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Introduction
Across our advocacy for expanding access to accessible and affordable housing, we have heard a
consistent message from housing providers: even when accessible units exist, it is often difficult to
identify, reach, and match eligible households with disabilities with these homes. Providers describe
challenges such as limited information about applicants’ accessibility needs, uncertainty about federal
requirements, and gaps in outreach or transfer practices that can leave accessible units underutilized
or offered to households who do not need their features. These challenges ultimately restrict housing
choice for people with disabilities and limit the effectiveness of accessible housing stock that is
already in place.

This guide is designed to respond directly to those concerns. Its purpose is to support property
managers, housing providers, service partners, and compliance staff in understanding the federal civil
rights framework that governs accessible units and in putting that framework into daily practice. It
brings together the key requirements of the Fair Housing Act, Section 504 of the Rehabilitation
Act, and HUD’s Affirmative Fair Housing Marketing Plan (AFHMP), translating them into practical
strategies that housing providers can apply immediately.

Just as importantly, this guide offers tools to strengthen the systems that ensure accessible units
reach the people who need them. The first section focuses on outreach and marketing practices,
including how to affirmatively and effectively advertise accessible units in ways that are accessible,
culturally responsive, and aligned with federal guidance. It highlights methods for partnering with
disability organizations, improving digital accessibility, and using the AFHMP to reach households
with disabilities.

The second section turns to the internal practices that determine whether tenants with disabilities
can move into units that meet their needs. It outlines federal requirements for transfers, offers model
policies and procedures, and provides step-by-step tools that help property managers consistently
implement reasonable accommodation requests.

Together, these sections—and the accompanying appendices—aim to support housing providers in
strengthening compliance, improving equity, and ensuring that accessible units are not simply
available on paper but actually occupied by the households who depend on their features. By adopting
thoughtful outreach strategies and clear transfer procedures, housing providers can play a central role
in advancing housing choice, dignity, and access for people with disabilities.
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Outreach Strategies to Affirmatively Connect 
Residents with Accessible Housing
Ensuring that people with disabilities receive timely, accurate, and culturally respectful information
about housing opportunities is fundamental to both equity and compliance with fair housing law.
Research shows that renters with disabilities—especially those from racially, linguistically, and
culturally diverse communities—frequently encounter structural barriers such as inaccessible
communication and limited awareness of available units

At the same time, federal obligations under the Fair Housing Act and HUD’s Affirmative Fair
Housing Marketing Plan (AFHMP) require proactive strategies to ensure that households with
disabilities have meaningful choice in housing. Meeting these obligations requires well-designed
outreach and leasing practices to reach people who could most benefit from accessible dwelling units.

The next sections will outline the civil rights requirements that underpin accessible and equitable
housing outreach, including key Fair Housing Act and Section 504 obligations related to advertising
and leasing. We will then explore effective methods for identifying and reaching households with
disabilities—such as mobile‑friendly digital advertising, partnerships with disability organizations and
service providers, and leveraging referrals from current residents. Finally, we will discuss how the
AFHMP can be used to strengthen these outreach strategies and how property managers can
evaluate their progress.

Civil Rights Requirements for Accessible, Inclusive Advertising and
Leasing
Federal civil rights requirements make clear that ensuring meaningful housing choice involves
proactive, inclusive outreach and accessible leasing practices. Under 24 CFR § 100.204, housing
providers have an affirmative obligation to make reasonable accommodations in rules, policies,
practices, and services when those accommodations are necessary to give applicants with disabilities
an equal opportunity to use and enjoy their housing. Housing providers are similarly required to
modify existing policies or practices that restrict access for disabled applicants. Providers must ensure
that application processes, unit tours, eligibility criteria, and communication methods are accessible,
and that marketing practices do not disadvantage individuals who require accommodations to apply,
view units, or complete leasing steps.
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For properties funded with federal financial assistance, the requirements for accessible units are even
more explicit. Under 24 CFR § 8.27(a), housing providers must adopt “suitable means” to ensure that
information about accessible units actually reaches eligible people with disabilities. This mandate—part
of HUD’s Section 504 regulations—requires nondiscriminatory, affirmative steps to maximize the use
of accessible units by those who need their features. In practice, this means advertisements must
clearly describe a unit’s accessibility features and must themselves be accessible (e.g., available in
alternative formats, readable with assistive technology, and posted on accessible websites). These
obligations align directly with HUD’s Affirmative Fair Housing Marketing Plan (AFHMP), which
requires outreach strategies designed to reach underserved or “least likely to apply” populations,
including people with disabilities.

The Department of Justice and the Department of Housing and Urban Development’s Joint
Statement on Reasonable Accommodations under the Fair Housing Act clarifies that the
reasonable‑accommodation framework under the Fair Housing Act closely parallels Section 504
requirements. As a result, housing providers that receive federal financial assistance have
accommodation obligations that largely mirror those imposed under the Fair Housing Act, including
the responsibility to maintain accessible, non‑burdensome processes for requesting and implementing
accommodations. Meeting these obligations depends not only on written policies, but on outreach
practices that are accessible, intentional, and responsive to the needs of disabled renters.

Foundations of Effective Outrach
Effective outreach conveys genuine respect for the target population. Communities must feel
welcomed, listened to, and represented in both the process and the content of outreach efforts.
Successful outreach requires grounding in a thorough assessment of community needs. Listening
sessions, focus groups, and direct engagement with disability organizations help identify the channels
communities rely on for trusted information. Understanding culturally specific expectations, preferred
communication methods, and community power structures is essential to any outreach campaign.
HUD’s more recent work on housing search assistance reinforces the value of this listening-first
approach, emphasizing the need to simplify complex application systems and respond to the barriers
renters with disabilities face when navigating housing programs. 

