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STAFF REPORT 

RESOLUTION APPROVING TENANT SELECTION CRITERIA FOR LOW TO 
MODERATE INCOME RENTAL UNITS 
 
Honorable Chair and Board Members:  
 
Summary  
This report introduces tenant selection criteria that can be used to screen and prioritize tenant 
applications for Agency-owned low-to-moderate income (LMI) units. Staff recommends that the 
Board adopt the attached resolution, approving the established tenant selection criteria.   
 
Background 
At the July 8, 2008 Agency meeting, the Board adopted a resolution approving the rental of the 
Agency’s recently acquired single-family residence at 30 Oxford Place. The resolution also 
stated that LSA Associates, Inc., under an existing City contract, would prepare a rental plan to 
consider timing, eligibility requirements, rules for tenancy, marketing, and prioritization criteria 
for ranking income-eligible households for tenancy.  
 
LSA Associates prepared an Affordable Housing Tenant Application and Affordable Housing 
Tenant Selection Plan (Attachment B) for 30 Oxford Place, and these forms were also used to 
select tenants for the Agency’s recently acquired condominium units at 300 and 400 Davey Glen 
Road. In addition to being screened for income level, citizenship status, employment/rental 
history, and criminal record, applications were prioritized according to applicants’ current 
housing and employment location. First priority was given to households where at least one 
member currently lives in Belmont and at least one member works for the City of Belmont or the 
Belmont-Redwood Shores School District.  
 
Discussion 
Staff seeks the Board’s direction as whether to continue using the current tenant selection criteria 
and prioritization system to screen tenant applications for the Agency’s LMI units. In order to 
make the rental process as efficient as possible for all parties involved, staff recommends 
implementing one standard tenant application and selection process for Agency-owned LMI 
units. The Tenant Selection Plan that was used for 30 Oxford Place and 300 and 400 Davey Glen 
Road could serve as a standard form subject to minor modifications by the City Attorney. If the 
Board is satisfied with the tenant selection criteria, staff requests the authority to screen 
applications and make final tenant selections for the Agency’s LMI units, consistent with the 
procedures described in the Tenant Selection Plan.  
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General Plan/Vision Statement 
The objective of applying tenant selection criteria and a prioritization system to screen and select 
tenants for the Agency’s LMI units is consistent with the City’s Vision Statement in priding 
itself on a “Thriving Economy” and “Easy Mobility,” particularly since the units will be made 
available at a below market rate and are conveniently located in the “Belmont Village” area near 
local businesses, schools, and employment opportunities, with easy access to public 
transportation and regional transportation networks. The objective of this tenant/rental criteria 
plan is also consistent with the following goals of the City’s Housing Element of the General 
Plan:  
 
Goal 1: Housing Production and Affordability: “Provide housing to meet the present and future 
needs of residents and public employees in Belmont, and to provide a fair share of the market 
area housing needs, within identified governmental, market, and natural constraints.” 
 
Goal 3: Housing Choice: “Preserve a diversity of type, price, and tenure in the City’s housing 
stock.” 
 
Goal 8: Fair Housing: “Ensure decent, safe living environments for the City’s residents 
regardless of age, sex, family composition, race, ethnicity, religion, physical or mental disability, 
or income.”  
 
Fiscal Impact 
The City Attorney will assist in reviewing the tenant selection criteria and revising the 
application materials as necessary. This legal assistance can be accommodated within the 
Agency’s budget and no augmentation of the budget for the current fiscal year is required.  
 
Public Contact 
Posting of City Council agenda.  
 
Recommendation 
Staff recommends that the Redevelopment Agency adopt the attached resolution, approving the 
established tenant selection criteria outlined in Attachment B (Exhibit 2).   
 
Alternatives 
1. Direct staff to return for alternative discussion and direction.   
2. Deny the resolution.  
3. Take no action.   
 
