
DATE:  MARCH 1, 2024 

SUBJECT: CHANGE TO ACOP (ADMISSIONS AND OCCUPANCY POLICY) 

REASON: TRANSFER POLICY 

 

Current Policy: 

12-III.F. HANDLING OF REQUESTS 

PHA Policy 

Residents requesting a transfer to another unit or development will be required to submit a written 

request for transfer. 

In order to request the emergency transfer under VAWA, the resident will be required to submit an 

emergency transfer request form (HUD-5383) (Exhibit 16-4 of this ACOP). The PHA may, on a case-by-

case basis, waive this requirement and accept a verbal request in order to expedite the transfer process. 

If the PHA accepts an individual’s statement, the PHA will document acceptance of the statement in the 

individual’s file in accordance with 16-VII.D. of this ACOP. Transfer requests under VAWA will be 

processed in accordance with the PHA’s Emergency Transfer Plan (Exhibit 16-3). In case of a reasonable 

accommodation transfer, the PHA will encourage the resident to make the request in writing using a 

reasonable accommodation request form. However, the PHA will consider the transfer request any time 

the resident indicates that an accommodation is needed whether or not a formal written request is 

submitted. 

The PHA will respond by approving the transfer and putting the family on the transfer list, by denying the 

transfer, or by requiring more information or documentation from the family, such as documentation of 

domestic violence, dating violence, sexual assault, or stalking in accordance with section 16-VII.D of this 

ACOP. 

If the family does not meet the “good record” requirements under Section 12-III.C., the manager will 

address the problem and, until resolved, the request for transfer will be denied. 

The PHA will respond within ten (10) business days of the submission of the family’s request. If the PHA 

denies the request for transfer, the family will be informed of its grievance rights. 

  

 

Proposed Change to Policy: 

12-III.F. HANDLING OF REQUESTS 

PHA Policy 

Residents requesting a transfer to another unit or development will be required to submit a written 

request for transfer. 



In order to request the emergency transfer under VAWA, the resident will be required to submit an 

emergency transfer request form (HUD-5383) (Exhibit 16-4 of this ACOP). The PHA may, on a case-by-

case basis, waive this requirement and accept a verbal request in order to expedite the transfer process. 

If the PHA accepts an individual’s statement, the PHA will document acceptance of the statement in the 

individual’s file in accordance with 16-VII.D. of this ACOP. Transfer requests under VAWA will be 

processed in accordance with the PHA’s Emergency Transfer Plan (Exhibit 16-3). In case of a reasonable 

accommodation transfer, the PHA will encourage the resident to make the request in writing using a 

reasonable accommodation request form. However, the PHA will consider the transfer request any time 

the resident indicates that an accommodation is needed whether or not a formal written request is 

submitted. 

The PHA will respond by approving the transfer and putting the family on the transfer list, by denying the 

transfer, or by requiring more information or documentation from the family, such as documentation of 

domestic violence, dating violence, sexual assault, or stalking in accordance with section 16-VII.D of this 

ACOP. 

If the family does not meet the “good record” requirements under Section 12-III.C., the manager will 

address the problem and, until resolved, the request for transfer will be denied. 

The PHA will respond within ten (10) business days of the submission of the family’s request. If the PHA 

approves the request for transfer, the family will be informed of the approval. Once a unit is available, 

the family will need to complete the transfer move within 5 days of receiving occupancy of the new unit. 

The PHA will respond within ten (10) business days of the submission of the family’s request. If the PHA 

denies the request for transfer, the family will be informed of its grievance rights. 

 


