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Tab A: 
Partnership or Operating Agreement, including 
Org Chart with percentages of ownership interest





Tab B: 

Virginia State Corporation Commission Certification 

(MANDATORY) 



 

CERTIFICATE OF FACTCERTIFICATE OF FACTCERTIFICATE OF FACTCERTIFICATE OF FACT    
 

  
I Certify the Following from the Records of the Commission: 
 

That Moorefield Station 9, LLC is duly organized as a Limited Liability Company 
under the law of the Commonwealth of Virginia; 
 

That the Limited Liability Company was formed on February 11, 2026; and 
 

That the Limited Liability Company is in existence in the Commonwealth of Virginia 
as of the date set forth below. 
 

  
Nothing more is hereby certified. 
 

 

 

Signed and Sealed at Richmond on this Date: 

February 26, 2026 

 
Bernard J. Logan, Clerk of the Commission 

 

 
CERTIFICATE NUMBER :  2026022622997803 



Tab C: 
Syndicator's or Investor's Letter of Intent

(MANDATORY) 







Tab D: 
Any Supporting Documentation related to List of 
LIHTC Developments (Schedule A) 



This deal does not require
information behind this tab.



Tab E: 
Site Control Documentation & Most Recent Real 

Estate Tax Assessment (MANDATORY) 





























































































PARID: 120403361000
SMITH, VERLIN W ET AL TEES N/A

Owner

Name SMITH, VERLIN W ET AL TEES
Care Of CMCF,ATTN: J B WILSON III,EXEC
Mailing Address 11350 RANDOM HILLS RD STE 730
.  
. FAIRFAX VA 22030-7418
Instrument Number 202202040007350
Book  
Page  

Parcel

Primary Address  
Tax Map # /93//20///E24/
State Use Class Commercial/Indust
Total Land Area (Acreage) 2.9
Total Land Area (SQFT)  
Election District BROAD RUN
Billing District Broad Run District
Billing Split Notes 1  
Billing Split Notes 2  
Special Ad Valorem Tax District Metrorail, Ashburn Station
Special Project District  
Living Units  
Structure Occupancy VACANT LAND
Garage/PrkgSp Community  
Subdivision CLAUDE MOORE PARCEL E2
Affordable Dwelling Unit (Y/N) NO: PROPERTY IS NOT ADU.
Ag District  
Ag District Starting Date  
Ag District End Date  
Deactivation Status  
Solar Exemption? NO

Legal Description

Legal Description CLAUDE MOORE SUBD WAIVER PARCEL E-24
.  
. 202202040007350P

General Information

  Loudoun County is providing public record information as a public service in accordance with Virginia
Code Title 58.1-3122.2 (1998). The Loudoun County Commissioner of the Revenue provides annual
valuations and maintenance of fair market values for equitable assessments on all types of real property.

 
The property information made available on this site includes ownership and deed information, legal
description, sales information, assessment values and house characteristics and can be searched by
Parcel ID Number, Address and Tax Map Number. The site is updated weekly. Parcels are linked to the
Loudoun County GIS, with map overlays displaying boundary and environmental information such as
topography, soils, flood plain and major roads.

Condominium garage units or assigned parking spaces associated with condominiums may have
separate parcel identification numbers - and may be assessed separately.

2026 Values

Fair Market Land $8,866,000
Fair Market Building $0
Prorated Bldg $0
Effective Date  
Fair Market Total $8,866,000
Land Use Value $0
Total Taxable Value $8,866,000
*Deferred Land Use Value $0
   
Tax Exempt Code TAXABLE
Tax Exempt Land $0
Tax Exempt Building $0
Tax Exempt Total $0
Revitalized Real Estate  
Solar Exemption  

2025 Values

Process Type FM Land FM Building Effective Date Supp/(Exon) FM Total LU Deferred Taxable Value
Notice $8,860,000 $8,860,000 $8,860,000

2/19/26, 12:48 PM Loudoun County

https://reparcelasmt.loudoun.gov/pt/Datalets/PrintDatalet.aspx?pin=120403361000&gsp=PROFILEALL&taxyear=2026&jur=107&ownseq=0&card=1&r… 1/2



Landbook $8,860,000 $8,860,000 $8,860,000

2024 Values

Process Type FM Land FM Building Effective Date Supp/(Exon) FM Total LU Deferred Taxable Value
Notice $7,040,000 $7,040,000 $7,040,000
Landbook $7,040,000 $7,040,000 $7,040,000

2023 Values

Process Type FM Land FM Building Effective Date Supp/(Exon) FM Total LU Deferred Taxable Value
Notice
Landbook

Note

FM (Fair Market) = All land/buildings if 100% complete as of January 1.
Prorated value = The building value added as of the effective date for any new construction.
Taxable value = For details select Tax History / Payment.