Attachments 
A.  Resolution approving tenant selection criteria for low to moderate income rental units 
B. Exhibit 1: Sample Affordable Housing Tenant Application 
 Exhibit 2: Affordable Housing Tenant Selection Criteria Plan  
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Respectfully submitted, 
 
 
 
__________________ ____________________ _____________________ 
Jennifer Walker  Laurie Shiels   Carlos de Melo 
Associate Planner  Housing Specialist  Community Development Director 
 
     
   
_____________________ 
Jack R. Crist 
Executive Director 
  
 
 
Staff Contact: 
Laurie Shiels, Housing Specialist  
(650) 637-4717  
lshiels@belmont.gov  
 
Jennifer Walker, Associate Planner 
(650) 595-7453 
jwalker@belmont.gov 



 

 
 

REDEVELOPMENT AGENCY RESOLUTION NO.     
 

RESOLUTION OF THE REDEVELOPMENT AGENCY OF THE CITY OF BELMONT 
APPROVING TENANT SELECTION CRITERIA FOR LOW TO MODERATE 

INCOME RENTAL UNITS 
 
WHEREAS, the Agency’s rental of affordable units to income-qualified households, supports 
the goals of the City’s Housing Element, which encourage housing affordability, housing choice, 
and fair housing; and, 
 
WHEREAS, The Agency desires to assist current and future residents of Belmont in securing 
housing opportunities that meet their economic and social needs; and,  
 
WHEREAS, the Agency desires to encourage a balance between jobs and housing by supporting 
suitable housing opportunities for the local workforce; and,  
 
WHEREAS, LSA Associates, Inc., under an existing contract with the City of Belmont, 
implemented a rental plan to consider timing, eligibility requirements, rules for tenancy, 
marketing, and prioritization criteria for ranking income-eligible households for tenancy; and, 
 
WHEREAS, the tenant selection criteria and prioritization system contained in the Affordable 
Housing Tenant Selection Plan shall be used to select tenants for the Redevelopment Agency-
owned low-to-moderate income rental properties subject to minor modifications by the City 
Attorney; and,  
 
WHEREAS, the Affordable Housing Tenant Application and Tenant Selection Plan shall be 
used in the process of renting out the Redevelopment Agency-owned low-to-moderate income 
units, subject to minor modifications by the City Attorney; and,  
 
WHEREAS, the implementation of tenant selection criteria to screen applications and select 
tenants for affordable housing units is not considered a project under the provisions of the 
California Environmental Quality Act; and,  
 
WHEREAS, a public meeting was duly noticed, held on May 12, 2009, and closed; and, 
 
NOW, THEREFORE, BE IT RESOLVED that the Redevelopment Agency of the City of 
Belmont approves the tenant selection criteria for low-to-moderate income rental units and 
Attachment B is incorporated herein by reference.  
 
*   *   *  *   *   *   *   *    *  *   *   *  *   *   *   *   *    *  *   *   *  *   *   *   *   *    *  *   *   *  *   *    

 



 

I hereby certify that the foregoing Resolution was duly and regularly passed and adopted by the 
Redevelopment Agency of the City of Belmont at a regular meeting thereof held on May 12, 
2009, by the following vote: 
 
 
 
AYES, DIRECTORS:   
 
NOES, DIRECTORS:   
 
ABSTAIN, DIRECTORS:   
 
ABSENT, DIRECTORS:   

 
 
 
 

  
Secretary, Redevelopment Agency 

APPROVED: 
 
 
 
  
Chair, Redevelopment Agency 
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City of Belmont 
Affordable Housing Tenant Application 

 
Dear Applicant: Thank you for your interest in Belmont’s affordable housing units. Belmont 
currently has three units available for rent:  

• One three-bedroom home reserved for households of moderate income or less 
• One one-bedroom condominium reserved for households of moderate income or less 
• One one-bedroom condominium reserved for households of very low income or less 

 
Moderate income households are defined as households with total income of less than 120% of 
average household income in the County, or: 

• Less than $132,250 for a household of six 
• Less than $123,100 for a household of five 
• Less than $114,000 for a household of four 
• Less than $102,600 for a household of three 
• Less than $91,200 for a household of two 
• Less than $79,800 for a household of one 

 
Very low income households are defined as households with a total income of less than 60% of 
average household income in the County, or: 

• Less than $45,250 for a household of two 
• Less than $39,600 for a household of one 

 
These units are anticipated to be rented as 12-month rental, with no guarantee of a lease 
extension after the 12-month lease term.  
 