Removing communication barriers is another key to effective outreach. Outreach materials should use
plain language, avoid jargon, and be accessible to screen readers. They should also be available in
multiple languages and in alternative formats such as large print and captioned video. Addressing
diverse communication needs and digital accessibility is vital to reaching the disability community.
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Mobile-First and Accessible Digital Outreach
Digital outreach can be a powerful equalizer when it is designed to be accessible. Many low-income
renters rely primarily on smartphones for internet access, so every aspect of digital communication
should be mobile-responsive. Websites listing accessible units, online applications, eligibility
explanations, and waitlist processes should follow Web Content Accessibility Guidelines and include
clear alt text, high-contrast visuals, and fully captioned or transcribed media. 

Geotargeted digital advertising can expand the reach of accessible housing opportunities by directing
announcements toward communities where disabled residents or culturally specific organizations are
most active. Social media platforms commonly used by caregivers, service providers, or disability
community groups can also supplement traditional listings. Embedding simple, step-by-step online
guides or offering real-time chat support aligns with HUD’s findings that navigating the housing
search process remains a major barrier even after a renter has identified a desirable unit. 

Appendix B complements the outreach strategies described above by offering practical,
implementation‑focused guidance on how to advertise accessible units. It provides sample advertising
language for use across print and digital platforms and recommendations for selecting photos and
other media that clearly depict accessibility features.

Building Strong Partnerships with Disability Organizations
The most effective outreach strategies rely on community-based, grassroots, peer-to-peer, and
partnership-based models—approaches that are grounded in existing community networks rather
than imposed from outside. For housing providers, this means actively engaging organizations that
people with disabilities already trust. Partnerships with centers for independent living, developmental
disability service providers, case management agencies, behavioral health organizations, and disability-
specific advocacy groups allow property managers to disseminate information through familiar and
credible channels. These organizations can assist with sharing unit announcements, helping applicants
understand eligibility, and supporting reasonable accommodation processes. 

Meaningful outreach also requires collaboration with culturally specific organizations that serve
communities of color, immigrants, refugees, and tribal communities. Disability intersects deeply with
cultural identity, and outreach is most effective when it reflects the languages, values, and community
structures of the populations it aims to reach.

Grassroots and Word-of-Mouth Engagement
Despite advances in digital advertising, word-of-mouth remains one of the most reliable ways to reach
renters, especially those with limited digital access or those who rely on caregivers or community
members for information. 
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Outreach distributed through neighborhood gathering places—such as laundromats, libraries, cafés,
barbershops, food pantries, senior centers, or recovery groups—often reaches individuals overlooked by
more formal methods. These community-based approaches align with the grassroots model described by
the National Council on Disability Outreach and People with Disabilities from Diverse Cultures,
which emphasizes trusted local messengers and familiar environments that serve as the entry point for
engagement. 

Advancing Disability‑Inclusive Outreach and Compliance Through the
AFHMP
Property managers play a pivotal role in improving housing access for people with disabilities, and one of
the most effective ways to do so is by integrating disability‑focused strategies directly into both
affirmative marketing efforts and daily operational practices. The Affirmative Fair Housing Marketing
Plan (AFHMP) provides a clear, structured framework for reaching disability communities more
effectively. It helps ensure that all marketing activities are accessible, linguistically and culturally
responsive, and supported by cross‑sector partnerships with organizations that serve prospective
tenants with disabilities.
Sustaining this work requires strong implementation practices. Ongoing staff training in disability
cultural competence, accessible communication, and fair housing obligations is essential for ensuring
that outreach, reasonable accommodation processes, and accessible‑unit transfer policies remain
equitable, timely, and compliant with federal requirements. Equally important is regular evaluation of
outreach strategies and partnership effectiveness. Together, these practices create a more inclusive
housing system in which accessible units consistently reach the households who need them most.

Using HUD’s AFHMP to Strengthen Disability‑Focused Outreach
The AFHMP provides property managers with a compliance‑driven framework for reaching populations
historically excluded from housing opportunities, including people with disabilities. By adopting the
AFHMP’s structure, property managers can formalize their outreach commitments to disability
communities and ensure that marketing materials are accessible and culturally aligned. (See Appendix B
for disability‑specific sample AFHMP responses.)

Embedding cross‑sector partnerships within the AFHMP further enhances outreach and
follow‑through. Collaborating with disability organizations—including centers for independent living,
support brokerages, and service providers—as well as service systems across aging, health, and housing,
creates a coordinated network that supports stable housing outcomes. These partnerships help ensure
that accessible units are effectively matched with households needing their features and help improve
communication pipelines for referrals.
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The AFHMP also offers a practical mechanism for strengthening and operationalizing accessible‑unit
transfer policies. Integrating outreach to current tenants with disabilities into the AFHMP ensures they
receive prompt, accessible notice when an appropriate unit becomes available. Coordinating with service
providers, case managers, and disability organizations further supports tenants in understanding their
rights and navigating the transfer process. 

Strengthening Implementation Through Training and Evaluation
To maintain effective disability‑inclusive outreach, housing providers must invest in consistent staff
training that emphasizes respectful communication, reasonable accommodation practices, and the use
of assistive technologies or interpretation services. Such training equips staff to better support
applicants and tenants with disabilities throughout the leasing, accommodation, and transfer processes.

As part of this training, staff must also understand when it is legally permissible to ask whether an
applicant or tenant needs the accessibility features of an accessible unit. Although housing providers
generally may not ask about the nature or severity of a disability, federal regulations allow a limited,
functional inquiry for the specific purpose of ensuring that accessible units are reserved for households
who need their features.

Under 24 CFR § 8.27, housing providers must take “suitable means” to maximize the use of accessible
units by individuals who need their features. In practice, this may include asking applicants or tenants
whether they would benefit from specific accessibility features—such as roll‑in showers, lowered
counters, or visual‑alert systems—provided the inquiry is narrowly framed, asked of all applicants, and
does not seek any information about the nature, diagnosis, or severity of a disability. Any such question
should be clearly optional and used solely to support the appropriate assignment of accessible units, not
to screen or exclude applicants.