Sales / Transfers

Date Sale Price Buyer
02/04/2022 $0

Sales / Transfers Details

Sale Date 02/04/2022
Sale Price $0
Seller  
Buyer  
Valuation Code N/A
Instrument Number 202202040007350
Recordation Date 02/04/2022
Deed Book and Page -
Multi-Parcel Sale (# of Parcels)  
Additional Notes  
Note  

Tax History / Payment

Click on the Parcel ID to view its related document
120403361000

Map It

Click on the Parcel ID to view its related document
120403361000

2/19/26, 12:48 PM Loudoun County

https://reparcelasmt.loudoun.gov/pt/Datalets/PrintDatalet.aspx?pin=120403361000&gsp=PROFILEALL&taxyear=2026&jur=107&ownseq=0&card=1&r… 2/2

https://loudounportal.com/taxes?pin=120403361000
https://intralogis.prod.loudoun.local/weblogis/default.htm?app=iCare&pinmap=120403361000&








Tab F: 
RESNET Rater Certification (MANDATORY) 







































Tab G: 
Zoning Certification Letter (MANDATORY) 









file://///prod/public/BLDG_DEV/BLDG_DEV/Users/RDunbar/Applications/FIDP/FIDP-2018-0001/1st%20Submisison/ronald.dunbar@loudoun.gov%20












































Tab H: 
Attorney's Opinion (MANDATORY) 

















Tab I: 
Nonprofit Questionnaire (MANDATORY for points or 

pool) 

NOTE: The following documents need not be submitted unless requested by Virginia Housing: 

-Nonprofit Articles of Incorporation

-IRS Documentation of Nonprofit Status

-Joint Venture Agreement (if applicable)

-For-profit Consulting Agreement (if applicable)



This deal does not require
information behind this tab.



Tab J: 
Relocation Plan and Unit Delivery Schedule 

(MANDATORY-Rehab) 



This deal does not require
information behind this tab.



Tab K: 
Documentation of Development Location: 



This deal does not require
information behind this tab.



Tab K.1 
Revitalization Area Certification 







Tab K.2 
Surveyor’s Certification of Proximity to 

Public Transportation using Virginia 
Housing template 





Tab L: 
PHA / Section 8 Notification Letter 











Tab M: 
Intentionally Blank 



This deal does not require
information behind this tab.



Tab N: 
Homeownership Plan 



This deal does not require
information behind this tab.



Tab O: 
Plan of Development Certification Letter 



This deal does not require
information behind this tab.



Tab P: 
Zero Energy or Passive House documentation for 

prior allocation by this developer 



This deal does not require
information behind this tab.



Tab Q: 
Documentation of Rental Assistance, Tax Abatement 

and/or existing RD or HUD Property 



This deal does not require
information behind this tab.



Tab R: 
Documentation of Utility Allowance calculation













































Tab S: 
Supportive House Mandatory 

Certification and Documentation



This deal does not require
information behind this tab.



Tab T: 
Funding Documentation 



















Tab U: 
Acknowledgement by Tenant of the availability of Renter 

Education provided by Virginia Housing 



Moorefield Station 9, LLC 
 

Form A.1.RJ 
 

 

                           

 

 

Virginia Housing Free Housing 

Education Acknowledgement 

 
I , have read, understand, and acknowledge, I have been 
presented information regarding the Virginia Housing free renter education to tenants.  

I understand that it is my responsibility to review the website link provided here 
www.virginiahousing.com/renters.  

By signing below, I acknowledge that I have read, and understand the terms of all items contained 
in this form. 

 
 
Resident Name:             

Resident Signature:       

Date: 

http://www.virginiahousing.com/renters


Tab V: 
Nonprofit or LHA Purchase Option or Right of First 

Refusal 



This deal does not require
information behind this tab.



Tab W: 
Internet Safety Plan and Resident Information Form 



Internet Safety 
Playing it safe while playing online 



Hi there kids! I am Charlie Cardinal and this is Speedy the Crime 
Fighting Hamster. We are here to introduce you to the basics of 
Internet Safety and some of the villains you need to watch out for. 
There are some bad characters out there,  so you have to protect 

yourself. Your parents 
won’t always be there to 
watch out for you, so stay 
sharp, learn all you can, 
and stay safe! 
 



Privacy & Personal Information 
Privacy is being able to keep things secret or hidden from others. 
 
Personal Information is information about you or your family such as 
your address, a social security number, your parent’s bank account, or 
how much money they have.  

Criminals love to get people’s personal information because they can pretend to be 
you, or use your money to buy things.  
 
They can also make money off of your information by selling it to others.  
Companies or other criminals will use your info to send you junk mail or spam 
emails. 
 
Criminals learning your address can be very bad. They may break in and steal from 
you. Protect your safety and your belongings, by keeping your information a secret.  
 
These bad people may even use your personal information to trick someone else in 
your circle of friends and family. People sometimes tell criminals things that they 
shouldn’t if they think that they are communicating with someone they know. 

Think before you click Do you know who sent that email? 



Passwords 
One of the most important things you need to learn is how to create 
strong passwords. A password is a code you type in to let the computer 
know it is really you. 
 

Having an easy to guess password could allow someone to snoop around in your 
private information. 

A great tool online that creates kid friendly passwords is 
the website, www.dinopass.com 

The way to make your password strong is to never use your name or 
your birthday. Use something hard to guess, but easy for you to 
remember. Make your password at least 8 characters long, and mixing 
numbers, symbols, and upper and lower case letters makes the password 
strong just like Speedy.  Avoid using the same password over and over. 
That way if they do figure out your password, they only gain access to 
one account. And never leave your passwords written down where 
someone can find it. 
 

http://www.dinopass.com/


Spam 
Spam is basically email that you receive from different companies or strangers that you 
did not sign up for. Most times it isn’t from real companies and usually the sender is up 
to no good. 
 