Before filling out this application, please review the rental eligibility requirements on the next 
page. Additional detail is provided in the Tenant Selection Plan available through the City of 
Belmont website at www.belmont.gov, or by calling the City’s designee, LSA Associates, Inc. at 
(650) 985-2590.  
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To be eligible to rent a one-bedroom unit, the household must: 
• Have a maximum of two (2) household members (exceptions may be granted, please see 

the Tenant Selection Plan). 
• For rental of the unit reserved for moderate incomes, the household may not make more 

than $92,200 for a household of two members, and no more than $79,800 for a household 
of one member. 

• For rental of the unit reserved for very low incomes, the household may not make more 
than $45,250 for a household of two members, and no more than $39,600 for a household 
of one member. 

• Have valid proof of US residency for all household members. 
• Not include an elected official or policymaker of the City of Belmont, or an immediate 

family member of an elected official or policymaker of the City of Belmont.  
• Not include any member currently using illegal drugs, possessing illegal drugs, or with a 

conviction for the manufacture or distribution of a controlled substance. 
• Not include any member who may constitute a threat to the safety and welfare of their 

neighbors, including criminal conviction for any violent crime.  
 
To be eligible to rent the three-bedroom unit, the household must: 

• Have a minimum of three (3) household members and a maximum of six (6) household 
members (exceptions may be granted, please see the Tenant Selection Plan.) 

• Make no more than 120% of the annual median income for the County of San Mateo. For 
a household of three, the maximum annual income is $102,600; for a household of four 
$114,000; for a household of five $123,100; and for a household of six $132,250. 

• Have valid proof of US residency for all household members. 
• Not include an elected official or policymaker of the City of Belmont, or an immediate 

family member of an elected official or policymaker of the City of Belmont.  
• Not include any member currently using illegal drugs, possessing illegal drugs, or with a 

conviction for the manufacture or distribution of a controlled substance. 
• Not include any member who may constitute a threat to the safety and welfare of their 

neighbors, including criminal conviction for any violent crime.  
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Applications must be submitted before March 31, 2009 to: 
 

LSA Associates  
Belmont Affordable Housing 

Attn: Jennifer Kunz 
601 Gateway Boulevard, Suite 1270 

South San Francisco, CA 94080 
 
 
All applications received prior to the deadline will be preliminarily screened for eligibility. 
Those applications seeming to meet the eligibility criteria will be placed in a pool which gives 
preference to applicants with household members who currently live in Belmont or who work for 
the City of Belmont or the Belmont-Redwood Shores School District. All applicants placed on 
the eligibility list will be notified of their placement.  
 
Please fill out all information. Failure to provide all information requested will make your 
application ineligible for placement. Information provided by you on this application will be kept 
confidential, and not be disclosed to anyone outside of the tenant selection committee.  
 
If you need help filling out this application, please call Jennifer Kunz at (650) 985-2590. 
 
 
I.  HOUSEHOLD MEMBERS 
 
How many people live in your household? Circle one:  1         2         3         4         5           6 
 
Name of Head of Household: _________________________________________________ 
 
Date of Birth: _______________________ Social Security #: _______________________ 
 
Daytime Phone Number: _____________________________________________________ 
 
Current Address: ___________________________________________________________ 
 
 
 
Name of Second Household Member:___________________________________________ 
 
Relation to Head of Household: ___________________ Date of Birth: _______________ 
 
Social Security #: ________________________ 
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Name of Third Household Member:____________________________________________ 
 
Relation to Head of Household: ___________________ Date of Birth: _______________ 
 
Social Security #: ________________________ 
 
 
 
Name of Fourth Household Member:___________________________________________ 
 
Relation to Head of Household: ___________________ Date of Birth: _______________ 
 
Social Security #: ________________________ 
 
 
 
Name of Fifth Household Member:_____________________________________________ 
 
Relation to Head of Household: ___________________ Date of Birth: _______________ 
 
Social Security #: ________________________ 
 
 
 
Name of Sixth Household Member:____________________________________________ 
 
Relation to Head of Household: ___________________ Date of Birth: _______________ 
 
Social Security #: ________________________ 
 
 
 
Have any of the above listed members of the household been convicted of any drug-related crime 
(circle one)?  YES  NO 
 
