all relevant paperwork and authorizations to obtain the information.  

 

• Site staff will process credit and criminal check and will send out all third-party verifications.  
 

• After all information has been obtained, file is sent to Corporate Office for final approval. 
 

• Site staff will be permitted to give final approval for renewals.  
 
 
5. Leasing and Occupancy Policies 
  

• State and local health and safety restrictions regarding the maximum number of occupants will be 
met.  The project occupancy standards will be as follows: (Unit styles may not apply) 
   

    Studios  1-2 persons 
1 Bedroom  1-2 persons 
2 Bedroom  2-4 persons 
3 Bedroom  3-6 persons 

 

• All residents will be qualified using the ACC Resident Selection Criteria.    
 

• When property is at 100% occupancy, new applicants will be added to the waiting list. 
 
 
6. Rent and Occupancy Charge Collection Policies and Procedures 
  

• Security Deposit to be based on rental rates, with exception of move-in promotions approved by 
Corporate Office.  Applicable laws dictate disbursement of security deposit and interest payments on 
the security deposit.  

 

• Late charges are $25.00 on the sixth day of the month for rent not paid.  
 

• NSF fees are $35.00 and management will not accept any personal checks after two (2) NSF checks.  
Residents would be required to pay by money order or cashiers check. 

 
 
7. Procedure for Requesting a Rent Change 
  

• Rental rates can change at the end of lease term and are adjusted based on the current market 
trends. 

 
 
8. Plans and Procedures for Carrying Out an Effective Maintenance, Repair and Replacement  

Program 
  

• Households will be instructed how to notify management when they have a maintenance issue in 
their apartment home.  

 

• All work orders will be addressed within 24 hours.  If parts need to be ordered the household will be 
notified when that anticipated date of completion will be.  



 

• Households will be provided with a 24-hour emergency number for all maintenance issues that are 
under the heading “emergency”.  Emergency calls will be taken care of prior to all other maintenance 
items.  

 

• At minimum each unit will be inspected by management twice a year.   
 

• All new move-ins will be expected to do a walk through with management and given 7 days to 
complete a move-in check list.  Any items on this list will be dealt with and backup for completion 
attached to move-in inspection form.  

 

• All move-outs will have a walk through preformed with the vacating resident and management, but 
by management within 24 hours of move-out if resident not available.  All work will be processed 
through use of unit turn reports prior to new resident moving in. 

  
 
9. Plans for Accounting, Record Keeping and Meeting Reporting Requirements 
  

• Monthly financial as well as weekly occupancy/vacancy reports will be sent to the Owner.  
 

• Owner to provide management with special requirements that they would request. 
 

• Budgets to be completed annually and presented to Owner for approval.  
 

• All accounts for the property will be reconciled monthly and documentation provided monthly to 
Ownership through the monthly financial package.  

 

• All WHEDA correspondence to be dealt with in a timely manner and copies of any and all 
correspondence to be sent to Ownership. 

 
 
10.  Plan for Carrying Out Management Training Programs 
 

• Twice per year ACC has manager meetings for all managers employed by ACC.  They are provided 
with current training based on “what’s new in the industry”. 

 

• Specialized training is given to all new employees and is on-going.  All new staff are trained on ACC 
policies and procedures and given specialized training based on the type of property they will be 
managing. 

 

• Outside training with National Organizations is available and is used when applicable.   
 

• One-on-one training is ongoing utilizing the entire ACC staff.  
 
 
11. Termination of Leases or Occupancy Agreements and Eviction 
  

• Site Managers will be responsible for processing termination of leases and/or eviction of resident 
households based on ACC policies, procedures and local law. Typically, the use of an attorney is not 
necessary for evictions. It is ACC’s policy to train our manager’s to adequately file and process 
evictions.  
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RESIDENT SELECTION CRITERIA 

Section 42 Properties – Effective 02/01/2020 

The resident selection criteria are used by ACC Management Group, Inc. (ACC) and the sites managed by ACC to uniformly evaluate 

all potential residents and to help protect the safety, health, and welfare of all other Residents. All adult occupants must complete a 

separate application and comply with the following criteria. 

The Application Process 

1. All rental applications must be in writing and should be completed in the rental office.

2. Falsification on an application is a basis for automatic denial.

3. Applications are processed based on the time and date the application is received.

4. All adult applicants including co-signers must pay a non-refundable $15.00 processing fee.  The application will not be taken

or processed prior to receipt of the processing fee from all adult applicants.  All applicants must sign the “Application

Processing Fee Agreement” form and pay the $15 Processing Fee made payable to the community.

5. All adult applicants must provide a Government issued proof of ID and Social Security number.

6. All adult applicants must pass our resident selection criteria based on landlord references, credit report and criminal

background check including State and Federal sex offender registries and household income.  If any of the household members

do not pass, then the entire household will be denied.  If denied, any applicant would be eligible for reconsideration 60 days

from original denial date.

7. ACC Management Group, Inc. reserves the right to reject an application for any negative references according to ACC’s

resident selection criteria.

8. If any applicant is in the process of a court eviction or is contesting a court eviction, the application will be held in abeyance

until the final court disposition.

