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SOP EXECUTIVE SUMMARY
This SOP separates federally assisted Public Housing and HUD-assisted units from LIHTC-only and conventional units. It creates a monthly rent-collection calendar, requires documented pre-filing reviews, embeds fair housing, VAWA, reasonable accommodation, grievance, and LIHTC good-cause safeguards, and provides ready-to-use notices, letters, checklists, and tracking forms.
	Control point
	Required result

	Program identification
	The file clearly identifies Public Housing, RAD/PBV, PBRA, LIHTC-only, layered LIHTC/HUD, or conventional status.

	Accurate balance
	Ledger is reconciled; subsidy, utility allowance, credits, abatement, and disputed charges are separated.

	Correct notice
	Staff selects the longest applicable federal, state, local, lease, and regulatory-agreement notice requirement.

	Resident protections
	VAWA, disability, LEP, hardship, grievance/hearing, bankruptcy, military, and emergency-rental-assistance issues are screened.

	Approval
	Supervisor and counsel authorize filing; property staff never self-help, lock out, remove property, or interrupt utilities.

	Audit trail
	Service, contacts, payments, returned mail, hearing events, approvals, filing, judgment, writ, and final accounting are logged.
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1. PURPOSE AND SCOPE
Purpose
To maximize rent collection while preventing avoidable displacement, protecting resident rights, maintaining property financial stability, and ensuring that termination or eviction occurs only after all required procedural steps are completed.
Covered housing
This SOP applies to Public Housing, LIHTC, mixed-finance, RAD/PBV, PBRA, and conventional non-public-housing units managed by West Lake Management LLC. Program-specific owner, PHA, lease, HAP, LURA, and regulatory-agreement requirements remain controlling. Property-specific leases and regulatory agreements remain controlling.
No self-help
No employee or contractor may change locks, remove doors or property, shut off utilities, threaten physical removal, or otherwise recover possession without voluntary surrender or a lawful writ of possession.
2. LEGAL AND PROGRAM AUTHORITY
Federal public housing
United States Housing Act; 24 CFR parts 5 and 966; HUD lease, grievance, VAWA, fair housing, Section 504, LEP, and applicable PIH guidance.
LIHTC / Florida Housing
Internal Revenue Code Section 42; Treasury regulations; extended-use agreement/LURA; FHFC rules, allocation of documents, compliance guidance, and property commitments. During the extended-use period, LIHTC low-income units are protected against eviction or termination other than for good cause as reflected in governing documents and federal tax-credit requirements.
Florida law
Florida Residential Landlord and Tenant Act, Chapter 83, Part II, including notice, service, court process, deposits, prohibited practices, and retaliation provisions.
Local requirements
Before form approval or filing, counsel must verify current Tenth Judicial Circuit and Polk County Clerk procedures, service practices, filing requirements, and any applicable City of Lakeland ordinance. This SOP does not assume a local rule shortens federal or state protections.
3. DEFINITIONS AND PROGRAM CLASSIFICATION
Rent
Tenant rent and other amounts expressly defined as rent by the lease and law. Charges not legally recoverable through nonpayment eviction must be separated.
Good cause
A documented, legitimate, nondiscriminatory tenancy-related basis supported by specific facts and permitted by the governing program, lease, and law.
Termination
Ending the lease or assisted tenancy. Termination of subsidy and termination of tenancy are separate actions unless controlling documents expressly combine them.
Eviction
A judicial proceeding to recover possession. A notice is not an eviction order.
Business day
A day used for the applicable notice calculation after excluding weekends and legal holidays when required by Florida law or the governing rule.
Program Classification Matrix
	Unit type
	Primary rules
	Nonpayment notice control
	Additional approval

	Public Housing
	24 CFR 966, lease, ACOP, VAWA, Florida Chapter 83
	Use at least the currently effective federal 30-day nonpayment notice before lease termination/filing, plus Florida statutory notice as advised by counsel. Apply the longer/more protective requirement.
	Grievance review and PHA approval

	RAD/PBV or PBRA + LIHTC
	RAD/PBV or PBRA rules, HAP/lease, Section 42/LURA, VAWA, Florida law
	Use the applicable HUD-assisted notice period and Florida notice; apply the longest controlling period.
	Owner/PHA, compliance, and counsel review

	LIHTC-only
	Section 42, LURA, FHFC commitments, lease, Florida law
	Florida statutory notice, subject to lease/LURA and good-cause protections.
	LIHTC compliance and counsel review

	Conventional
	Lease and Florida Chapter 83
	Florida statutory notice and lease.
	Management and counsel review before filing


	2026 federal notice status: HUD published a February 26, 2026 rule to revoke the 30-day nonpayment notice, but HUD indefinitely delayed that rule on March 13, 2026. Therefore, this SOP conservatively retains the 30-day federal notice for covered Public Housing/PBRA cases unless a later final rule becomes effective. Compliance staff must verify the current eCFR and Federal Register before use.