Spam emails can sometimes be a phishing scam. Phishing emails are emails that look 
like it is from some trusted source. A place like your bank, the IRS where taxes are 
collected, or some other business you shop with often. They make their email look like 
it is the real thing with logos, and they put links in the email baiting you to click them. 
Once you click the link, you could be launching a program that can damage your 
computer  in some way or collect your personal information. 
 
Spam emails can also use winning a sweepstakes or some other type prize to trick you 
into trusting the email source. After they hook you in, they inform you that to collect 
your prize, you must give them your credit card number.    

How do you know it is spam? 
 
Spam emails typically have a bunch of spelling and grammar 
errors or a mention of someone you don’t know in the subject 
line. Don’t Open It! Delete those emails right away. 
 



Malware 
Malware is a program written with the intent to harm your computer in 
some way.  
 
Programs such as this, may be waiting for you to do something(a trigger), so 
that it can run. This could be the clicking of the link or opening an email 
attachment. 
 
When searching for free downloads online, be very careful. There are a lot 
of sites out there trying to trick you. They will pay to make their site get 
returned at the top of the list of search results. Then when you access the 
page, they use blinking buttons to trick you to click. The result of clicking 
usually ends up being your computer loaded up with malware. 
 
Once your machine is infected, it can change browser settings, create 
unusual popup ads on your computer and then pass the malware on to 
someone else. 
 
 
 



Spyware 
Spyware is a program that gets onto your computer through a download or 
a virus and it gathers information about you and sends this back to its 
creator. 
 
Some of the types of information spyware might send back to home base is 
email addresses of you or your contacts, passwords, account numbers, and 
credit card numbers. 
 
Some spyware out there records how you use your computer and what you 
search for online. 
 
 



Adware 
Adware is software that you are allowed to use by the author because of the 
advertisements that pop up occasionally during the game. Many of these 
type games you will find in the form of apps on your phone or devices.  
 
Through the addition of advertisments, the developer gains some income 
that may supplement  a discount to the user, sometimes making the software 
free. 
 
Often after using the product with the ads, 
a consumer will purchase the software to get rid of 
the ads. 
http://www.pctools.com/security-news/what-is-adware-and-spyware/ 

http://www.pctools.com/security-news/what-is-adware-and-spyware/
http://www.pctools.com/security-news/what-is-adware-and-spyware/
http://www.pctools.com/security-news/what-is-adware-and-spyware/
http://www.pctools.com/security-news/what-is-adware-and-spyware/
http://www.pctools.com/security-news/what-is-adware-and-spyware/
http://www.pctools.com/security-news/what-is-adware-and-spyware/
http://www.pctools.com/security-news/what-is-adware-and-spyware/
http://www.pctools.com/security-news/what-is-adware-and-spyware/
http://www.pctools.com/security-news/what-is-adware-and-spyware/
http://www.pctools.com/security-news/what-is-adware-and-spyware/
http://www.pctools.com/security-news/what-is-adware-and-spyware/


Trojan Horse 

A Trojan horse virus is a form of malware that is dressed 
up as something interesting or software from a source we 
are familiar with. The purpose is to trick the person into 
installing it. This allows the creator of the Trojan to do 
damage to data or software on your computer.  They also 
will set up a ‘back door’ or access point that allows them to 
access your system. 
 

Trojan viruses don’t spread by infecting other files and 
they cannot duplicate themselves. 
http://www.webopedia.com/DidYouKnow/Internet/virus.asp 

The name for the Trojan Horse virus was derived from tale of the Trojan Horse 
constructed by the Greeks to gain access to the city of Troy. The wooden horse was 
left at the gates as an offering to Athena. The horse was then wheeled into the city 
and out came Greek fighters hiding inside. http://www.britannica.com/topic/Trojan-horse 

http://www.webopedia.com/DidYouKnow/Internet/virus.asp
http://www.britannica.com/topic/Trojan-horse


Worms 
Worms are malware that can duplicate itself and spread to other computers.  
Worms always do something bad, even if it is just slowing things down. 
 
Worms will frequently set up the ability for computers to be taken over by 
the worm’s author by creating backdoors on the host computer. These 
computers are then called a “zombie computer”.  “Zombie computers” can 
be used to send out spam or as a shield to hide the web address of people 
who want to do bad things. 
http://www.webopedia.com/TERM/Z/zombie.html 

 
 

http://www.webopedia.com/TERM/Z/zombie.html


Virus 
 

A virus is a small program that is created to spread from one computer to 
the next and to mess up the way your computer works.  
 
Many times viruses hop from computer to computer via email attachments 
or messages. They can also hide in funny pictures(memes), e-cards, or other 
desirable file attachments. It can also be sent through an instant message. 
 
A virus can corrupt your data, or worse, delete it. It can also email copies of 
itself to your friends. 
 
Keeping your anti-virus software up to date is key to protecting against the 
latest viruses and other security threats. 
https://www.microsoft.com/security/pc-security/virus-whatis.aspx 

https://www.microsoft.com/security/pc-security/virus-whatis.aspx
https://www.microsoft.com/security/pc-security/virus-whatis.aspx
https://www.microsoft.com/security/pc-security/virus-whatis.aspx
https://www.microsoft.com/security/pc-security/virus-whatis.aspx
https://www.microsoft.com/security/pc-security/virus-whatis.aspx


Social Media 

Something to remember is whatever  you post and say on your page can be 
shared by your friends. Think about what you post online, BEFORE you do it. 
What you post, could be seen by anyone at any time depending on your settings 
and the friends you keep. Because we can take pictures of our screens, there is 
really no setting that can protect you. Think twice about what you are sharing 
with others, so there are no regrets later. 
 