However, because collecting disability‑related information can create legal risk, many experts
recommend relying primarily on nondiscriminatory advertising, outreach, and voluntary accommodation
processes rather than application‑based inquiries. Understanding these distinctions helps staff
communicate appropriately, minimize liability, avoid prohibited disability‑related inquiries, and uphold
fair housing protections while still working to ensure that accessible units are available to those who
need them most.

Finally, evaluating how well accessible housing is being utilized is essential to ensuring these efforts are
effective. Even simple tracking systems—such as monitoring how applicants learn about unit availability,
identifying which partnerships produce referrals, and documenting recurrent access barriers—can help
property managers refine their outreach strategies and adjust policies as needed. This ongoing review
process ensures that affirmative marketing practices remain responsive, effective, and aligned with the
needs of renters with disabilities.
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Transfer Strategies to Ensure Residents with
Disabilities Can Access Accessible Housing
Ensuring that tenants with disabilities have meaningful access to units that meet their accessibility
needs is both a matter of equity and a requirement under federal civil rights law. Multiple federal
regulations establish a clear framework for how accessible units must be marketed, offered, and
assigned. Under 24 CFR § 100.204, housing providers must make reasonable accommodations in
rules, policies, practices, and services when such accommodations are necessary for a tenant with a
disability to fully use and enjoy their home. In the context of unit transfers, this means providers must
modify traditional leasing or occupancy practices when a tenant requires an accessible unit—or a
different accessible unit—as a disability-related accommodation.

For properties with accessible units, 24 CFR § 8.27 sets out even more explicit requirements. Housing
providers must take “suitable means” to ensure information about accessible units reaches tenants and
applicants with disabilities, and they must prioritize these units for households who need their specific
accessibility features. Accessible units must be offered first to current tenants with disabilities living in
non-accessible units, and second to eligible disabled applicants on the waiting list.

Only after these obligations have been met may housing providers offer accessible units to nondisabled
households, and even then, only on the condition that those households later transfer when the unit is
needed by someone with a disability. The DOJ-HUD Joint Statement on Reasonable Accommodations
clarifies that multifamily providers must proactively implement nondiscriminatory practices and ensure
transfers are handled appropriately.

Meeting these federal requirements requires thoughtful, consistent implementation. Property
managers must maintain clear procedures for processing reasonable accommodation requests for
transfers—ensuring tenants can request accommodations verbally or in writing, receive timely
responses, and understand the steps involved. Staff must know when a transfer is required, when
documentation is appropriate, and how to prioritize transfers on internal waitlists.

Property managers must also maintain transparent policies and procedures for transferring nondisabled
tenants who currently occupy accessible units. Strong internal systems—including accurate tracking of
accessible units, documented transfer protocols, and regular training in disability cultural competence—
ensure that staff can apply these requirements fairly and confidently.

To support property managers in implementing this framework, the appendices to this report provide
practical tools and templates that can be used directly in operations:
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Appendix C: Transfers as a Reasonable Accommodation
Model Policy on Transfers as a Reasonable Accommodation
This policy outlines how property managers should respond to disability-related transfer requests,
including timelines, documentation standards, communication expectations, and staff
responsibilities. It ensures consistent and nondiscriminatory treatment across cases.

Procedures for Transfers as a Reasonable Accommodation
This guide includes step-by-step procedures for implementing approved accommodation-related
transfers, from intake and verification to offering units, coordinating moves, and documenting
completion.

Property Manager’s Decision Tree for Unit Transfer Reasonable
Accommodation Requests
This guide provides an at-a-glance visual tool to guide staff through each step of evaluating a
disability-related transfer request—from receiving the request, to determining whether
documentation is needed, to deciding when a transfer must be approved. It distills complex
requirements into a simple sequence staff can follow consistently.

Appendix D: Nondisabled Tenants Occupying Accessible Units
Model Policy on Transfers of Nondisabled Tenants Occupying Accessible
Units
This guide provides policy language explaining when and why nondisabled tenants may be required
to transfer out of an accessible unit, how notice must be provided, and how to ensure transfers
occur respectfully and fairly while complying with 24 CFR § 8.27(b).

Procedures for Transfers of Nondisabled Tenants in Accessible Units
This resource outlines required procedures for managing transfers of nondisabled tenants,
including communications, comparable unit offers, timelines, and documentation. It helps staff
comply with accessible-unit priority rules while minimizing disruption for tenants.

Sample Lease Addendum for Nondisabled Tenants Occupying Accessible
Units
This guide provides required language informing nondisabled tenants that they may later be
required to move to a different unit when an accessible unit is needed by a household with a
disability. Including this language at lease signing ensures transparency and helps prevent disputes.
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This guide provides required language informing nondisabled tenants that they may later be required to
move to a different unit when an accessible unit is needed by a household with a disability. Including
this language at lease signing ensures transparency and helps prevent disputes.

Conclusion
Ensuring that accessible units reach the people who need them is both a civil rights obligation and a core
component of equitable housing practice. As housing providers have shared with us, this work can be
complex: identifying applicants’ accessibility needs, designing inclusive outreach strategies, navigating
reasonable accommodation requests, and managing transfers all require clarity, consistency, and
confidence in applying federal requirements. Yet when these systems function well, accessible units are
used as intended—expanding choice, stability, and opportunity for disabled renters.

This guide is intended to support that work by translating federal guidance into practical, operational
tools. Effective outreach—grounded in accessible communication, cross‑sector partnerships, and
Affirmative Fair Housing Marketing Plan strategies—ensures that eligible households receive timely,
accurate information about available accessible units. Strong transfer procedures safeguard the rights of
current tenants with disabilities, honor reasonable accommodation requests, and prevent the
underutilization of accessible units. Together, these practices form a coherent framework that advances
compliance, improves organizational consistency, and strengthens equity.