9. If any applicant has an eviction in the last 3 years, the application will automatically be denied.

10. If any applicant owes a landlord money the application will be automatically denied unless proof is provided money owed is

not for damages and the account has been paid in full.  A security deposit of 1.5 times the monthly rent will be required prior

to move in.

11. If any applicant has 1 stipulated dismissal/court ordered payment plan within the last 3 years, applicant will need to show

proof of all terms being met and a security deposit equal to 1.5 times the monthly rent would be required.  If any applicant has

more than 1 stipulated dismissal/court ordered payment plan in the last 3 years, application would automatically be denied.

12. A community manager will deny no applicant.  All applications are reviewed by ACC Management Group, Inc. compliance

department.

13. The security deposit must be paid in full before applicant is given keys to the apartment. – No exceptions.

Income 

14. The applicant’s household monthly gross income must be equal to or greater than one and a half (1.5) times the monthly rent.
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Credit Reports & Co-signer Requirements 

15. All applications are evaluated based on a credit scoring system.  Credit scoring is based on real data and statistics and treats all

applicants objectively.

16. If collection accounts are listed on your credit report, collections that are paid in full or otherwise closed will not be counted.

Medical collections and student loans will not be counted.  All other collections will be counted and used to determine

selection.

17. If the total amount of collections for the entire household exceeds $3,000, the applicants will be required to obtain one

approved co-signer; or other approved method (*see below) for the household in lieu of a co-signer.  If the total amount of

collections for the entire household exceeds $6,000 the application will be denied.

18. All applicants without a credit report are required to obtain one approved co-signer or other approved method (*see below) for

the household in lieu of a co-signer.

19. All applicants must provide proof that any Resident paid utilities do not have outstanding balances that would prohibit them

from transferring utilities into the Residents name.

20. All first-time renters or applicants without a two-year rental history are required to obtain one approved co-signer or other

approved method (*see below) for the household in lieu of a co-signer.

21. All cosigners are required to meet the credit terms of the resident selection criteria and monthly gross income must be equal to

three times the monthly rent.  Only one co-signer is needed per household and will have liability for the entire household.

22. If an applicant’s credit report shows an open bankruptcy the application will be held in abeyance until proof of dismissal is

provided; dismissed bankruptcies are not considered in determining resident approval.

*other approved methods in lieu of a co-signer:  a) security deposit of 1.5 times the monthly rent prior to final file approval; OR b) the

rent must be paid under contract by a sponsor or housing authority; OR c) proof of ability to pay based on two years of rental history

paying a comparable rent amount, OR other approved method.

Criminal Report 

23. If you have been convicted of manufacturing or distributing a controlled substance as defined in Section 102 of the Controlled

Substances Act, your application will be denied.

24. If you have been convicted of any other crime that shows a demonstrable risk to resident safety and/or property, your

application may be denied after consideration of the nature and severity of the crime and the amount of time that has passed

since the criminal conduct occurred. Additional factors may also be considered on a case-by-case basis.

25. Arrest records, without subsequent conviction, will not be considered.

26. Along with your application you may provide any mitigating information or documentation that you would like to have

considered regarding any prior conviction.

27. Registration on the state or Federal Sex Offenders Registry will be a basis for denial of your application.

28. Criminal history and the Sex Offenders Registries will be checked annually in advance of lease renewal, and if any member of

the household no longer meets the criteria in #22 through #26 above, that household member will be required to vacate the

unit or household’s lease will not be renewed.

IRS Section 42 Program Guidelines – (Co-signers excluded) 

29. All applicants applying for a Section 42 apartment must adhere to IRS Section 42 LIHTC income limits to be accepted. Note:

We will only allow an employer to fill out an Employment Verification two (2) times.  When filling out the Section 42

application, if you do not understand a question, please ask the community manager for assistance before answering the

question.

30. Adherence to the Section 42 incomes limits does not guarantee that the available unit will be made available to the first

household who qualifies.  Under the Section 42 code, some sites have specific income limits at different percentages of

County Median Income (CMI).  The first household who qualifies for the unit with a lower CMI income limit will be offered

said unit.
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31. The household must be income qualified on the day of move-in.  If any circumstances change between the original

application, prior to or after move-in, the applicant must notify the management office immediately as qualification to

the Section 42 income limits may be affected.  ___________ (please initial)

32. If the household is entirely comprised of full-time students, they must meet one of the student eligibility factors.

Occupancy Issues 

33. Maximum occupancy limits are two persons per bedroom unless otherwise specified by local ordinance. For the purpose of

occupancy limits, all household members will be counted.

34. For Section 42 income limit calculations, an unborn child or children are counted as household members.

35. Age restrictions will apply at senior properties.  Verification of age is required per #5 listed above.  Ask the community

manager for details.

ACC Management Group, Inc. adheres to all Federal, State and Local Fair Housing Laws and provides ongoing training for onsite and 

corporate staff. 

If you any concerns about these criteria, please contact:  ACC Management Group, Inc., Compliance Manager, 2375 State Road 44, 

Suite A, Oshkosh, WI  54904. 

Applicant Acknowledgement 

I have received, read, understand and agree to the above resident selection criteria. 

Applicant Signature Printed Name Date 

Applicant Signature Printed Name Date 

Applicant Signature Printed Name Date 

Applicant Signature Printed Name Date 

Community Manager Signature Printed Name Date 
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