 
 
If yes, please describe the nature of the conviction, including the date of the crime and 
conviction, and the jurisdiction in which the crime occurred: __________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Have any of the above listed members of the household been convicted of any violent crime 
(including, but not limited to, arson, burglary, assault, sexual assault, child molestation, 
manslaughter, vehicular theft, etc.) (circle one)?  YES  NO 
 
 
 
If yes, please describe the nature of the conviction, including the date of the crime and 
conviction, and the jurisdiction in which the crime occurred: __________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
 
 
Note: Pets are only allowed in the three-bedroom unit, and are accepted on a case-by-case 
basis. Households with pets require an additional pet deposit of $500. 
 
Do you have any pets (circle one)? YES  NO 
 
If yes, how many: _______________________ 
 
First pet (species/breed): ________________________ Weight: ______________ 
 
Color: ___________________________ Date of last rabies shot: ___________________ 
 
 
 
Second pet (species/breed): ________________________ Weight: ______________ 
 
Color: ___________________________ Date of last rabies shot: ___________________ 
 
 
 
Third pet (species/breed): ________________________ Weight: ______________ 
 
Color: ___________________________ Date of last rabies shot: ___________________ 
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II.  PRIORITIZATION CRITERIA 
 
 
Are any household members current Belmont residents (circle one)?   YES NO 
 
If yes, who?: ________________________________________________________________ 
 
If yes, how long has this person been a City of Belmont resident? ______________________ 
 
 
Are any household members current Belmont employees (circle one)? YES NO 
 
If yes, who?: ________________________________________________________________ 
 
If yes, where does this person work? _____________________________________________ 
 
If yes, what is their job title? ___________________________________________________ 
 
If yes, how long have they been employed by the City? ______________________________ 
 
 
Are any household members current Belmont-Redwood Shores School District employees 
(circle one)?  YES  NO 
 
If yes, who?: ________________________________________________________________ 
 
If yes, where does this person work? _____________________________________________ 
 
If yes, what is their job title? ___________________________________________________ 
 
If yes, how long have they been employed by the School District? _____________________ 
 
 
Are any members current San Mateo County employees (circle one)? YES NO 
 
If yes, who?: ________________________________________________________________ 
 
If yes, where does this person work? _____________________________________________ 
 
If yes, what is their job title? ___________________________________________________ 
 
If yes, how long have they been employed by the County? ___________________________ 
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III.  CURRENT RESIDENCE AND RENTAL HISTORY 
 
 
 
Head of Household’s Current Address: ___________________________________________ 
 
___________________________________________________________________________ 
 
Length of time at this address: __________________________________________________ 
 
Reason for leaving: __________________________________________________________ 
 
Do you rent or own this home (circle one)?  RENT  OWN 
 
Name of landlord (if rented): ___________________________________________________ 
 
Landlord’s phone number: _____________________________________________________ 
 
Landlord’s address: __________________________________________________________ 
 
Rent Paid per month: $______________________ 
 
 
 
If you have stayed at the above residence for less than two years, please provide at least two 
years of verifiable rental history below: 
 
First Address: _______________________________________________________________ 
 
Length of time at this address: __________________________________________________ 
 
Reason for leaving: __________________________________________________________ 
 
Did you rent or own this unit (circle one)?  RENT  OWN 
 
Name of landlord (if rented): _____________________________________________ 
 
Landlord’s phone number: _____________________________________________________ 
 
Landlord’s address: __________________________________________________________ 
 
Rent Paid per month: $______________________ 
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Second Address: _____________________________________________________________ 
 
Length of time at this address: __________________________________________________ 
 
Reason for leaving: __________________________________________________________ 
 
Did you rent or own this unit (circle one)?  RENT  OWN 
 
Name of landlord (if rented): _____________________________________________ 
 
Landlord’s phone number: _____________________________________________________ 
 
Landlord’s address: __________________________________________________________ 
 
Rent Paid per month: $______________________ 
 
 
 
Third Address: ______________________________________________________________ 
 
Length of time at this address: __________________________________________________ 
 