Ultimately, the goal is not merely to satisfy regulatory requirements, but to create a housing system in
which residents with disabilities are welcomed, informed, and able to secure homes that meet their
accessibility needs. By implementing the strategies, policies, and tools presented in this guide, housing
providers play a vital role in closing the gap between the existence of accessible units and their
meaningful use.
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Appendix A: Fair Housing Requirements

Requirements Related to Advertising and Leasing Accessible Housing
Reasonable Accommodations (24 CFR § 100.204)
Under the Fair Housing Act, housing providers must make reasonable accommodations in rules,
policies, practices, and services when necessary for a disabled person to fully use and enjoy a
dwelling. This includes changes to leasing practices, communication methods, or eligibility
procedures when needed to provide equal access. In the context of advertising and leasing, this
requirement means providers may not impose policies that effectively restrict access to units for
disabled applicants. Marketing practices must not disadvantage people who need reasonable
accommodations to apply, view units, or complete leasing steps.

Advertising Accessible Units and Reaching Eligible Tenants
(24 CFR § 8.27(a))
For multifamily properties with accessible units that receive federal financial assistance, housing
providers must adopt “suitable means” to ensure that information about accessible units reaches
eligible individuals with disabilities. This is a federal mandate under Section 504’s implementing
regulations. Specifically, housing providers must take nondiscriminatory steps to maximize
utilization of accessible units by people who need their features, which includes affirmative
marketing and targeted outreach. This requirement overlaps with HUD’s affirmative marketing
obligations: advertisements must clearly convey the availability of accessibility features and must
be made accessible to individuals with disabilities (e.g., alternative formats, accessible websites).

DOJ-HUD Joint Statement on Reasonable Accommodations under the
Fair Housing Act
The U.S. Department of Justice (DOJ) and the U.S. Department of Housing and Urban
Development (HUD) explain that reasonable accommodation requirements under the Fair
Housing Act closely align with those under Section 504 of the Rehabilitation Act. As a result,
housing providers that receive federal financial assistance are subject to similar obligations under
both laws, including the requirement to establish clear, accessible processes for requesting and
implementing reasonable accommodations. Compliance requires more than adopting written
policies; it also depends on outreach and operational practices that are accessible, intentional,
and responsive to the needs of people with disabilities.
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Requirements Related to Transferring Tenants to Accessible Units
Priority for Tenants with Disabilities When Accessible Units Become
Available (24 CFR § 8.27(a)(1)-(2))
When an accessible unit becomes vacant, federal regulations require that it not be leased to a
nondisabled household until the housing provider has:

First offered the accessible unit to an existing tenant with a disability who needs the
accessibility features but is currently living in a non-accessible unit; and
Then offered the unit to the next qualified applicant with disabilities on the waiting list
who needs the accessible features.

This requirement ensures that accessible units are used by households who actually need them,
preventing the persistent loss of accessible housing stock.

Requirement to Transfer Tenants as a Reasonable Accommodation
(24 CFR § 100.204; HUD Handbook 4350.3 Chapter 7)
HUD policy requires housing providers to transfer tenants with disabilities when necessary as a
reasonable accommodation—for example, moving a tenant from an upper-floor unit to a ground-
floor or fully accessible unit. The Handbook also outlines procedures for evaluating transfer needs,
documenting requests, and placing tenants appropriately, forming the operational backbone for
implementing these requirements.

DOJ-HUD Joint Statement on Reasonable Accommodations under the
Fair Housing Act
The U.S. Department of Justice (DOJ) and the U.S. Department of Housing and Urban
Development (HUD) explain that reasonable accommodation requirements under the Fair
Housing Act closely align with those under Section 504 of the Rehabilitation Act. As a result,
housing providers that receive federal financial assistance are subject to similar obligations under
both laws, including the requirement to establish clear, accessible processes for requesting and
implementing reasonable accommodations. Compliance requires more than adopting written
policies; it also depends on outreach and operational practices that are accessible, intentional, and
responsive to the needs of people with disabilities.

Requirement to Move Nondisabled Tenants Out of Accessible Units When
Necessary (24 CFR § 8.27(b))
If a nondisabled household occupies an accessible unit (which is permitted when no disabled
household is available), the housing provider is allowed to require that tenant to agree—typically
as part of their lease—to move to a non-accessible unit when one becomes available, so that the
accessible unit can be made available to a household with disabilities who needs it.
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Appendix B: Sample Language for Advertising
Accessible Units
Below is sample language you can use in advertisements for accessible units, followed by guidance on
photos, media, and digital accessibility practices that align with fair housing and web accessibility
requirements. The tone is neutral, welcoming, and compliance‑oriented, and avoids inappropriate
disability inquiries.

General Listing Language (Websites, ILS, Print Ads)
Accessible One‑Bedroom Apartment Available
This apartment includes accessibility features designed to support independent living, including a
step‑free entrance, wide doorways, a roll‑in shower with grab bars, and accessible kitchen and bathroom
fixtures.
We welcome applications from people with disabilities who need these features. Reasonable
accommodations are available throughout the application and leasing process. Alternative formats and
language assistance are available upon request.
For questions about accessibility features or assistance with applying, please contact [phone/email] or
visit our accessible website at [URL].

Short‑Form Language (Social Media, Flyers, Email Blasts)
Accessible Housing Opportunity
Accessible apartment with roll‑in shower and step‑free entry now available. We welcome applicants who
need accessibility features. Assistance with applying available.
Call [number] or visit [accessible URL].

Language for Accessible Unit Inventory or Waitlists
Our community includes apartments with mobility, hearing, and vision accessibility features. If you need
specific accessibility features, please let us know so we can ensure you receive notice when a suitable
unit becomes available.

