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A. Determining Initial Affordable Rents
The initial maximum affordable rent for a rehabilitated unit is determined by the program staff
based on several NJ rules and regulations. The Administrative Agent will make every attempt to
price initial rents to average fifty-two percent (52%) of the median income for the household size
appropriate to the sized unit within each individual project (N.J.A.C. 5:80-26.3 (d)).  Thirty percent
(30%) (N.J.A.C. 5:80-26-12 (a)) of that figure is considered the “maximum base rent.” Subtracted
from the maximum base rent is the cost of all tenant-paid utilities as defined and calculated by
the HUD Utilities Allowance figures (updated annually). The remainder becomes the maximum
initial rent for that unit.  The Home Improvement Program staff can provide potential
applicants/landlords with a reasonable estimate of what the maximum base rent will be on their
rental unit if they elect to participate in the program.

B. Pricing by Household Size
Initial rents are based on the number of legal bedrooms in each unit. Initial rents must adhere to
the following rules.

Table 4 Initial Rental Pricing by Housing Size

 A studio shall be affordable to a one-person household;
 A one-bedroom unit shall be affordable to a one- and one-half person household;
 A two-bedroom unit shall be affordable to a three-person household;
 A three-bedroom unit shall be affordable to a four- and one-half person household; and
 A four-bedroom unit shall be affordable to a six-person household.

The above rules are only to be used for setting initial rents. 

Size of Unit 
Household Size Used to 
Determined Max Rent 

Studio/Efficiency  1 
1 Bedroom  1.5 
2 Bedrooms  3 

3 Bedrooms  4.5 

4 Bedrooms  6 
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C. Determining Rent Increases 
Rents for rehabilitated units may increase annually based on the standards in Appendix B, entitled 
“Approved Calculation of Annual Increases to Income Limits, Resale Prices and Rents” and only 
upon written notification from the Administrative Agent. 

 In addition, the Borough’s Administrative Agent must be used by the Landlord to ensure that 
all appropriate affirmative marketing and all other affordable housing compliance procedures 
are followed and will continually oversee compliance for these affordable rental units 
throughout their restrictive term. 

These increases must be filed with and approved by the Administrative Agent.  Property managers 
or landlords who have charged less than the permissible increase may use the maximum 
allowable rent with the next tenant with permission of the Administrative Agent.  Rents may not 
be increased more than once a year, may not be increased by more than one approved calculated 
increment at a time, and may not be increased at the time of new occupancy if this occurs less 
than one year from the last rental.  No additional fees may be added to the approved rent without 
the express written approval of the Administrative Agent. 

IX. MARKETING STRATEGY 
In coordination with the Borough, the Program Administrator will employ a variety of proven 
strategies to advertise the program within Oakland to establish the Program’s applicant 
pool/waiting list.  The marketing strategy/plan possibilities include but are not limited to: 

 Creation and distribution of Program homeowner outreach posters, flyers and handouts 

 Place Program outreach material on the Borough’s website 

 Place Program outreach material on CGP&H’s website 

 Municipal E-newsletter and paper newsletter (if available) 

 Appending announcements and/or flyers to other municipal mailings as they become 
available (tax, etc.) or direct mailing, if approved by the municipality 

 Municipal email blasts and Twitter communication (if available) 

 Program marketing will be distributed to local community organizations and major 
employers including religious organizations, civic groups, senior group, ethnic 
organizations, etc. 

 Free local cable TV advertising (when available) 
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 Periodic Press releases

 Program group presentations to community organizations or at the Borough Municipal
Building to prospective homeowners and even to local contractors

 Paid newspaper advertisements (last resort) when deemed necessary and appropriate

 The order of method used will be analyzed to implement the most effective combination
of strategies. Extensive marketing efforts are essential for all successful housing
rehabilitation programs to meet their productivity objectives.

Available rental units assisted via the HIP will be affirmatively marketed in accordance with the 
Borough of Oakland Affordable Housing Affirmative Marketing Plan.   