Reason for leaving: __________________________________________________________ 
 
Did you rent or own this unit (circle one)?  RENT  OWN 
 
Name of landlord (if rented): _____________________________________________ 
 
Landlord’s phone number: _____________________________________________________ 
 
Landlord’s address: __________________________________________________________ 
 
Rent Paid per month: $______________________ 
 
 
 
Have you ever been evicted for non-payment of rent (circle one)?     YES  NO 
 
Have you ever been evicted for any other reason? YES  NO 
 
If yes, what was the reason for the eviction?_______________________________________ 
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IV.  INCOME & ASSETS 
 
 
Head of Household Current Source of Income 
 
Employer:____________________________________ Telephone:_______________ 
 
Address:______________________________________________________________ 
 
Annual Gross Income:$________  Date Employed:____________________ 
 
Title:________________________________ 
 
 
 
If at the previous place of employment for less than 5 years, please provide at least 5 years 
of employment history below: 
 
Employer:____________________________________ Telephone:_______________ 
 
Address:______________________________________________________________ 
 
Annual Gross Income:$________  Date Employed:____________________ 
 
Title:___________________________  Reason for Leaving:_____________________ 
 
 
 
Employer:____________________________________ Telephone:_______________ 
 
Address:______________________________________________________________ 
 
Annual Gross Income:$________  Date Employed:____________________ 
 
Title:___________________________  Reason for Leaving:_____________________ 
 
 
 
Employer:____________________________________ Telephone:_______________ 
 
Address:______________________________________________________________ 
 
Annual Gross Income:$________  Date Employed:____________________ 
 
Title:________________________________ 
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Other Non-Dependent Household Member’s Sources of Income for past year: 
 
If there are any other members in the household who receive income, and who are not 
dependents, please fill out their income information here. Do not include the income of 
dependent children or teenagers. 
 
 
Household Member (must be listed on the second page of this application): ______________ 
 
Employer:__________________________________________ Telephone:_______________ 
 
Address:___________________________________________________________________ 
 
Annual Gross Income:$____________ Date Employed:_________________________ 
 
Title:___________________________ Reason for Leaving:______________________ 
 
 
 
Household Member (must be listed on the second page of this application): ______________ 
 
Employer:__________________________________________ Telephone:_______________ 
 
Address:___________________________________________________________________ 
 
Annual Gross Income:$____________ Date Employed:_________________________ 
 
Title:___________________________ Reason for Leaving:______________________ 
 
 
 
Household Member (must be listed on the second page of this application): ______________ 
 
Employer:__________________________________________ Telephone:_______________ 
 
Address:___________________________________________________________________ 
 
Annual Gross Income:$____________ Date Employed:_________________________ 
 
Title:___________________________ Reason for Leaving:______________________ 
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Banking Information 
 
Checking Account: _________________________________________________________ 
 
Shavings Account:________________________________________________________ 
 
 
 
Automobile Information 
 
Make:_____________  Year:_______  Model:________________  Plate #:__________ 
 
Make:_____________  Year:_______  Model:________________  Plate #:__________ 
 
CDL #: _______________________  Expiration:______________________ 
 
CDL #: _______________________  Expiration:______________________ 
 
 
Do you own (circle all that apply)?: camper      motorcycle       boat         truck        trailer  
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V.  EMERGENCY CONTACT 
 
Name:___________________________________________  Phone: __________________ 
 
Address:_______________________________________  Relation: __________________ 
 
 
 
VI.  ACCESSIBILITY 
 
 
Will there be a need for wheelchair accessibility (circle one)?  YES   NO 
 
 
 
 
 
 
I declare that the foregoing is true and correct; authorize its verification and the obtaining 
of any reports including, but not limited to: credit, character, tenancy reports including 
Housing Authority Section 8 Program.  I agree that the Landlord may terminate any 
agreement entered into with regard to any information misstated above. 
 