Photos and Visual Media to Use in Advertisements
Use real, accurate images of the actual unit and features whenever possible.
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Interior Features
Roll‑in shower with grab bars visible
Accessible bathroom sink with knee clearance
Kitchen with lowered counters or accessible appliances
Light switches, thermostats, and outlets at accessible heights

Exterior and Common Areas
Step‑free building entrance
Automatic doors (if present)
Accessible parking spaces and clear path of travel
Elevators or ramps connecting common areas

Context Matters  
Photos should show how the feature is usable, not just that it exists. For example:

A bathroom photo that clearly shows turning space
A doorway photo that visibly demonstrates width and lack of thresholds

Using Video and Other Media Accessibly
Video Tours
If you include video unit tours or promotional videos:

Provide accurate captions (not auto‑generated only).
Include audio descriptions or narrated explanations of accessibility features.
Keep pacing slow and transitions clear.

Example narration:
“This bathroom includes a roll‑in shower with a fold‑down seat and horizontal grab bars on two walls.”

PDF Flyers or Brochures
Include text descriptions for images.
Avoid scanned image‑only documents.

Providing Alternative Access Paths
Even with an accessible website, housing providers should offer multiple ways to access information:

Phone numbers answered by trained staff
Email addresses that accept accommodation requests
Ability to request materials in large print, Braille, or other formats
Assistance completing applications verbally or online
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Appendix C: Tips and Sample AFHMP Language
for Disability-Related Questions
Below is sample language you can use in an Affirmative Fair Housing Marketing Plan (AFHMP) to
address outreach, accessible unit marketing, disability-related considerations, and transfer policies.

Identification of “Least Likely to Apply” Populations (AFHMP Section 3)
Tip: Determine how people with disabilities are represented in the defined housing market areas

Go to data.census.gov
Type two terms in the search:

The property’s metropolitan statistical area, city, or census tract, depending on the housing
market area identified in Section 1 of the AFHMP
“DP02” (This is the Census Bureau’s table number for “Selected Social Characteristics”)
Example: Portland city, Oregon dp02

Click “Table”

Disability status is listed about halfway down the table.

If people with disabilities do not constitute a majority population on Worksheet 1 (which is likely),
they are a population that is least likely to apply.

http://data.census.gov/
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Community Contacts (AFHMP Section 4b)
Tip: Develop an Outreach and Referral Network
Property managers can most effectively identify and engage local disability service organizations by
mapping the systems that already support disabled residents and approaching them as long‑term
partners. Begin by contacting centers for independent living (CILs), county developmental disability
agencies, behavioral health providers, vocational rehabilitation offices, all of whom routinely help people
navigate housing needs. Community foundations can also help identify culturally specific and
disability‑led groups serving communities of color, immigrants, refugees, or tribal members.
When reaching out, prioritize relationship‑building over immediate referrals. Offering consistent points
of contact, plain‑language materials, and feedback loops helps build trust and ensures these partners
view your property as a reliable, respectful housing option for the people they support.

Marketing and Advertising Practices (AFHMP Section 4c)
Sample language:
To affirmatively market housing opportunities to populations least likely to apply—particularly people
with disabilities from racially, culturally, and linguistically diverse communities—the property will use a
combination of print and digital media. We will also build and maintain connections with disability-
focused organizations. Each method is designed to reduce communication barriers, increase awareness
of accessible units, and ensure information reaches households who may not use traditional housing
search platforms.

Newspapers and Community Publications
The property will place advertisements in local community newspapers, including [list of publications].
Advertisements will describe available units, clearly identify accessibility features (e.g., step-free entry,
turning space in bathrooms and other rooms, visual alert systems), and state that reasonable
accommodations and alternative formats are available upon request.

Radio and Community Media
Where feasible, short public service announcements or paid ads will be placed on local community and
public radio stations. Messages will highlight accessible housing availability and provide phone and web
contact information for assistance. 

Electronic Media (Websites, Email, and Social Media)
Accessible unit listings will be posted on the property’s website, online listing services, and shared
through email and social media platforms commonly used by disability organizations, caregivers, and
service providers. Digital advertisements will comply with WCAG 2.1 accessibility standards, include
plain-language descriptions of accessibility features, and be mobile-friendly. 
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Bulletin Boards and Community Spaces
Flyers will be posted at accessible locations, such as [name of the regional center for independent
living], developmental disability service providers, behavioral health programs, vocational rehabilitation
offices, senior centers, libraries, food pantries, and culturally specific community organizations. Flyers
will use large, high-contrast fonts and plain language. 

Brochures
Printed materials will describe the property, application process, and accessibility features, and will
explicitly welcome applicants who need those features. Materials will note the availability of reasonable
accommodations and assistance with applying. Alternative formats, such as large print and translated
versions, will be made available upon request. 

Other Outreach Methods (Partnership-Based Referrals)
The property will maintain ongoing partnerships with disability service organizations, housing navigators,
and culturally specific disability-led groups. These partners will receive advance notice of accessible unit
availability and referral instructions. 

Evaluation of Marketing Activities (AFHMP Section 6)
Sample language:
The property will evaluate the effectiveness of its affirmative marketing activities by tracking whether
applicants and tenants from populations least likely to apply—particularly people with disabilities and
individuals from underserved racial, cultural, or linguistic communities—are successfully receiving
information about housing opportunities and applying for available units. Evaluation methods will
include reviewing application and waiting list data (to the extent permitted by law), tracking how
applicants learned about the property or specific unit availability, monitoring referrals received from
disability service organizations and community partners, and assessing whether accessible units are
leased to households who need the advertised accessibility features. Staff will also document
accommodation requests related to the application and marketing process to identify potential
communication or access barriers.
This evaluation will occur on a regular and ongoing basis, and at a minimum annually, with additional
reviews conducted when accessible units remain vacant for extended periods or when significant
changes are made to marketing strategies or partnerships. Evaluation findings will be used to inform
future marketing decisions by identifying which outreach methods are most effective and which require
adjustment. For example, if certain media outlets or community partnerships consistently generate
referrals, those efforts will be expanded or prioritized. If gaps are identified—such as low response rates
from disability communities or language barriers—marketing content, formats, or outreach channels will
be modified accordingly.
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This continuous feedback process ensures that affirmative marketing strategies remain responsive,
effective, and aligned with fair housing requirements and the goal of reaching households least likely to
apply.