Make sure you know the people that you accept friend requests from. Sometimes 
people try to friend you to hack your Facebook account or access your contacts. 
Once you are hacked they will send out strange messages or friend requests to 
your contacts. Protect  your friends and yourself by being cautious with friends 
and creating strong passwords for your social media accounts. 

Privacy settings on social media accounts are set up as public 
when you first get one. Unless you want everyone to be able to 
look at all of your photos and other private stuff, you must go 
into your account settings and change this. 
 



Geotagging 

When your photo is geotagged, this gives people information about your location. 
Letting outsiders know where you are, can allow them to plan to steal your 
belongings or vandalize your home. 
 
Consider if you post a photo every Wednesday in your outfit ready to walk to ball 
practice and geotagging is turned on.  This shows you have a routine and gives a 
rough area you will be in. A predator could come and take you away. 
 
Another issue with allowing the geotagging to occur is you don’t have control of 
your own privacy. Everyone does not need to know where you are all of the time, 
keep this information private. 
http://www.nytimes.com/2010/08/12/technology/personaltech 

Geotagging is the bit of data that your electronic device 
packages with your picture that has information about 
where the picture was taken. This is something that can be 
turned on and off in your device and typically comes turned 
on until you change the setting. 
 

http://www.nytimes.com/2010/08/12/technology/personaltech/12basics.html?_r=0


Be Careful of What You Say! 
Defamation: Defamation is the blanket word used for all types of untrue statements 
made about others. Definition of Defamation on Law.com 

 
Slander: When someone orally tells one or more people an untruth about someone, 
which will harm the reputation of the person it is about. It is not slander if the 
untruth is in writing of some sort or if it is broadcast through television or radio. 
Definition of Slander on Law.com 

 
Libel: This is where someone publishes to print(including pictures), written word, 
online posts, blogs, articles, or broadcast through radio, television, or film, an untruth 
about another which will do harm to the person’s reputation. Definition of Libel on Law.com 

 

http://dictionary.law.com/Default.aspx?selected=458
http://dictionary.law.com/Default.aspx?selected=1969
http://dictionary.law.com/Default.aspx?selected=1153


Be Careful of What You Say! 
Much of the things people post online may get ignored, and you may get lucky and 
avoid legal action. But, when someone gets angry and files a lawsuit it can cause a 
major headache and possibly hit you hard in the wallet. 
 
You might think you should have a right to openly complain about a company and 
their bad service or lousy product. Well when it comes to this, it is not always that 
simple. You can get sued for this and even if the judge agrees with you, you still have 
to pay for a defense attorney. Think twice and make sure that whatever you have to 
say is worth any headache you may have pop up later. 
http://ideas.time.com/2013/01/07/yelp-reviewers-beware-you-can-get-sued/ 
 

On social media, people get into the habit of letting their emotions get the better of 
them and they end up speaking their minds about others online. When that person 
feels that this damages their character, they may opt to sue the other person for 
defamation. Even if their case is not successful, the stress, money, and time that you 
spend defending yourself is not worth it. To read more about defamatory social 
media posts, click here. 
 
 

http://ideas.time.com/2013/01/07/yelp-reviewers-beware-you-can-get-sued/
http://www.hg.org/article.asp?id=34430


Stranger Danger Online 
When you think of being on your computer or other electronic device in your own 
home, you probably think you are safe. Your mom is in the next room, what could 
happen? 
 
Well there are people online that are up to no good. They go in chat rooms and pop 
up on your instant messenger, looking for someone to “groom”.  
 
What is grooming you say? Well, grooming is when a stranger(can be any age) 
finds someone they are interested in, usually a minor. They act really nice and 
maybe they pretend they are much younger than they really are, like they are a kid 
just like you. Then they try to get you to like them and to trust them. They may ask 
you not to tell anyone you are talking to them. This is not okay and is a warning 
sign of a possible groomer. 
 
 
 



How to Protect Yourself in Online Chats 

• Choose chat sites designed for kids, such as www.kidzworld.com. Kidzworld is 
moderated and its aim is to protect kids from unwanted requests and online 
bullying. 

• Beware of people you don’t know. If they are asking too many questions or being 
too friendly they may be up to no good. 

• If someone asks you to send them a picture or sends you a picture or video that is 
inappropriate, tell an adult or report them to the site moderators. 

• Don’t give out personal information to strangers online 
• Don’t tell strangers where you live or give them your telephone number 
• Don’t send strangers pictures of you or others 
• If you are being bullied or threatened online, tell an adult or someone you trust 

http://www.kidzworld.com/


Cyberbullying 

 • Cyberbullying is the willful and repeated harm inflicted through the use of 
computers, cell phones, and other electronic devices. 

 
• Using PhotoShop or other tools to create harassing images. 
 
• Posting jokes about another person on the internet 
 
• Using the internet to entice a group to physically harm another person. 
 
• Making threats online using IM, email, social networking sites, or other 

electronic devices. 

 



Consequences of Cyberbullying  
Anything that you write, pictures that you post, or videos that you upload can be used 
by your school to suspend you. 
 
College students have been removed from their athletic teams and lost college 
funding for writing negative comments about their coach. 
 
When applying to colleges, they will search online to see what kind of person you are. 
They can deny you access if they don’t like what they find. 
 