X. MAINTENANCE OF RECORDS AND CLIENT FILES

A. Programmatic Recording
The Program files will include:

 The policies and procedures manual, which will also be updated when applicable.

 An applicant pool will be maintained by the Program staff to track intake of the people
interested in the program and the corresponding outgoing application invites.

 A rehabilitation log will be maintained by the Program staff that depicts the status of all
applications in progress.

B. Participant Record Keeping
The Program will be responsible for ensuring that individual files for each unit are established,
maintained and then submitted to the municipality upon completion. Each completed file will
contain a minimum of the following:

 Checklist

 Application form

 Tenant Application form (Rental Units Only) including rental lease

 Proof of ownership

 Income verification (for all households)
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 Proof of currency of property tax and water/sewer accounts  

 Proof of homeowner extended coverage/hazard insurance (Declaration Page) 

 Proof that the municipal lien plus the total of other liens does not exceed the market value 
of the unit. 

 Certification of Eligible Household or Notice of Ineligible Household  
(whichever is applicable) 

 Homeowner/Program Agreement 

 Certificate of Substandard  

 Work Specifications/Cost Estimate aka Work Write-Up 

 Bid Notice 

 Contractor bids 

 Bid Tabulation 

 Construction Agreement 

 Mortgage and Mortgage Note, and for rental properties, Deed Restriction 

 Notice of Right of Rescission 

 Homeowner Confirmation of Receipt of EPA Lead Information Pamphlet 

 Contractor Confirmation of Receipt of Lead Paint Notice 

 Copies of all required permits 

 Change orders, if any 

 Work progress and final inspection reports 

 Copies of contractor payment documentation 

 Photographs (Before and After) 
 
 Close-out documents 

 Certification of Approval 
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C. State Reporting
For each unit the following information must be retained to be reported annually:

 Street Address

 Block/Lot/Unit Number

 Owner/Renter

 Income:  Low/Mod

 Final Inspection Date

 Funds expended on Hard Costs

 Funds Recaptured

 Major Systems Repaired

 Unit Below Code & Raised to Code

 Effective date of affordability controls

 Length of Affordability Controls (yrs.)

 Date Affordability Controls removed

 Reason for removal of Affordability Controls

The Program Administrator will provide each completed unit’s data for annual monitoring. 

D. Financial Recordkeeping
Financial recordkeeping is the responsibility of the Municipal Housing Liaison, with assistance
from the Administrative Agent, as may be requested from time to time.

XI. HOUSING ADVISORY COMMITTEE AND APPEALS PROCESS
The Program staff is skilled in effectively achieving resolution of homeowner/contractor 
disputes, in a fair and documented manner.  

If a homeowner refuses to pay the contractor and work has been done to work specification 
and to the satisfaction of the Program, it may authorize payment to the contractor directly. 
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However, the Program will make a reasonable attempt to resolve the differences before taking 
this step. 

However, on the rare occasion if a homeowner or contractor decides to dispute a Program staff 
decision, the Program will refer the matter to the Borough for further resolution.  It is 
recommended the Borough forms a Housing Advisory Committee to mediate and resolve the 
differences. Homeowners or contractors involved in a dispute will be instructed to submit their 
concerns in writing. The homeowner or contractor may request a hearing conducted by the 
Housing Advisory Committee. All Housing Advisory Committee decisions are final. The Housing 
Advisory Committee formation may occur when the first need arises. 