 
______________________________________    _______________ 
Applicant         Date 
 
______________________________________    _______________ 
Applicant         Date 
 
______________________________________    _______________ 
Applicant         Date 
 
______________________________________    _______________ 
Applicant         Date 
 
______________________________________    _______________ 
Applicant         Date 
 
______________________________________    _______________ 
Applicant         Date 
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Please Attach the Following to This Application 

• Federal and state income tax statements for the past three (3) years 

• Most recent pay check stub for all working adults (18 years and over) 

• A copy of your social security letter (if applicable) 

• A copy of public assistance letter (if applicable) 

• Bank statements for checking and savings accounts for the past three (3) months 

• Citizenship forms for each family member 

• Criminal records for all adults 18 years and older.  Reports can be obtained from the San 
Mateo County Sheriff’s Department Hall of Justice: 

Hall of Justice 
400 County Center, 3rd Floor 

Redwood City, CA 94063 
(650)363-4525



ATTACHMENT B – EXHIBIT 2 
 

 

 

 
 

City of Belmont  
Affordable Housing Tenant Selection Plan 

 
I. UNIT AVAILABILITY 
 
The City of Belmont is currently accepting applications for three affordable rental units: 

• One three-bedroom home reserved for households of moderate income or less 
• One one-bedroom condominium reserved for households of moderate income or less 
• One one-bedroom condominium reserved for households of very low income or less 
 

II. ELIGIBILITY REQUIREMENTS 
 
a) Household Size and Standards of Occupation 
 

Belmont assumes a maximum of two persons and a minimum of one person per sleeping 
room. A household applying for the three-bedroom home should have at least three members 
and no more than six members. Applicants applying for the one-bedroom units should have 
at least one member and no more than two members.  
 
Exemptions from these standards may be granted on a case-by-case basis, if it is determined 
that the exception is justified by the health of household members and/or other individual 
circumstances necessary for reasonable accommodation.  

 
b) Income Requirements 
 

The three-bedroom home, and a one-bedroom condominium unit are reserved for households 
of moderate income or below.  The third unit, also a one-bedroom condominium unit, is 
reserved for a household of very low income or below. 
 
Moderate income households are defined as households with total annual income of less 
than 120% of average household income in the County, or: 

• Less than $132,250 for a household of six 
• Less than $123,100 for a household of five 
• Less than $114,000 for a household of four 
• Less than $102,600 for a household of three 
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• Less than $91,200 for a household of two 
• Less than $79,800 for a household of one 

 
Very low income households are defined as households with a total annual income of less 
than 60% of average household income in the County, or: 

• Less than $45,250 for a household of two 
• Less than $39,600 for a household of one 

 
Annual income includes income from all sources received by the head of household and all 
income received by each additional member of the household who is not a dependent. All 
sources of income will be verified prior to placement in any unit. The income of dependent 
children and teenagers is not included as a part of annual income. 

 
c) Citizenship Requirements 
 

All members of a household must have a valid, verifiable social security number and/or other 
valid proof of United State Citizenship or of being a "qualified alien" as defined in the Title 
8, Chapter 12, Section 1101 of the United State Codes. 

 
d) Employment 
 

At least one member of the household must have verifiable employment, with at least 12 
months of verifiable work history with this employer. 

 
e) Rental History 
 

At least one member of the household must have 2 years of valid, verifiable rental history.  
 
f) Conflict of Interest 
 

No elected official or policymaker of the City of Belmont or immediate family member of an 
elected official or policymaker of the City of Belmont may occupy these housing units.  
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g) Rejection Policy 
 

Any of the following grounds for denial will result in the rejection of an application: 
• Household size is not appropriate for the unit size available. 
• Applicant is unable or unwilling to provide information necessary to establish 

eligibility. 
• Any member of the applicant household is found to be currently using illegal drugs, 

possessing illegal drugs, or has a conviction by any court of competent jurisdiction 
for the illegal manufacture or distribution of a controlled substance. 

• Any member of the applicant household who may constitute a direct threat to the 
safety and welfare of their neighbors, including, but not limited to, criminal 
conviction for any violent crime.  

• Extreme negative and adverse rental history, e.g. documented complaints and/or 
damages, multiple late payments or evictions. 

• Falsification of rental application (including non-disclosure of criminal records). 
 
 
III. APPLICANT PRIORITIZATION AND SELECTION 
 
a) How to Submit an Application 
 

The City of Belmont is currently accepting applications for three affordable rental units: one 
three-bedroom home located within a single family neighborhood, and two one-bedroom 
homes located within a condominium development.  
 