4. ROLES AND SEGREGATION OF DUTIES
	Role
	Responsibilities

	Property Manager
	Daily ledger review, resident contact, accurate notices, service documentation, accommodation/VAWA screening, and case file assembly.

	Assistant/Occupancy Staff
	Payment posting research, subsidy and recertification coordination, returned-mail tracking, and forms completion.

	Regional/Director
	Supervisor review, repayment approval, consistency check, exception approval, and authorization to refer.

	Compliance
	Program classification, LIHTC/FHFC, RAD/PBV/PBRA, VAWA, fair-housing, grievance, and notice review.

	Finance
	Receipt control, bank reconciliation, NSF reversals, unapplied cash research, and bad-debt accounting.

	General Counsel
	Notice sufficiency, legal defenses, bankruptcy/military status, complaint, hearing coordination, court filing, settlement, and writ.

	Senior Vice President/Authorized Designee/designee
	Final approval for sensitive, precedent-setting, high-risk, or discretionary cases.


5. CORE RENT COLLECTION STANDARDS
Lease and approved rent schedule control the due date, grace period, late fee, payment methods, and application of payments.
the applicable owner/PHA ACOP states tenant rent is due by the 5th and delinquent after close of business on the 10th, adjusted for weekends and holidays; a $25 late fee is assessed after the adopted delinquency date. Staff must confirm that the signed lease matches before charging.
Payments are posted on the date received or as otherwise required by law and approved procedure. Staff will issue receipts and preserve electronic transaction records.
No notice may demand subsidy amounts, unapplied credits, unapproved fees, disputed maintenance charges, or amounts barred from the selected remedy.
Acceptance of partial rent after notice may waive or alter the case under Florida law. Property staff must obtain counsel instructions before accepting a partial payment once a statutory notice is served, or a case is filed.
Reasonable accommodation, VAWA, minimum-rent hardship, rent recalculation, and agency-error claims must be routed immediately and may require pausing enforcement.
6. MONTHLY RENT COLLECTION TIMELINE
The following is the standard operational calendar when the lease follows West Lake Management LLC’s current due-by-the-5th and delinquent-after-the-10th structure. If a lease uses different dates, staff must shift the workflow without shortening any legal notice period.
	Day / period
	Required action
	Document / control
	Responsible party

	Prior month, days 20–25
	Run upcoming-rent and recurring-charge validation. Confirm rent changes, subsidy changes, utility allowances, repayment installments, credits, and approved rent adjustments.
	Pre-billing exception report
	Property + Finance

	Prior month, days 26–end
	Deliver optional courtesy reminder and payment options. Do not label the account delinquent.
	Courtesy rent reminder
	Property

	Day 1
	Open tenant ledger review. Rent is posted/due under the lease schedule. Provide receipt for payments.
	Daily collection report
	Property + Finance

	Days 2–5
	Send friendly reminder to unpaid accounts; make phone/text/email contact only under approved consent and privacy practices. Offer disability/LEP access and benefit/rent-change review.
	Early reminder/contact log
	Property

	Day 6 or first business day after due date
	Run delinquency list. Verify balance and recent payments; research unapplied cash and subsidy. Do not assess late fee before lease authorization.
	Verified delinquency report
	Property + Finance

	Days 7–9
	Second outreach. Screen for minimum-rent hardship, interim recertification, VAWA, reasonable accommodation, death/incapacity, benefits interruption, and pending assistance.
	Resident conference checklist
	Property/Occupancy

	Day 10 close of business
	If consistent with signed lease and ACOP, account becomes delinquent. Complete supervisor review before notices.
	Notice-preparation checklist
	Manager

	Day 11 or next business day
	Post approved late fee if authorized. Issue Notice of Delinquency / Demand for Payment. For covered HUD units, begin the applicable federal notice period. For Florida cases, counsel may also direct service of statutory notice.
	Delinquency notice; proof of service
	Manager

	Days 12–15
	Offer documented conference; process hardship/accommodation/VAWA requests; evaluate repayment. Correct ledger errors immediately and reissue notices if the demanded amount changes materially.
	Conference notes; revised ledger
	Manager + Compliance

	Days 16–20
	Send final outreach/status letter for unresolved accounts. Confirm assistance applications without requiring waiver of rights.
	Final outreach letter
	Manager

	Days 21–25
	Complete case audit: program type, notice period, lease clause, service, ledger, protections, grievance/hearing rights, and payment history.
	Pre-termination audit
	Compliance

	Days 26–30
	For covered Public Housing/PBRA nonpayment, continue the 30-day federal notice period. Do not file early. Schedule grievance steps where applicable.
	Notice calendar
	Compliance + Counsel

	Day 31+ after service
	Only after all controlling periods expire, issue any final termination communication required by program/lease and refer to counsel. Counsel determines earliest lawful filing date.
	Attorney referral package
	Director + Counsel

	After filing
	Post all payments and developments; do not make side agreements without counsel. Attend hearings, document settlement, and follow court orders.
	Litigation log
	Counsel + Property

	After possession/move-out
	Inspect, account for deposit, issue statutory claim/refund notice, close subsidy, separate collectible charges, and retain records.
	Move-out settlement
	Property + Finance


	Timing rule: The calendar is an internal control, not permission to file automatically. The exact filing date must be calculated by counsel from verified service, governing program rules, lease terms, weekends, legal holidays, and current law.