When businesses are looking at people to hire for a job they will many times use social 
media to see what kind of person they are. Mean or inappropriate type posts can 
prevent you from getting the job you desire.  
 
Cyberbullying can also be considered a crime and participating in this type of behavior 
can land you in big trouble. 



Consequences of Cyberbullying 
• § 18.2-152.7:1. Harassment by Computer; Penalty makes

cyberbullying a crime.
• Carries a $2500 fine and punishable by up to 12 months in

prison.

There are many websites designed to inform and 
decrease the number of bullying cases we see each year. 
The U.S. Department of Health and Human Services has 
created a website with lots of resources to help combat 
bullying of all kinds - www.stopbullying.gov
If you experience cyberbullying or witness it, tell someone 
such as a school counselor, teacher, or a parent.  



The Effects of Cyberbullying 
• Victims feel depressed, sad, angry, and frustrated. 
 
• Victims become afraid and/or embarrassed to attend school. 
 
• Can lead to low self-worth, family problems, academic problems, 

school violence, and bad behavior. 
 
• Victims can also develop thoughts of killing themselves and possibly act 

on these feelings. 
 
• There are no positive effects of cyberbullying, only pain and suffering 

for the victims. 
 

• The affects of being bullied can affect the victim into adulthood and 
prevent them from being all they can be in the future. 



Dealing with Cyberbullying 
• Never do the same thing back, 2 wrongs don’t make a right 
• Tell them to stop  
• Block their access to you 
• Report it to the site you are on such as Facebook or Twitter 
• NEVER pass along messages from cyberbullies, stop the spread of this 

behavior 
• Set up privacy controls and keep the bully out of your friends list 
• Don’t be a cyberbully yourself 
• If you witness someone getting bullied, tell someone so it can be stopped. 

Many times the person being bullied won’t tell out of fear. 
• Spread the word that bullying is not cool 
• Don’t laugh or encourage the bully, it is not funny and it can lead to major 

trouble for the person doing the bullying. 



About Sexting 
“Sexting” is when someone sends or receives sexually explicit or non-PG Rated 
pictures or video electronically, mainly via cell phones or tablets. 
 
The numbers on how many teens say that they have sent/posted nude or semi-
nude pictures or videos of themselves is upsetting. 
20% of teens between 13 to 19 years of age have engaged in sexting. 
22% of teen girls 
18% of  teen boys 
11% of teen girls between 13 to 16 years of age have engaged in sexting. 
 
Did you know that if you forward a picture of a sexual or nude photo of 
someone underage, you are as responsible for the image as the original 
sender?? You can be charged with a crime. 
 
Many teens don’t realize that if you send a picture of yourself that is 
inappropriate and that picture ends up online, it could be there forever. You 
can never fully delete things that end up on the web. 



About Sexting 
There is no age minimum that protects young people from getting charged with a 
sexual offense.  
 
Something that you think is okay or just a joke, might land you in a ton of trouble. 
For example, you might take a picture of your friend naked to embarrass them, but if 
they are under the age of 18, this is considered production of child pornography.  
 
If you are sent something inappropriate, do not share it and don’t delete it. Tell an 
adult immediately. You may feel like you are getting your friend into trouble, but 
you are protecting yourself and you are protecting them.  They may not be thinking 
about the consequences or the effect this behavior can have on their future. 
 
Anyone that gets convicted of a sex offense, will have to register as a sex offender. 
Sex offenders have to keep their address updated and keep a current photo with the 
police. The information goes on the sex offender registry where anyone can go and 
see your picture and where you live online. 
 
REMEMBER: You can’t control what other people do with your photos. Even if you 
think you are sending it to someone you can trust, they may end up surprising you. 
You can’t trust anyone with something as private as that. Don’t Do It! 



Legal Consequences of Sexting  
• The Virginia Department of Education has an excellent resource with real life 

examples of the consequences of sexting that can be found here. 
 
• The Attorney General’s Virginia Rules website is designed to give Virginia Youth 

information on all the laws in the state. Virginia Rules has extensive information on 
sexting and other internet security risks. 

 
• This article in The Virginian-Pilot tells a story of five Virginia teens getting charged 

with felonies for sexting and being in possession of sexually explicit photos of a 
minor, read more about it here. 

 

http://www.doe.virginia.gov/support/technology/info_briefs/sexting.pdf
http://www.virginiarules.com/virginia-rules/technology-and-you
http://hamptonroads.com/2010/05/five-va-teens-charged-felonies-sexting-case


Information Provided By: 
Office of the Attorney 

General  
202 North Ninth Street 

Richmond, Virginia 23219 
(804) 786-2071

www.ag.virginia.gov 



The Apartment Internet Guidelines 

Acknowledgement 

 
I , have read, understand, acknowledge and agree to be 
bound by the recommendations, guidelines, terms, and conditions outlined in Moorefield Station 
9 Internet Guidelines Manual (provided to Resident). The Internet Guideline Manual outlines 
and summarizes the proper use and safety guidelines when using the Internet Services provided 
at Moorefield Station 9 common areas. 

I understand that the Internet Guideline Manual and handbook contains information that will assist 
me and my guests in the proper use of the internet made available by Moorefield Station 9. I 
also understand that I will be held accountable for my behavior, as well as for my guests’ behavior, 
and may be subject to legal and/or financial consequences related to any misuses as outlined 
in the Internet Guideline Manual. 

By signing below, I acknowledge that I have read, agree to, and understand the terms of all items 
contained in Moorefield Station 9’s Internet Guideline Manual. 