Belmont will accept applications from anyone who wishes to apply for residency at a city-
owned affordable housing unit. Applications are available in person at City Hall, on the City 
of Belmont website at www.belmont.gov, or through LSA Associates at (650) 985-2590. 
 
Applications will be accepted from February 19, 2009 through May 1, 2009. The May 1st 
deadline may be extended if no eligible applications have been submitted for each of the 
three units.  
 
If you need help with the application, you can contact either: 
 
Jennifer Kunz (LSA) at (650) 985-2590 
Laurie Shiels (City of Belmont) at (650) 637-4717 
Jennifer Walker (City of Belmont) at (650) 595-7453 
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b) Applicant Prioritization 
 

All applications received by the deadline will be screened for completeness and eligibility.  
 
The application will then be placed in one of seven Priority Pools. If more than one applicant 
is placed within a specific priority pool, the applications are then prioritized on a first-come, 
first-served basis.  
 
Priority Pool 1:  Households where at least one member currently lives in Belmont and at 

least one member is an employee of the City of Belmont or of the 
Belmont-Redwood Shores School District. 

  
Priority Pool 2: Households where at least one member is an employee of the City of 

Belmont or of the Belmont-Redwood Shores School District. 
 
Priority Pool 3: Households where at least one member is a current resident of the City of 

Belmont for at least one year, and at least one member is a current 
employee of the County of San Mateo. 

 
Priority Pool 4: Households where at least one member is a current resident of the City of 

Belmont and has been for at least one year. 
 
Priority Pool 5: Households where at least one member is a current resident of the City of 

Belmont and has been for at least 6 months.  
 
Priority Pool 6: Households where at least one member is a current resident of the City of 

Belmont. 
 
Priority Pool 7: All other households that meet the eligibility criteria. 
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c) Applicant Notification 
 

When all applications received before the deadline have been screened and placed within a 
priority pool, each applicant will be notified of their placement and the number of applicants 
ahead of them on the list. When an applicant accepts an offer of tenancy, all other applicants 
on the eligibility list shall be notified that the unit has been rented. 
 

d) Screening and Interview of Applicant 
 

Once all eligible applications received before the deadline are placed on the prioritization list, 
the top listed applicant will be asked to submit a $65 application fee. The applicant will 
undergo a detailed background check, credit check, income verification process, and 
interview. If the applicant is found to meet all the requirements of tenancy and none of the 
criteria for rejection, then an offer of tenancy shall be extended to the applicant. At this time 
a move-in date will be selected and the new tenant must provide the first month’s rent and a 
security deposit equal to two month’s rent prior to signing a lease. 

 
e) Waitlist Procedures 
 

The eligibility list shall be maintained for one year after an offer of tenancy is accepted by an 
applicant. If for any reason the selected tenant leaves the residence and the City desires to 
rent the unit again, the highest listed applicant on the eligibility list shall be notified. At that 
time, should the notified applicant remain interested in the unit, they will undergo a detailed 
background check, credit check, income verification process, and interview before being 
offered the unit. 

 
 

IV. TERMS OF YOUR RENTAL LEASE 
 
a) Cost of Rent1 
 

The cost of rent depends on the total annual income of the applicant, and the number of 
persons in the household.  
 
 

                                                           
1  For very low income households, annual rental rates are calculated as 30% of 50% of the median annual income 

for households of equal size. For low income households, annual rental rates are calculated as 30% of 60% of the 
median annual income for households of equal size. For moderate income households, annual rental rates are 
calculated as 30% of 110% of the median annual income for households of equal size. 
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For a household with 1 member, renting a 1-bedroom condo: 
• If annual income is less than $39,600, the rent will be $830/month 
• If annual income is less than $63,350, the rent will be $995/month 
• If annual income is less than $79,800, the rent will be $1,830/month 

 
For a household with 2 members, renting a 1-bedroom condo: 

• If annual income is less than $45,250, the rent will be $950/month 
• If annual income is less than $72,400, the rent will be $1,140/month 
• If annual income is less than $91,200, the rent will be $2,090/month 

 
For a household with 3 members, renting the 3-bedroom home: 

• If annual income is less than $50,900, the rent will be $1,070/month 
• If annual income is less than $81,450, the rent will be $1,280/month 
• If annual income is less than $102,600, the rent will be $2,350/month 