Staff Training (AFHMP Section 7d)
Sample language:
The property is committed to ensuring that all staff understand and comply with the Fair Housing Act,
Section 504 of the Rehabilitation Act, and AFHM requirements. Fair housing and AFHM training has
been provided and will continue to be provided to all staff involved in marketing, leasing, applicant
intake, reasonable accommodation processing, and unit assignment decisions.

Staff Receiving Training
Training is provided to the following staff roles:

Property managers and assistant managers
Leasing and intake staff
Compliance and occupancy staff
Maintenance supervisors (as relevant to reasonable modifications and accessibility)
Supervisory and regional management staff with oversight of housing operations

New staff receive fair housing and AFHM training as part of onboarding, and all relevant staff
participate in periodic refresher training.

Content of Training
Training covers the following topics:

Overview of the Fair Housing Act and protected classes
Affirmative Fair Housing Marketing obligations and goals
Identifying and reaching populations least likely to apply
Disability nondiscrimination requirements under the Fair Housing Act and Section 504
Reasonable accommodation and reasonable modification obligations
Permissible and impermissible disability‑related inquiries
Advertising and marketing accessible units, including required content and accessibility practices
Proper assignment and transfer of accessible units under 24 CFR § 8.27
Use of the Affirmative Fair Housing Marketing Plan (AFHMP) in daily operations
Accessible communication practices, including alternative formats and effective communication
with people with disabilities

Training emphasizes practical application through examples, scenarios, and discussion of real‑world
housing situations.
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Dates and Frequency of Training
Most recent fair housing/AFHM training provided: [Insert date]
Frequency: At least annually, with additional training provided as regulations change or operational
issues are identified
Anticipated next training: [Insert date or range, e.g., Fall 2026]
New hires: Training provided within [30/60] days of hire
Training is delivered through a combination of in‑person sessions, live virtual training, and recorded
modules, depending on staff role and availability.

Training Materials
Training materials include:

Slide presentations covering Fair Housing Act and AFHM requirements
Written handouts and reference guides on reasonable accommodations and accessible‑unit
procedures
Sample advertising language and AFHMP implementation examples
HUD guidance documents and regulatory summaries

Copies of Fair Housing and AFHM training materials are maintained by the property and are available
upon request.

Additional Considerations (AFHMP Section 8)
Sample language:
Reasonable Accommodation Procedures 
The property maintains written procedures outlining how applicants and tenants may request
reasonable accommodations, including reasonable accommodation transfers to an accessible or
otherwise appropriate unit. Staff will provide assistance in completing applications, explain policies in
plain language, and offer auxiliary aids or services as needed. Applicants will not be denied housing or
placed at a disadvantage due to a disability-related need for an accommodation or modification.

Procedures for Offering Accessible Units
In accordance with 24 CFR § 8.27, when an accessible unit becomes available, the property will first
offer the unit to an existing tenant with a disability who requires the accessibility features and is
currently living in a non-accessible unit. If no such tenant exists, the unit will then be offered to the next
qualified applicant on the waiting list who needs the accessible features. Only after exhausting these
steps will the unit be offered to applicants or tenants without disabilities, and only with the condition
that they may later be required to transfer to a non-accessible unit when one becomes available.
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Appendix D: Model Policy & Procedures for
Reasonable Accommodation Transfers
Model Policy for Property Managers Regarding Unit Transfers as a
Reasonable Accommodation for Tenants with Disabilities

1.Purpose and Legal Authority
This policy outlines the procedures for processing unit transfers related to disability and ensuring the
appropriate use of accessible units. It is grounded in the requirements of:

24 CFR § 100.204, which requires housing providers to make reasonable accommodations in
rules, policies, practices, or services when necessary to afford a household with disabilities equal
opportunity to use and enjoy a dwelling.
24 CFR § 8.27, which governs the occupancy of accessible units and establishes mandatory
transfer priorities for tenants with disabilities in housing that receives federal financial assistance.
HUD Multifamily Occupancy Handbook, Chapter 7, which details procedures for unit transfers,
including those required as disability accommodations in housing that receives federal financial
assistance.
HUD-DOJ Joint Statement about Reasonable Accommodations, which reiterates obligations
under Section 504 and the Fair Housing Act regarding accessible units and nondiscrimination
based on disability.

2.Policy on Transfers as a Reasonable Accommodation
A. Right to Request a Reasonable Accommodation Transfer

Tenants with disabilities may request a unit transfer as a reasonable accommodation when a
different unit is necessary for them to fully use or enjoy their housing. Housing providers must
evaluate and grant such transfers when the request is disability-related and reasonable under 24
CFR § 100.204.

B. Verification and Interactive Process
If the disability-related need for the transfer is obvious, the housing provider must not request
documentation.
If the need is not obvious, the housing provider may request reliable third-party confirmation of
the disability-related need (not the diagnosis). 
Housing providers must engage in an interactive process and provide a written response within a
reasonable timeframe.
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C. Priority of Reasonable Accommodation Transfers
Transfers requested as a reasonable accommodation shall be treated as highest priority
transfers, ahead of standard management transfers and ahead of new admissions. This is
required by the Multifamily Handbook, which instructs housing providers to process disability
transfers promptly and with priority.

D. No Fees for Reasonable Accommodation Transfers
Housing providers may not charge extra fees, surcharges, or higher rents as a condition of
approving a disability-related transfer. This reflects the nondiscrimination requirements of
Section 504 and the Fair Housing Act.