7. PAYMENT POSTING, NSF, AND PARTIAL PAYMENTS
Post payments to the correct household and charge code on the date received.
Reconcile lockbox, online portal, money order, and third-party assistance receipts daily.
Reverse a returned payment only after bank confirmation; issue a written NSF notice and charge only the fee authorized by lease and policy.
Research unapplied cash, subsidy suspense, duplicate charges, and utility allowance changes before notice.
After service or filing, flag the account. Obtain counsel direction before accepting partial rent, entering a new agreement, or adding charges to the complaint.
Provide an updated ledger and written balance whenever requested, subject to reasonable copying and privacy controls.
8. RESIDENT OUTREACH AND EARLY INTERVENTION
Use respectful, neutral language and avoid threats or predictions about court outcomes.
Provide at least two documented outreach attempts before referral unless immediate action is legally permitted for serious conduct.
Offer a private conference and explain current balance, due dates, dispute process, repayment criteria, hardship process, and community resources.
Do not require disclosure of disability details beyond what is necessary for an accommodation. Keep VAWA information segregated and confidential.
When an error is found, stop enforcement, correct the ledger, withdraw or replace the notice, and document the correction.
9. REPAYMENT AGREEMENTS
Repayment is discretionary unless required by law or program policy. It must not be used to collect an unsupported amount or as a substitute for correcting rent.
	Review item
	Standard

	Eligibility
	Confirmed debt, ability to pay, no conflicting active agreement, and no legal bar.

	Affordability
	Use verified household circumstances. For Public Housing debt, rent plus repayment should generally not exceed 40% of monthly adjusted income under the applicable owner/PHA ACOP unless a documented exception is approved.

	Terms
	State principal, payment schedule, due dates, allocation of payments, default, modification process, and resident rights.

	No waiver
	Do not require waiver of VAWA, fair housing, grievance, statutory defenses, or right to counsel.

	Default
	Provide written default notice and opportunity to dispute before referral; re-check current balance and protections.

	Approval
	Manager prepares; Director or designee approves; counsel reviews unusual or litigation-stage agreements.


10. PRE-TERMINATION LEGAL AND COMPLIANCE REVIEW
☐ Correct resident, unit, lease, owner/PHA, and program classification
☐ Signed lease and all relevant addenda
☐ Complete tenant ledger and payment history
☐ Rent calculation, subsidy, utility allowance, credits, and assistance payments verified
☐ Charges demanded are legally recoverable and authorized
☐ Correct notice form and notice period selected
☐ Service method and date supported
☐ VAWA screening completed and required HUD forms provided
☐ Reasonable accommodation and disability-related mitigating factors reviewed
☐ LEP/accessible communication provided
☐ Public Housing grievance applicability and deadlines determined
☐ LIHTC good cause and LURA/FHFC requirements documented
☐ Bankruptcy, active-duty military, probate, guardianship, or pending assistance issue checked
☐ Prior notices and waivers/acceptance of rent analyzed
☐ Supervisor, compliance, and counsel approvals complete
11. PUBLIC HOUSING TERMINATION AND GRIEVANCE PROCESS
Identify the specific lease obligation and supporting facts. General labels such as “noncompliance” are insufficient.
Validate the ledger and determine whether the case involves nonpayment, serious/repeated violation, criminal activity, threat to health/safety, CSSR noncompliance, over-income termination, or other good cause.
Apply the currently effective federal notice rule. As of this draft, maintain at least 30 days for nonpayment because HUD’s 2026 attempted revocation was delayed indefinitely. For other grounds, apply 24 CFR 966.4, the lease, state law, and any longer applicable period.
Notice must state specific facts, amount and period if monetary, lease/policy basis, termination date, evidence-review rights, grievance rights or any lawful exclusion, VAWA information, and accommodation/LEP contact.
Serve by a method permitted by 24 CFR 966, Florida law, and the lease. Record who served, date, time, method, address, witnesses, photographs if allowed, and mailed copy.
If grievance applies, conduct informal settlement, issue written summary, accept timely hearing request, provide document access, and use an impartial hearing officer.
Do not refer for filing until the termination and grievance process is complete or counsel documents a lawful exception.
After final approval, counsel files the eviction case in the proper court. Only the sheriff executes a writ of possession.
12. LIHTC AND FHFC LEASE ENFORCEMENT
Classify whether the unit is LIHTC-only or layered with RAD/PBV, PBRA, HOME, bonds, or another source. Apply every layer and the most protective controlling requirement.
Document good cause with objective facts, the lease provision, warnings/cure opportunities when applicable, resident response, mitigating circumstances, and consistent treatment.
Confirm the extended-use agreement/LURA, owner commitments, tenant selection plan, FHFC requirements, and applicable lease before nonrenewal or termination.
Do not terminate or refuse renewal merely to raise rent, change the unit’s designation, avoid a qualified household, retaliate, or circumvent extended-use protections.
For layered HUD/LIHTC units, complete the HUD notice, hearing/grievance, VAWA, and subsidy requirements in addition to LIHTC and Florida requirements.
Compliance approval and counsel review are mandatory before serving a LIHTC termination or nonrenewal notice.
13. RAD/PBV AND OTHER LAYERED PROPERTIES
Current RAD households are not re-screened at conversion and retain applicable right-to-return protections.
Actual post-conversion lease violations are handled through ordinary documented procedures and may not be manufactured or accelerated to defeat RAD rights.
Determine whether the action is owner lease termination, PHA subsidy termination, or both. Coordinate notices but preserve separate decision rights.
Provide the informal hearing or grievance protection required by the RAD/PBV/PBRA framework and governing plan.
Check HAP contract, tenancy addendum, property lease, RAD notice, and LIHTC LURA before action.
14. FLORIDA RESIDENTIAL EVICTION PROCESS
	Ground
	Florida notice framework
	Operational caution