 
For a household with 4 members, renting the 3-bedroom home: 

• If annual income is less than $56,550, the rent will be $1,185/month 
• If annual income is less than $90,500, the rent will be $1,425/month 
• If annual income is less than $114,000, the rent will be $2,610/month 

 
For a household with 5 members, renting the 3-bedroom home: 

• If annual income is less than $61,050, the rent will be $1,280/month 
• If annual income is less than $97,700, the rent will be $1,535/month 
• If annual income is less than $123,100, the rent will be $2,820/month 

 
For a household with 6 members, renting the 3-bedroom home: 

• If annual income is less than $65,600, the rent will be $1,375/month 
• If annual income is less than $104,950, the rent will be $1,650/month 
• If annual income is less than $132,250, the rent will be $3,300/month 

 
b) Length of Lease 
 

These units are to be rented on a 12-month (one year) lease. At the end of the initial 12-
month lease period, the lease period will be on a month-to-month basis, at the discretion of 
the City of Belmont.  
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c) Primary Residence 
 

The unit must serve as the applicant’s primary residence. The applicant may not sublet the 
unit under any circumstances. 

 
d) Addition of Household Members or Other Occupants 
 

Households are not permitted to add members to their household without first obtaining, in 
writing, the permission of the City of Belmont. New tenants or occupants are required to 
meet the same criteria as the original occupants, including the absence of criminal history. 
Additionally, any increase in annual income caused by the addition of a new occupant must 
not make the household ineligible to qualify as a moderate, low or very low income 
household. 

 
e) Security Deposit 
 

The City of Belmont requires collection of a security deposit at the time of the initial lease 
execution. The amount of the required deposit is equal to two month’s rent. An additional pet 
deposit of $500 will be required if the selected tenant has a pet. See below for more 
information regarding the Pet Policy. 

 
f) Smoke Free Facility 
 

City of Belmont-owned affordable housing units are smoke-free living environments. Each 
qualified applicant who accepts an affordable rental unit will be required to sign a lease 
which includes provisions prohibiting smoking within their units or common areas by both 
occupants and guests of occupants. 

 
g) Monitoring 
 

Should the selected tenant occupy the unit for longer than one year, the City of Belmont 
retains the right to monitor the tenant, by way of income and employment verification, to 
ensure that the tenant is still eligible for the unit.  

 
 
 
 
 
 



 

City of Belmont Affordable Housing Tenant Selection Plan  Page 8 of 8 

h) Pet Policy 
 

Pets are allowed in the three-bedroom home only. No pets are allowed in the one-bedroom 
condominium units.  
 
Pets will be allowed in the three-bedroom home on a case-by-case basis, and require a pet 
deposit of $500.   
The following list of dog breeds (pure or mixed) will not be accepted: Pit Bull, Rottweiler, 
German Shepherd, Husky, Malamute, Wolf-dog Hybrid, Akita, Chow-Chow, Doberman-
Pinscher, Great Dane, St. Bernard, Presa Canario, Staffordshire Bull Terrier, and Bull 
Terrier. 
 
Assistance animals for disabled are not considered to be pets and are exempt from the pet 
deposit and breed restrictions above. 

 
V. UNIT MARKETING 
 

Notice of the unit’s availability is being marketed through the following: 
• San Mateo County Department of Housing Website (Notice and Application) 
• City of Belmont Website (Notice and Application) 
• City of Belmont City Hall (Flyers and Application) 
• Belmont-Redwood Shores School District Main Office (Flyers) 
• City Newsletter, Belmont City News (Announcement) 
• City of Belmont Press Release (Announcement) 
• Belmont Library (Flyer) 
• Pennysaver (Classified Ad) 
• San Mateo County Times (Classified Ad) 
• Craig’s List 
• Foreign language newspapers 
• Emails to all City of Belmont Employees 

 
VI. FAIR HOUSING 
 

In the selection of a tenant for these affordable housing units, no person shall be 
discriminated against based on race, color, religion, sex, marital status, national origin, 
ancestry, familial status, sexual orientation, familial status, source of income or disability. 
This applies to accepting and processing applications, selecting tenants from among eligible 
applicants, assigned units and certifying and recertifying eligibility for assistance.   