XII. CONCLUSION 
If the procedures described in this manual are followed, the Borough of Oakland’s Home 
Improvement Program should operate smoothly and effectively. Where it is found that a new 
procedure will eliminate a recurring problem, that procedure may be incorporated into the 
program operation. In addition, this manual may be periodically revised to reflect changes in 
local, state and federal policies and regulations relative to the Home Improvement Program. 
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 APPENDIX A - LIST OF PROGRAM FORMS 
 Application Transmittal Letter
 Program Information Handout
 Application for Assistance- Homeowner
 Application for Assistance- Landlord (Investor)
 Application for Assistance- Tenant
 Eligibility Release Form
 Checklist
 Special Needs Waiver (Eligibility Requirements)
 Special Needs Waiver (Exceed Program Limit)
 Certification of Eligible Household
 Eligibility Determination Form
 Notification of Eligibility
 Notification of Ineligibility
 Homeowner/Program Agreement
 Certificate of Substandard
 Certificate of Substandard – Emergency Situation
 Letter: forward work write-up and contractor list to homeowner
 Work Write-Up Review form
 Request for Rehabilitation Bid
 Affidavit of Contractor
 Subcontractor Bid Sheet
 Bid Tabulation/Contractor Selection
 Construction Agreement
 Mortgage
 Mortgage Note – single family, multi family, investor versions
 Notice of Right of Rescission
 COAH Deed Restriction (when applicable)
 Homeowner Confirmation of Receipt of EPA Lead Information Pamphlet
 Contractor Confirmation of Receipt of Lead Paint Notice
 Notice to Proceed
 Contractor's Request for Final Inspection
 Change Order Authorization
 Certificate and Release
 Closeout Statement
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APPENDIX B – Approved Calculation of Annual Increases to 
Income Limits, Resale Prices and Rents 

Methodology for Calculating Regional Income Limits and Rental Increase: 

Income limits for all units that are part of the municipality’s Housing Element and Fair Share Plan and 
for which income limits are not already established through a federal program exempted from the 
Uniform Housing Affordability Controls pursuant to N.J.A.C. 5:80-26.1 shall be updated by the 
municipality annually within 30 days of the publication of determinations of median income by HUD 
as follows: 

a. Regional income limits shall be established for the region that the municipality is located within,
based on the median income by household size, which shall be established by a regional
weighted average of the uncapped Section 8 income limits published by HUD. To compute this
regional income limit, the HUD determination of median county income for a family of four is
multiplied by the estimated households within the county according to the most recent
decennial Census. The resulting product for each county within the housing region is summed.
The sum is divided by the estimated total households from the most recent decennial Census
in the municipality’s housing region. This quotient represents the regional weighted average
of median income for a household of four. The income limit for a moderate-income unit for a
household of four shall be 80 percent of the regional weighted average median income for a
family of four. The income limit for a low-income unit for a household of four shall be 50
percent of the HUD determination of the regional weighted average median income for a
family of four. The income limit for a very low-income unit for a household of four shall be 30
percent of the regional weighted average median income for a family of four. These income
limits shall be adjusted by household size based on multipliers used by HUD to adjust median
income by household size. In no event shall the income limits be less than those for the previous
year.

b. The income limits attached are the result of applying the percentages set forth in paragraph
(a) above to HUD's determination of median income for the most recent year and shall be
utilized until the municipality updates the income limits after HUD has published revised
determinations of median income for the next fiscal year.

c. If at any time, COAH (or a successor administrative agency duly empowered by an
amendment to the Fair Housing Act) begins to issue updated annual income limits and
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rules for increasing sales prices and rent levels each year, said updated income limits and 
rules for increasing sales prices and rent levels each year may be used instead of the 
methodology set forth herein.   

In establishing sale prices and rents of affordable housing units, the Administrative Agent shall 
follow the procedures set forth in UHAC, utilizing the regional income limits established pursuant to 
the process defined above:  

The rent levels of very-low-, low- and moderate-income units may be increased annually based on 
the percentage increase in the Housing Consumer Price Index for the Northeast Urban Area, upon its 
publication for the prior calendar year. This increase shall not exceed nine percent in any one year. 
Rents for units constructed pursuant to low income housing tax credit regulations shall be indexed 
pursuant to the regulations governing low income housing. 
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Appendix B: Affordable Housing Ordinance, Affirmative Marketing Plan, 
Mandatory Set-Aside Ordinance 

Housing Element and Fair Share Plan
Borough of Oakland — Adopted: June 23, 2025 
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