	Nonpayment
	Written 3-day notice under section 83.56(3), excluding Saturday, Sunday, and legal holidays from the statutory period.
	Demand only lawful rent and calculate precisely. For covered federal units, do not file until the longer federal period also expires.

	Curable lease violation
	Written 7-day notice to cure under section 83.56(2)(b), with specific conduct and cure required.
	If timely cured, do not file on that notice. Track repeated conduct under counsel guidance.

	Noncurable or repeated violation
	Written 7-day termination notice under section 83.56(2)(a) when legally supported.
	Use narrowly. Counsel approval required before service.

	No specific term / month-to-month
	At least 30 days before the end of a monthly period under section 83.57.
	Not a substitute for LIHTC/HUD good cause or subsidy rules.

	Court action
	File complaint after all notice periods expire; obtain judgment and writ.
	No self-help. Only sheriff executes writ.


Service must follow section 83.56(4), the lease, and any federal program rule. Counsel must verify service and calculate expiration. Do not combine incompatible notices unless counsel approves the form and sequence.
15. NON-RENT LEASE VIOLATIONS
Document the event with dates, witnesses, photographs, work orders, police or incident reports, and resident statements as lawfully available.
Match the facts to the lease clause and determine whether the violation is curable, noncurable, repeated, criminal, health/safety-related, disability-related, or potentially VAWA-related.
Provide a conference when feasible and consider corrective action short of termination.
Conduct VAWA, reasonable accommodation, fair housing, and mitigation review before deciding.
Select the correct federal and Florida notice. State specific facts without disclosing protected information about other residents.
Reinspect or verify cure when applicable. Document outcome.
Obtain all approvals before termination or court referral.
16. RESIDENT PROTECTIONS
	Protection
	Required action

	VAWA
	Do not deny, terminate, or evict solely because of covered violence. Provide HUD-5380 and HUD-5382 at required termination/eviction stages; consider bifurcation and emergency transfer; preserve confidentiality.

	Disability / Section 504 / FHA / ADA
	Pause when a request or facts indicate a possible accommodation. Engage in interactive process, seek only necessary verification, consider alternatives and disability-related mitigating circumstances.

	LEP / communication
	Provide meaningful language access, interpreters or translated vital notices when required, and effective communication/accessible formats.

	Retaliation
	Do not act in retaliation for complaints, organizing, code enforcement, fair housing activity, or exercise of legal rights.

	Military / bankruptcy
	Refer immediately to counsel for Servicemembers Civil Relief Act and automatic-stay analysis.

	Minors / nonculpable members
	Consider culpability, exclusion of offending household member, and effect on innocent members where permitted.

	Emergency assistance
	Document pending applications and agency pledges. Do not misstate that acceptance is guaranteed; evaluate reasonable brief hold or repayment when lawful.