E. Temporary Measures if No Unit Is Immediately Available
If a disability-appropriate unit is not available, the tenant is placed on a priority transfer list, and
interim modifications or accommodations should be provided where possible. This aligns with
HUD Handbook procedures for unit transfers.

Procedures for Unit Transfers as a Reasonable Accommodation for
Tenants with Disabilities

1.Purpose 
To establish the step-by-step procedures for responding to and processing disability-related unit
transfer requests, ensuring compliance with the Fair Housing Act, Section 504, and HUD
requirements.

2.Definitions
Reasonable Accommodation: A change in rules, policies, practices, or services necessary for a
person with a disability to have equal opportunity to use and enjoy their housing. (24 CFR §
100.204)
Accessible Unit: A dwelling designed to include features usable by individuals with mobility,
sensory, or other impairments. These include Type A units, required by Oregon building codes
for projects with more than 20 units, and UFAS units, required when projects receive federal
funding.

3.Intake Procedure for Reasonable Accommodation Transfer Requests
3.1 Receiving a Request

A tenant may make a request verbally or in writing.
Staff must document all verbal requests in the Reasonable Accommodation Log.
Staff must provide the tenant with a Reasonable Accommodation Form within 3 business days.
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3.2 Initial Assessment
Determine whether the request is disability-related.
If the need is obvious (e.g., wheelchair mobility and inaccessible features), do not request
documentation.
If the need is not obvious, request reliable third-party verification of the functional limitation
necessitating the transfer. (HUD Handbook Ch. 7)

4.Interactive Process
4.1 Clarifying the Request

Discuss with the tenant the nature of the disability-related need and the type of unit required
(e.g., ground floor, roll-in shower, accessible layout).
Document all conversations.

4.2 Determining Whether the Transfer Is Necessary
Staff evaluate whether the transfer is necessary to ensure equal use and enjoyment of the
dwelling.
If additional information is needed, request it in writing within 5 business days.

5.Decision and Notification
5.1 Approvals

If the request meets the reasonable accommodation criteria under 24 CFR § 100.204, approve
the request.
Provide the tenant with a written approval letter within 10 business days.

5.2 Denials
If the request is not reasonable or not disability-related, provide a written denial including:

Specific reasons
Appeal instructions
Offer to discuss alternatives

6.Identifying and Offering Units
6.1 Checking Unit Availability

Staff must check for available units that meet the disability-related need.
If none are available, place the tenant on the priority transfer list.

6.2 Offering Units
Staff must offer the earliest available accessible or otherwise appropriate unit.
Tenants must receive at least one written offer.
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7.Completing the Transfer
7.1 Transfer Timeline

The transfer should occur as soon as the unit is ready for occupancy.
Staff must provide reasonable move-in timelines based on the tenant’s needs.

7.2 Fees
No additional fees, rent increases (beyond program requirements), or transfer charges may be
applied to reasonable accommodation transfers.

7.3 Lease Execution
Staff prepare new lease documents and ensure accessibility features are functional before move-
in.

8.Documentation
Staff must maintain:

Request forms
Verification documentation (if applicable)
Interactive process notes
Approvals/denials
Unit availability records
Transfer completion form
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Property Manager’s Decision Tree for Unit Transfer
Reasonable Accommodation Requests
Below is a property manager’s decision tree for responding to a reasonable accommodation request for a
unit transfer. It is grounded in federal requirements under 24 CFR § 100.204 (reasonable
accommodations), 24 CFR § 8.27 (accessible unit transfer priority), HUD Multifamily Occupancy
Handbook Chapter 7 (unit transfers), and the DOJ-HUD Joint Statement on Reasonable
Accommodations. You may incorporate this into internal procedures, staff training, or tenant-facing
materials.

1. Tenant Requests a Transfer as a Reasonable Accommodation
Q1: Is the request related to a disability?

Yes → Proceed to Step 2.
No → Process as a regular transfer request under standard policies.

2. Is the Disability-Related Need Clear?
Q2: Is there an obvious connection between the disability and the requested transfer? Examples:
tenant cannot use stairs; needs accessible features; needs space for a live-in aide or disability-
related equipment.

Yes → Skip verification; go to Step 3.
No → Request reliable documentation of disability-related need from a medical provider,
case manager, or third-party professional.

3. Determine Whether a Transfer Is Necessary and Reasonable
Q3: Is transferring the tenant necessary to give them an equal opportunity to use and enjoy their
home? (The "necessary and reasonable" standard aligns with 24 CFR § 100.204.)

Yes → A reasonable accommodation is required. Go to Step 4.
No → Consider alternative accommodations; document reasons and engage in interactive
dialogue.

4. Identify Appropriate Unit Availability
Q4: Is there an accessible or otherwise appropriate unit currently available that meets the
tenant’s disability-related needs?

Yes → Go to Step 6.
No → Place the tenant on a priority transfer list and provide estimated timelines; consider
temporary measures.
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5. Apply Federal Transfer Priority Rules
Q5a: Is there an accessible unit that is currently occupied by a nondisabled tenant who signed a
lease addendum that allows them to be transferred? 
Q5b: Is there an appropriate unit currently available for a transfer of the nondisabled tenant?

Yes to either → Proceed to Step 6.
No → 

Continue interim accommodations if feasible (e.g., moving closer parking spots,
temporary modifications).
Communicate ongoing status to tenant.

6. Approve the Transfer as a Reasonable Accommodation
Q6: Does the request meet all program and documentation requirements?

Yes → 
Approve the accommodation and notify the tenant in writing.
Explain the timeline, the unit being offered, and any required steps.
Confirm that no additional fees may be charged for the accommodation itself.

No → Continue gathering documentation.

7. Implement the Transfer
Q7: Can the transfer be completed promptly?

Yes → 
Schedule move date.
Update lease terms.
Notify maintenance/turnover staff.
Record transfer in compliance files.

No → 
Continue interim accommodations if feasible (e.g., moving closer parking spots,
temporary modifications).
Communicate ongoing status to tenant.