 
 
Resident Name:             

Resident Signature:       

Date: 

  



 

 

Moorefield Station 9 

INTERNET SECURITY PLAN 

The internet service at Moorefield Station 9 will have a rotating password that is only 
accessible to residents. The network router will be in a secure area to which tenants will not 
have access. The router will have a secure firewall to prevent data breaches. 

At move-in, we will provide Tenants with the attached security and safety information and 
guidelines and will ask Tenants to sign an Acknowledgement of Responsibilities statement to 
ensure that they are educated in the internet safety and security guidelines. 
 



Tab X: 
Marketing Plan for units meeting accessibility 

requirements of HUD section 504 
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Moorefield Station 9 
Marketing Plan for Units Which Conform to Section 504 of 

the Rehabilitation Act 
 
This Marketing Plan for Units Which Conform to Section 504 of the Rehabilitation Act (the “Marketing Plan”) has 
been designed to convey to current and potential residents with disabilities that Moorefield Station 9 will be a new 
rental housing experience, with a commitment to excellent management and resident service, as well with an 
expectation of resident responsibility. Therefore, the majority of this plan will address ways in which property 
management will endeavor to secure qualified residents, ensure quality tenancy, and effective management and 
maintenance of the property. 
 
The Management Agent will be responsible for the management of Moorefield Station 9. Paradigm Property 
Management, LLC, the Management Agent, will be responsible for all the traditional management functions, 
including rent collection, maintenance, record keeping, reports, development of budgets, and monitoring resident 
income qualifications. Additionally, Paradigm Property Management, LLC will be responsible for the oversight of 
any contracted resident services program. 
 
 
I. Affirmative Marketing 
 
Paradigm Property Management, LLC is committed to the letter and spirit of federal, state and local fair housing laws. 
Paradigm Property Management, LLC has designed its policies and procedures to ensure compliance with all local 
and federal fair housing requirements. As an equal housing opportunity company, Paradigm Property Management, 
LLC provides housing opportunities to all persons, regardless of their race, color, national origin, religion, sex, sexual 
orientation, gender identify, physical or mental disability, familial status, or any other classification protected by 
federal, state, or local law. Paradigm Property Management, LLC’s fair housing policy applies not only in rental (or 
sales) of apartment homes, but also in all interactions with residents. It is our policy to advance fairness and equality 
in housing in all of the communities that we serve.  Paradigm Property Management, LLC will also comply with all 
provisions of the Fair Housing Act (42 U.S.C. 3600, et. Seq.). 
 
As part of Paradigm Property Management’s commitment to equal housing opportunity and choice for all, Paradigm 
Property Management, LLC will not discriminate against any person because of his or her disability. In addition, 
Paradigm Property Management, LLC will grant reasonable accommodations and modifications to enable persons 
with disabilities full use and enjoyment of their residences and the community unless doing so would create an undue 
administrative and financial burden or result in a fundamental alteration of Paradigm Property Management, LLC’s 
programs. Under the Fair Housing Act, a resident or applicant for housing may make a reasonable accommodation or 
reasonable modification request at any time. 
 
Paradigm Property Management, LLC is committed to upholding fair housing principles and ensuring equal access to 
housing, regardless of an applicant’s background. To determine eligibility for tenancy, Paradigm Property 
Management, LLC follows a structured, multi-step screening process. The screening process includes credit screening, 
income screening, fraud detection screening, and limited criminal background screening.  All applications will also 
be processed and screened to ensure conformity with the requirements of the Section 8 and Low-Income Housing Tax 
Credit Programs. 
 
The Fair Housing Poster (in both English and Spanish) will be prominently displayed in the office where rental activity 
will take place.  In addition, both the Fair Housing and Accessibility Logos will be displayed on all printed materials, 
on the website, and on any monument signage that is developed for Moorefield Station 9.   
 
II. Marketing and Outreach  
 
A priority for marketing and outreach initiatives will be to identify people with disabilities who meet the eligibility 
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requirements of the Low-Income Housing Tax Credit and Section 8 programs who can occupy the apartments at 
Moorefield Station which conform to the requirements of Section 504 of the Rehabilitation Act.  This will be 
accomplished as follows: 
 

1. Local Agency Networking 
 

Paradigm Property Management, LLC will contact local centers for independent living, disability services boards 
and other service organizations via phone, email outreach and printed communication. The contacts will include 
the following organizations: 

 
• Endependence Center of Northern Virginia (703-525-3268) 

1550 Crystal Drive, Suite 810, Arlington, VA 22202 
 
• Loudoun Endependence Center Satellite (703-342-7651) 

215 Depot Court, Suite #203, Leesburg, VA 20175 
 

• Virginia Board for People with Disabilities (804-786-0016) 
1100 Bank Street, #7, Richmond, VA 23219 

 
• Virginia Department for Aging and Rehabilitative Services (703-771-4775) 

722 E. Market Street, Leesburg, VA 20176 
 

• The Arc of Loudoun (703-777-1939) 
18665 Conference Center Drive, Leesburg, VA 20176 

 
• Access Independence, Inc. (540-662-4452) 

324 Hope Drive, Winchester, VA 22601 
 

• Loudoun Co. Dept. of Mental Health, Substance Abuse, Developmental Services (703-777-0377) 
906 Trail View Boulevard, Leesburg, VA 20175 
 

• Horizon Behavior Health (434-477-5000) 
 

2.  Leasing Preference for Target Population 
 

Unless prohibited by any applicable federal subsidy program, a “first preference” will be given to a 
person/household in a target population identified in the Memorandum of Understanding between the Authority 
and one or more participating agencies of the Commonwealth of Virginia.   
 