17. COURT REFERRAL, LITIGATION, AND POSSESSION
Property assembles the referral package and certifies completeness.
Compliance confirms program requirements; Finance certifies the balance; supervisor authorizes referral.
Counsel performs final notice/service/defense review and decides whether to file.
Property personnel route all resident communications after filing through the approved litigation protocol.
Any settlement must be written, authorized, and entered with the court when appropriate.
No possession activity occurs before lawful judgment and writ. Staff coordinates sheriff execution, property security, inventory, and resident-property handling under counsel direction.
Close the case only after possession, dismissal, settlement completion, or counsel instruction.
18. MOVE-OUT ACCOUNTING, COLLECTIONS, AND RECORDS
Complete move-out inspection and compare with documented move-in condition; exclude ordinary wear and tear.
Apply security-deposit safeguards and statutory claim/refund deadlines under section 83.49. Counsel or trained staff must verify the current deadline and delivery requirements.
Separate rent, damages, court-awarded costs, and noncollectible charges. Provide itemization and supporting records.
Do not report disputed or inaccurate debt. Follow FCRA and vendor-contract controls for collection agencies or consumer reporting.
Retain the lease, ledger, notices, service proof, communications, hearing record, approvals, pleadings, orders, writ, inspection, deposit accounting, and final disposition under the longest applicable retention period and litigation hold.
19. QUALITY CONTROL, TRAINING, AND MONITORING
Monthly: compare delinquency report to notices and attorney referrals; sample ledger accuracy and service proof.
Quarterly: review repayment performance, dismissal reasons, notice defects, accommodations, VAWA handling, and property-level consistency.
Annually: legal counsel verifies forms against current eCFR, Federal Register, Florida Statutes, local court requirements, leases, and regulatory agreements.
Train affected staff before implementation and after material legal changes. Maintain acknowledgments and competency checks.
Correct systemic defects, withdraw invalid notices, reimburse improper charges, retrain staff, and document validation.

APPENDIX A — COURTESY RENT REMINDER
Non-adverse early reminder; customize to lease and program.
Date ______________________________________________________________
Resident ______________________________________________________________
Address / Unit ______________________________________________________________
RE: Courtesy Reminder Regarding [Month/Year] Rent
Dear [Resident Name]:
Our records show that the rent scheduled for [month/year] has not yet been posted to your account. This is a courtesy reminder and is not a termination or eviction notice. Please review the enclosed ledger and contact the management office if you have already paid, believe the balance is incorrect, are awaiting rental assistance, or need to discuss a rent change, hardship, repayment option, reasonable accommodation, or language assistance.
Current ledger balance as of [date]: $__________. Amount identified as tenant rent: $__________. Other charges, if any: $__________.
Please pay using an approved method or contact [office/contact] by [date]. Acceptance of assistance or a payment arrangement is subject to applicable policy and approval.
Reasonable Accommodation / Language Assistance: Contact the management office if you need this notice in an accessible format, another language, or assistance because of a disability.
VAWA: If the issue may involve domestic violence, dating violence, sexual assault, or stalking, contact management immediately. Applicable HUD VAWA forms and confidentiality protections will be provided.
Management Representative / Date ______________________________________________________________

APPENDIX B — NOTICE OF DELINQUENCY AND DEMAND FOR PAYMENT
Administrative notice. This form does not replace a required federal or Florida statutory notice unless counsel approves it for that purpose.
Date ______________________________________________________________
Resident ______________________________________________________________
Property / Unit ______________________________________________________________
Lease due date ______________________________________________________________
Ledger-through date ______________________________________________________________
Dear [Resident Name]:
The verified tenant ledger shows $__________ due, consisting of: current tenant rent $_____; prior tenant rent $_____; approved late fee $_____; other charges $_____. A copy of the itemized ledger is enclosed. Subsidy payments and credits are not included in the amount demanded as tenant rent.
Please pay the lawful amount due or contact management immediately to dispute the ledger, report a payment, request a rent recalculation or hardship review, request a reasonable accommodation, seek language assistance, disclose a VAWA-related circumstance, or request consideration of a repayment agreement.
Failure to resolve the delinquency may result in service of formal termination and/or eviction notices, subject to all applicable federal, state, lease, grievance, and program protections. Only a court can order eviction.
Reasonable Accommodation / Language Assistance: Contact the management office if you need this notice in an accessible format, another language, or assistance because of a disability.
VAWA: If the issue may involve domestic violence, dating violence, sexual assault, or stalking, contact management immediately. Applicable HUD VAWA forms and confidentiality protections will be provided.
Management Representative / Date ______________________________________________________________