8. Document the Entire Interactive Process
Record the following:
Date request was received and details of request
Verification (if needed)
Decisions made and reasons
Unit availability steps
Transfer completion
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Appendix E: Model Policy & Procedures for
Transfers of Nondisabled Tenants
Policy on Accessible Units Occupied by Nondisabled Tenants
Below is a model policy for property managers regarding transfers of nondisabled tenants currently
occupying accessible units.

1. Required Leasing and Transfer Sequence
When an accessible unit becomes available:

First offer the accessible unit to any current tenant with a disability who needs the
accessibility features and is occupying a non-accessible unit.
If none exists, offer the unit to an eligible disabled applicant on the waiting list needing the
unit’s features.

2. Leasing Accessible Units to Nondisabled Tenants
If neither a current tenant nor applicant with disabilities on the waiting list is available, lease the
accessible unit to a nondisabled household only after satisfying both priority steps above.
Document these attempts.

3. Transfer Obligations for Nondisabled Tenants in Accessible Units
A nondisabled tenant occupying an accessible unit may be required to agree to move to a non-
accessible unit when one becomes available so that the accessible unit can be provided to a
household with disabilities who needs it. This requirement must be included in the lease or lease
addendum and communicated clearly at move-in.

4. Notice and Transfer Procedures for Nondisabled Households
Issue written notice that an accessible unit is needed for a qualifying tenant with disabilities.
A nondisabled household must be offered a comparable non-accessible unit in the same property
or, where applicable, a comparable project under common control.
The household must be given a reasonable timeframe to relocate (typically 30 days unless safety
or program rules indicate otherwise).

5. Costs Associated With Transfers of Nondisabled Tenants
Nondisabled tenants may be charged for transfer costs only if such costs are permitted under
program rules and applied uniformly and nondiscriminatorily. Transfers triggered by reasonable
accommodation cannot impose additional costs on tenants with disabilities.
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6. Documentation and Recordkeeping
Maintain detailed records of all:

Requests for reasonable accommodation transfers
Decisions made and supporting documentation
Efforts to locate tenants/applicants with disabilities prior to leasing an accessible unit to a
nondisabled household
Transfer notices and dates

7. Policy Distribution and Staff Training
Ensure that all leasing, compliance, and maintenance staff receive training on:

Fair Housing Act disability protections
Reasonable accommodation requirements (24 CFR § 100.204)
Accessible unit use rules (24 CFR § 8.27)
Transfer procedures (HUD Handbook Ch. 7)

Training must be conducted at hiring and refreshed at least annually.
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Procedures for Transferring Nondisabled Tenants
Who Occupy Accessible Units
1. Purpose

To ensure accessible units are available to tenants who need them.

2. Priority Procedures
When an accessible unit becomes available—or when one is already occupied by a nondisabled
tenant—staff must:

Offer the unit first to a current tenant with a disability who requires the unit’s
accessibility features.
If none exist, offer it second to a qualified applicant with disabilities on the waiting list.

3. Identifying Nondisabled Tenants in Accessible Units
Staff must maintain an updated list of accessible units and note whether each is occupied by a
household with disabilities or nondisabled household.
Quarterly reviews must be conducted to ensure compliance with maximizing use of accessible
units.

4. Transfer Procedure for Nondisabled Tenants
4.1 Trigger for Transfer

A transfer is requested when a tenant with disabilities or eligible applicant with disabilities
needs the features of an accessible unit currently occupied by a nondisabled tenant.

4.2 Offering a Comparable Unit
Identify and offer a comparable nonaccessible unit in:

The same project, or
A comparable project under common control

4.3 Notice to Nondisabled Tenant
Provide a written 30-day transfer notice including:

Explanation of priority rules
The comparable nonaccessible unit being offered
Expected transfer timeline

4.4 Tenant Agreement Requirement
A nondisabled household may be required to agree—as part of their lease—to move when a
nonaccessible unit becomes available. 
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5. Completing Transfers of Nondisabled Tenants
5.1 Move Coordination

Assist with scheduling and logistics.
Provide reasonable notice unless immediate transfer is required for compliance

5.2 Lease Execution
Update lease documents to reflect unit type, rent amount, and household characteristics.

6. Documentation
Staff must maintain:

Notices to nondisabled tenants
Documentation showing efforts to identify tenants/applicants with disabilities who need
the accessible unit
Lease addenda requiring agreement to future moves
Transfer logs and written confirmations

7. Compliance Monitoring
Compliance staff must review:

All accessible-unit occupancy quarterly
All transfer records semi-annually
Any complaints related to transfer requirements or failure to comply with disability rights
laws
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Lease Addendum for an Accessible Unit Rented
to a Nondisabled Household
This addendum to the Lease Agreement between [Name of Property] and [Resident] entered into
on [Date] represents an attachment to the Residential Lease Agreement.

Accessible units are intended to be available for residents who need their accessibility features.
When no such resident is available, management may lease an accessible unit to another household
on a temporary basis, subject to the conditions below.

[Resident] has been offered an apartment designed for accessibility by a person with a disability and
[Resident] does not have disabilities requiring such features and hereby agrees to move to a
comparable non accessible unit upon the request of the housing provider. Comparable signifies
similar unit size and number of bedrooms. The property will pay all moving expenses. Such request
will be made in writing 30 days prior to the effective date of a required move to a comparable non
accessible unit. By signing below, [Resident] agrees to the terms and conditions in this Lease
Addendum.
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Please note: 
This guide is provided for informational purposes only and does not constitute legal advice. Housing
providers should consult legal counsel when implementing advertising practices or developing transfer
policies and procedures.

For questions regarding the information contained in this guide, or for
additional assistance, please contact Allen Hines, Housing Access Director 
at ahines@cvision.org or (971) 263-0048.

mailto:ahines@cvision.org
http://cvision.org/
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