Resident referrals for the targeted population will be obtained from the Virginia Department of Medical 
Assistance Services (DMAS) and/or Virginia Department of Behavioral Health and Development Services 
(DBHDS), or any other agency approved by the Authority. 
 
Paradigm Property Management, LLC will retain all referral confirmations as well as all waivers granted, to 
document compliance with all Target Population requirements, including tenant verification letter, 
acknowledgement and Settlement Agreement Target Population Status.  Target population requirements will be 
confirmed by Virginia Housing. 

 
3. Internet Search 

 
Moorefield Station 9 Apartments will be listed on the following websites, which are targeted towards those 
searching for housing, in general, or affordable housing, specifically: 
 

o www.accessva.org  
o www.dbhds.virginia.gov  

http://www.accessva.org/
http://www.dbhds.virginia.gov/
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o www.socialserve.com 
o www.virginiahousingsearch.com 

  
 

4.  Print Media 
 

Historically, marketing efforts focused on a combination of print media and internet advertising.  However, 
prospective renters, even those looking for affordable housing, have migrated almost exclusively to the internet 
as the source for information when searching for an apartment home.  As such, all marketing initiatives will be 
focused on internet advertising. 

 
5.  Property Website 

 
A website will be created for Moorefield Station 9.  The website will include property renderings, floor plans, 
affordability levels, accessibility features and property amenities.  A fully interactive and responsive website will 
be developed using Entrata, a property management system.  The website will be completely customizable with 
the ability to be updated as frequently as needed to ensure that property information is always current.  Updates 
can be done at no additional cost to the property. As more renters are using mobile devices to browse the internet, 
a responsive version of the website is available, making it easy for a prospect to do their apartment search on any 
of their mobile devices.  
 
The property website will include an interactive Engrain Sitemap.  This map offers customers the opportunity to 
search either by floor plan or location in the building (or both).  Utilization of the Engrain Sitemap enhances lead 
conversion. 

 
Search Engine Optimization (SEO) and Generative (Artificial Intelligence- AI) Engine Optimization (GEO) will 
also be utilized to increase the website’s visibility. Search engine optimization and generative engine optimization 
work on growing website visibility in organic (non-paid) search/AI engine results like Google, Bing, Gemini, and 
ChatGPT, as examples. There are several key components to ensure that the property website has a strong search 
ranking and thereby results more frequently in searches for similar terms or phrases. By utilizing SEO/GEO 
services, the property will have a website that benefits from enhanced on-page content, strategic keywords, meta 
descriptions, alt, title, and H1 tags. The marketing team is dedicated to doing active SEO/GEO revisions regularly 
to ensure the property website has a higher search ranking and results more frequently in search listings.  Blog 
content and an enhanced neighborhood page will be part of the ongoing strategy, as early analysis suggests they 
contribute positively to generative search. 

 
6.  Resident Referrals 

 
An effective Resident Referral program will be established, whereby current residents in the community are 
rewarded for referring friends, coworkers, and others who may have disabilities to the property. These referrals 
are a great form of advertising. Residents who refer others who move into the community will be offered a 
monetary incentive, to be determined, for referring qualified applicants who rent at the property. Flyers will be 
distributed to residents, announcing the Resident Referral program. 

 
7.  Marketing Materials 

 
Additional marketing materials will be utilized to support the overall marketing campaign.  These printed 
materials will be professionally designed and will include: 
 

o Property Brochure 
o Marketing Flyers 

 
All printed materials will include the EHO logo. 

 
 

http://www.socialserve.com/
http://www.virginiahousingsearch.com/
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III. Public and Community Relations 
 
The property management team will actively engage with the community to establish strong relationships with local 
disability organizations, neighborhood civic organizations, local businesses and other organizations that may be a 
source of potential qualified residents.  
 
IV. Tenant Selection and Orientation 
 
The management/leasing office will be open 10:00 a.m. to 6:00 p.m. Monday through Friday; and during lease-up, from 
10:00 a.m. to 5:00 p.m. on Saturday; and noon to 5:00 p.m. on Sunday. Based on occupancy and overall market 
conditions, modifications to hours of operations and staffing levels may be made from time to time at the discretion of 
Paradigm. 
 
Prior to taking occupancy of their new apartment home, new residents will sign their lease agreement and the 
associated rules and regulations that pertain to occupancy within the community.  A member of the 
management/leasing staff will review the lease agreement with the new resident and be available to respond to any 
questions that arise. 
 
On or before the day of move-in, new residents will be afforded the opportunity to conduct a move-in inspection of 
their apartment with a representative of the Management Staff. During this inspection, a Move-In Inspection Checklist 
will be completed, noting the condition of the apartment. An electronic inspection option is also available which 
allows a new resident to do their move-in inspection. Whether paper or electronic, the inspection checklist will be 
signed by both the new resident and a member of the management staff. The move-in inspection will also provide an 
opportunity for management to review the proper use of the appliances, HVAC system and any other special features 
of the apartment or apartment community. 
  