APPENDIX C — PUBLIC HOUSING NONPAYMENT LEASE TERMINATION NOTICE
Counsel-approved template required before use. Preserve at least the currently effective federal period and all grievance rights.
Date served ______________________________________________________________
Resident ______________________________________________________________
Dwelling unit ______________________________________________________________
Lease ______________________________________________________________
Termination date ______________________________________________________________
NOTICE OF PROPOSED LEASE TERMINATION FOR NONPAYMENT OF RENT
West Lake Management LLC, as management agent for the applicable owner or PHA, proposes to terminate your dwelling lease effective [date], which is not earlier than the expiration of the controlling notice period, because the verified tenant ledger shows unpaid tenant rent of $__________ for [specific months]. The lease provisions relied upon are [quote/cite provisions]. An itemized ledger and supporting calculation are enclosed.
You may examine and copy documents directly relevant to this action, dispute the balance, and request the grievance process described in the attached grievance notice. Your request must be received by [deadline] at [office/address/email]. If you need a reasonable accommodation, accessible format, interpreter, or language assistance, contact [coordinator].
Payment and filing rules: Contact management for the current payoff amount and acceptable payment method. Any payment, partial payment, or proposed agreement after service must be handled in writing and may require counsel approval. West Lake Management LLC will not refer or authorize filing before all applicable federal, state, lease, and grievance requirements are satisfied.
Reasonable Accommodation / Language Assistance: Contact the management office if you need this notice in an accessible format, another language, or assistance because of a disability.
VAWA: If the issue may involve domestic violence, dating violence, sexual assault, or stalking, contact management immediately. Applicable HUD VAWA forms and confidentiality protections will be provided.
Authorized West Lake Management LLC Official / Date ______________________________________________________________
Service method / person / date / time ______________________________________________________________

APPENDIX D — FLORIDA THREE-DAY NOTICE FOR NONPAYMENT
Use only after Florida counsel reviews the exact amount, statutory language, excluded days, payment address, and interaction with federal notice periods.
TO ______________________________________________________________
Premises ______________________________________________________________
Date delivered ______________________________________________________________
You are hereby notified that you are indebted to [Landlord] in the sum of $__________ for rent and use of the premises described above, now occupied by you. Demand is made for payment of the rent or possession of the premises within three days, excluding Saturday, Sunday, and legal holidays, from the date of delivery of this notice, specifically on or before [date and time].
Payment shall be made to: [name, physical address, days/hours available, and approved electronic method if applicable].
	Layered-unit warning: For Public Housing, PBRA, RAD/PBV, LIHTC, or other assisted units, this Florida notice may not by itself satisfy federal or program requirements. Do not file until counsel confirms expiration of every controlling period.


Landlord / Agent ______________________________________________________________
Service certification ______________________________________________________________

APPENDIX E — SEVEN-DAY NOTICE TO CURE
Florida section 83.56(2)(b); counsel must tailor facts and required cure.
Date ______________________________________________________________
Resident ______________________________________________________________
Premises ______________________________________________________________
You are advised that your lease / rental agreement has been violated as follows: [specific dates, conduct, locations, and lease provisions]. Demand is made that you remedy the noncompliance within seven days of delivery of this notice by: [specific, lawful cure]. If the same conduct or conduct of a similar nature is repeated within twelve months, your tenancy may be subject to termination without another opportunity to cure, as permitted by law. If you do not cure within the stated period, the landlord may terminate the rental agreement and seek possession through court process.
Reasonable Accommodation / Language Assistance: Contact the management office if you need this notice in an accessible format, another language, or assistance because of a disability.
VAWA: If the issue may involve domestic violence, dating violence, sexual assault, or stalking, contact management immediately. Applicable HUD VAWA forms and confidentiality protections will be provided.
Landlord / Agent ______________________________________________________________
Service certification ______________________________________________________________

APPENDIX F — SEVEN-DAY TERMINATION NOTICE FOR NONCURABLE OR REPEATED VIOLATION
Florida section 83.56(2)(a). Mandatory counsel approval before service.
Date ______________________________________________________________
Resident ______________________________________________________________
Premises ______________________________________________________________
Termination / vacate date ______________________________________________________________
You are advised that your lease is terminated based on the following specific noncompliance: [facts, dates, prior warning if repeated, and lease provision]. You shall vacate the premises within seven days after delivery of this notice, on or before [date], subject to any longer federal, program, lease, or other legally controlling period.
This notice does not authorize self-help removal. If possession is not returned, the landlord may seek relief through court process. Include all applicable HUD, grievance, VAWA, accommodation, and language-access attachments.
Reasonable Accommodation / Language Assistance: Contact the management office if you need this notice in an accessible format, another language, or assistance because of a disability.
VAWA: If the issue may involve domestic violence, dating violence, sexual assault, or stalking, contact management immediately. Applicable HUD VAWA forms and confidentiality protections will be provided.
Authorized Official ______________________________________________________________
Counsel approval / date ______________________________________________________________
Service certification ______________________________________________________________

APPENDIX G — LIHTC GOOD-CAUSE TERMINATION / NONRENEWAL NOTICE
Use for LIHTC units only after review of the LURA, lease, FHFC requirements, and any layered subsidy.
Date ______________________________________________________________
Resident ______________________________________________________________
Property / Unit ______________________________________________________________
LIHTC set-aside / layered programs ______________________________________________________________
Effective date ______________________________________________________________
Management proposes to [terminate / not renew] your lease for good cause based on the following specific facts: [facts]. The lease and regulatory provisions relied upon are: [citations]. Supporting documents available for review are: [list].
Before this decision, management considered cure history, consistency, mitigating circumstances, reasonable accommodation, VAWA, household-member culpability, and any layered HUD program rights. The result of that review is: [summary].
You may submit a written response or request a meeting by [date/method]. This process does not waive any rights provided by the lease, regulatory agreement, federal or Florida law, or a subsidy program. Court process is required to recover possession.
Reasonable Accommodation / Language Assistance: Contact the management office if you need this notice in an accessible format, another language, or assistance because of a disability.
VAWA: If the issue may involve domestic violence, dating violence, sexual assault, or stalking, contact management immediately. Applicable HUD VAWA forms and confidentiality protections will be provided.
Compliance Approval ______________________________________________________________
Counsel Approval ______________________________________________________________
Authorized Official ______________________________________________________________

APPENDIX H — REPAYMENT AGREEMENT
Resident ______________________________________________________________
Unit ______________________________________________________________
Agreement date ______________________________________________________________
Verified debt period ______________________________________________________________
Principal balance ______________________________________________________________
Resident acknowledges a verified balance of $__________ subject to the rights and corrections stated below. Resident will pay $__________ upon signing and $__________ on the ____ day of each month beginning __________, in addition to current rent and lawful charges.
Payments apply as stated here: [allocation].
Resident must continue paying current rent.
Resident may request correction of a mathematical or posting error and retains applicable grievance, VAWA, fair housing, accommodation, and legal rights.
Default occurs if [specific condition], after any required written notice and opportunity to dispute.
Modification must be written and approved. Management’s acceptance of a payment is governed by the agreement, lease, Florida law, and counsel instructions.
Resident Signature / Date ______________________________________________________________
Co-Resident Signature / Date ______________________________________________________________
Authorized Official / Date ______________________________________________________________

APPENDIX I — REPAYMENT AGREEMENT DEFAULT NOTICE
Date ______________________________________________________________
Resident / Unit ______________________________________________________________
Our records indicate that the repayment installment due [date] in the amount of $__________ was not received. The current agreement balance is $__________. Please contact management by [date] to provide proof of payment, dispute the balance, request review of changed circumstances, or discuss available options. If unresolved, management may resume lease-enforcement action after completing required federal, state, and program procedures.
Reasonable Accommodation / Language Assistance: Contact the management office if you need this notice in an accessible format, another language, or assistance because of a disability.
VAWA: If the issue may involve domestic violence, dating violence, sexual assault, or stalking, contact management immediately. Applicable HUD VAWA forms and confidentiality protections will be provided.
Management Representative / Date ______________________________________________________________

APPENDIX J — PUBLIC HOUSING GRIEVANCE REQUEST FORM
Resident ______________________________________________________________
Unit ______________________________________________________________
Notice / action being challenged ______________________________________________________________
Date notice received ______________________________________________________________
Requested remedy ______________________________________________________________
I request:  ☐ Informal settlement  ☐ Formal grievance hearing  ☐ Reasonable accommodation for the process  ☐ Interpreter / translated material
Reason for grievance / facts:





Resident / Representative Signature / Date ______________________________________________________________
Received by West Lake Management LLC / Date / Time ______________________________________________________________

APPENDIX K — INFORMAL SETTLEMENT SUMMARY
Resident / Unit ______________________________________________________________
Meeting date ______________________________________________________________
Participants ______________________________________________________________
Issue ______________________________________________________________
Documents reviewed ______________________________________________________________
Resident position:




Management position:




Resolution / unresolved issues:




Hearing-request deadline and method ______________________________________________________________
West Lake Management LLC Official / Date ______________________________________________________________
Resident acknowledgment of receipt ______________________________________________________________

APPENDIX L — REASONABLE ACCOMMODATION / MITIGATION REVIEW
☐ Request made orally or in writing: ________________________________________________________
☐ Disability/need obvious or verification requested: ________________________________________________________
☐ Requested change: ________________________________________________________
☐ Interactive-process contacts: ________________________________________________________
☐ Alternatives considered: ________________________________________________________
☐ Relationship to alleged violation/nonpayment: ________________________________________________________
☐ Undue burden/fundamental alteration assessment: ________________________________________________________
☐ Decision and effective date: ________________________________________________________
☐ Notice provided in accessible format: ________________________________________________________
Reviewer ______________________________________________________________
Compliance approval ______________________________________________________________

APPENDIX M — VAWA SCREENING AND NOTICE CHECKLIST
Keep restricted and separate from the general file where needed for confidentiality.
☐ Potential VAWA facts identified
☐ HUD-5380 provided
☐ HUD-5382 provided
☐ Documentation deadline tracked
☐ Conflicting evidence process, if any
☐ Emergency transfer request / HUD-5383 evaluated
☐ Lease bifurcation considered
☐ Confidentiality controls applied
☐ Safety communication method confirmed
☐ Final decision reviewed by VAWA coordinator/counsel
Restricted-file location ______________________________________________________________
Authorized reviewer / date ______________________________________________________________

APPENDIX N — ATTORNEY REFERRAL CHECKLIST
☐ Correct resident, unit, lease, owner/PHA, and program classification
☐ Signed lease and all relevant addenda
☐ Complete tenant ledger and payment history
☐ Rent calculation, subsidy, utility allowance, credits, and assistance payments verified
☐ Charges demanded are legally recoverable and authorized
☐ Correct notice form and notice period selected
☐ Service method and date supported
☐ VAWA screening completed and required HUD forms provided
☐ Reasonable accommodation and disability-related mitigating factors reviewed
☐ LEP/accessible communication provided
☐ Public Housing grievance applicability and deadlines determined
☐ LIHTC good cause and LURA/FHFC requirements documented
☐ Bankruptcy, active-duty military, probate, guardianship, or pending assistance issue checked
☐ Prior notices and waivers/acceptance of rent analyzed
☐ Supervisor, compliance, and counsel approvals complete
☐ All notices and service proofs
☐ Resident communications and returned mail
☐ Incident reports / photographs / witness list, if applicable
☐ Repayment documents and payment communications
☐ Grievance record and final decision
☐ Draft complaint requested remedy
☐ Current occupancy and household roster
☐ Final management authorization
Property Manager Certification ______________________________________________________________
Compliance Certification ______________________________________________________________
Director Authorization ______________________________________________________________
Counsel Intake Date ______________________________________________________________

APPENDIX O — EVICTION / TERMINATION CASE LOG
	Date
	Event / document
	Method / recipient
	Deadline
	Staff initials
	Outcome

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



APPENDIX P — FINAL ACCOUNT / SECURITY DEPOSIT LETTER
Date ______________________________________________________________
Former Resident ______________________________________________________________
Former Unit ______________________________________________________________
Move-out / possession date ______________________________________________________________
This letter provides the property’s final accounting, subject to Florida law and the lease. Security deposit held: $_____. Accrued interest if applicable: $_____. Deductions claimed: unpaid rent $_____; damages beyond ordinary wear $_____; other authorized amounts $_____. Proposed refund / balance due: $_____. Itemized support is enclosed.
Insert the exact statutory objection language, deadline, and delivery method required by section 83.49 after counsel confirms the current form. Do not use this template without that completion.
Authorized Agent / Date ______________________________________________________________

APPENDIX Q — MONTHLY DELINQUENCY QUALITY-CONTROL CERTIFICATION
	Control
	Complete
	Exception / corrective action

	Delinquency report reconciles to general ledger
	☐
	

	Unapplied cash researched
	☐
	

	Subsidy and utility allowance checked
	☐
	

	Late fees authorized
	☐
	

	Notices match unit program
	☐
	

	Service proofs complete
	☐
	

	30-day HUD rule checked
	☐
	

	VAWA/RA/LEP screens complete
	☐
	

	Grievance deadlines tracked
	☐
	

	Attorney referrals approved
	☐
	

	Payments after notice reviewed by counsel
	☐
	

	Withdrawn/corrected notices documented
	☐
	


Prepared by / date ______________________________________________________________
Reviewed by / date ______________________________________________________________

APPENDIX R — SOURCE REGISTER AND ANNUAL UPDATE CHECKLIST
	Authority
	Purpose
	Official source

	24 CFR Part 966
	Public Housing lease and grievance requirements
	https://www.ecfr.gov/current/title-24/subtitle-B/chapter-IX/part-966

	Federal Register 91 FR 9449
	2026 attempted revocation of HUD 30-day nonpayment rule
	https://www.federalregister.gov/documents/2026/02/26/2026-03921/revocation-of-the-30-day-notification-requirement-prior-to-termination-of-lease-for-nonpayment-of

	Federal Register delay notice
	Indefinite delay effective March 13, 2026; rule treated as proposed
	https://public-inspection.federalregister.gov/2026-04990.pdf

	Florida Statutes §83.56
	Termination and statutory notices
	https://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0000-0099/0083/Sections/0083.56.html

	Florida Statutes Chapter 83
	Florida Residential Landlord and Tenant Act
	https://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0000-0099/0083/0083.html

	Florida Statutes §83.57
	Termination of tenancy without specific term
	http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0000-0099/0083/Sections/0083.57.html

	Florida Housing LIHTC
	Program overview and extended affordability
	https://www.floridahousing.org/programs/developers-multifamily-programs/low-income-housing-tax-credits

	Florida Housing Compliance
	Monitoring and compliance resources
	https://www.floridahousing.org/owners-and-managers/compliance/compliance-guidebook


Annual review: ☐ eCFR checked  ☐ Federal Register checked  ☐ Florida statutes checked  ☐ Polk/Tenth Circuit procedures checked  ☐ Property leases checked  ☐ ACOP/Admin Plan checked  ☐ LURAs/HAP contracts checked  ☐ Forms approved by counsel
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