Tenant Selection Criteria 
 
All households applying for occupancy at Moorefield Station 9 will be required to complete an application and provide 
all income and asset information necessary to determine eligibility for occupancy in the community.  This will include 
maximum income limits under the Low-Income Tax Credit and Section 8 programs. Selection criteria will also include 
student status guidelines pursuant to the Low-Income Housing Tax Credit program. 
 
Management will commit that no annual minimum income requirement that exceeds the greater of $3,600 or 2.5 
times the portion of rent to be paid by tenants receiving rental assistance. 

 
A. Application Approval Process 

 
A third-party credit scoring provider, SafeRent Solutions, is used to review applicants by means of a credit scoring 
model to determine an applicant's ability to meet his/her rental obligations. Credit scoring utilizes a statistical 
model for comparing information on bill paying history, the number and type of credit accounts, late payments, 
outstanding debt, rental history and the age of accounts, to the performance of consumers with similar profiles. 
The scoring system awards points for each factor that helps predict applicant’s creditworthiness and the likelihood 
of the applicant to make payments when due. SafeRent makes a recommendation of accept or decline based on 
the results. 

 
As part of the credit and income restriction approval process, each applicant is required to provide income 
information on the Rental Application. This information is verified via direct verbal contact by the leasing staff 
with the employer/source of income and/or written verification such as paystubs, tax returns, etc. If there is more 
than one applicant, the same approval process is performed. Because previous rental history is part of the scoring 
analysis, additional rental verification is not required to be obtained.  
 
If an applicant does not meet the minimum income requirement, an applicant may elect to have a Guarantor (e.g. 
parent) which, if the guarantor meets the criteria specified, allows an applicant to meet the income requirements. If 
a guarantor is being provided, that guarantor must complete a guarantor application. The guarantor's income is 
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verified, and their credit is approved using the credit screening system. The guarantor is not considered a leaseholder 
or occupant and is therefore not counted for occupancy purposes. The guarantor is required to execute a Guarantor 
Statement, which obligates the guarantor to accept financial responsibility for the term of the lease agreement. 
 
Applicants who have a Housing Choice Voucher will not be subject to the standard minimum income 
requirements as part of the qualification process, but rather, must demonstrate the ability to pay the portion of the 
rent not paid by the voucher (if applicable). 
 
B. Criminal Screening 
 
All adults in the household (18 years of age or older) are subject to a criminal background check once it has been 
determined that the applicant has met the property’s income and credit criteria and received a conditional offer. 
The property will conduct a limited criminal background screening for all individuals age 18 and older who will 
reside in the apartment.   So that this can be successfully accomplished, prior to occupancy, all adults in the 
household will be required to provide the Management Office with the information necessary (as defined by the 
Management Office) to complete this background check. 
 
At the time of application, prospective residents who are 18 years of age or older, must grant permission to the 
landlord to conduct criminal background check(s). 
 
Prior to adding a new occupant to the lease, during the term of the lease, a leaseholder(s) will be required to provide 
the Management Office with the information necessary to complete a criminal background check on that individual. 
 
Paradigm contracts with a third-party contractor, SafeRent Solutions to undertake a review of available statewide 
or county criminal records, the national multi state sex offender list, the FBI Most Wanted List and the Office of 
Foreign Asset Control (OFAC) list.  The process also involves an enhanced data review, based on the applicant’s 
social security number, which includes a search of maiden names, known addresses not listed by the applicant or 
their credit report, aliases, etc.  This enhanced data search is not done on a traditional search.  SafeRent then 
provides the Management Office with a criminal background approval or denial, for each prospective resident, 
based on Paradigm’s policy.  Criminal records are obtained based on the applicant’s previous and current addresses. 
 
The limited criminal background screening will only consider felony criminal convictions related to the following 
categories of offenses: 
 
• Property offenses including theft, burglary, vandalism, arson and other criminal damage to property. 
• Major drug offenses including drug trafficking and the sale, smuggling, manufacture, or distribution of any 

controlled substance.  This includes unspecified controlled substances.  It also includes all 1st or 2nd degree 
controlled substance offenses.  Major drug offenses do not include simple possession of a controlled substance 
or drug paraphernalia, nor any past conduct that has since been decriminalized.   

• Fraud offenses including theft, use of stolen checks, writing bad checks, counterfeiting, and forgery. 
• Major violent offenses including assault, battery, and homicide. 
• Sex offenses including rape, registration as a sexual offender, taking indecent liberties with a minor, pandering, 

sex trafficking, and sexual battery.   Not included are victimless crimes such as prostitution or solicitation. 
 

These categories have been identified because they involve conduct by a person whose tenancy may present a 
current direct threat of harm to others or the risk of substantial damage to the property of others. 
 
Felony criminal convictions in the above listed categories where the conviction occurred within the last five years 
are considered.   The property’s limited criminal background screening will not consider arrest, charges, expunged 
convictions, convictions reversed on appeal, vacated convictions, offenses where adjudication was withheld or 
deferred, pardoned convictions, and sealed juvenile records.   The property will not treat people differently based 
on whether the applicant is on probation or parole.   
 
If an applicant is identified as having a felony criminal conviction in one of the specified categories of offenses 
within the five-year period prior to the application, the property will provide an individual assessment of the 
applicant’s current situation before deciding whether to withdraw the conditional offer.  The purpose of the 
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assessment is to determine whether the applicant is able to fulfill the obligations of tenancy at the property.  The 
property will first send a written notice to each applicant identified as having covered criminal conduct that includes 
specific information from the background check that creates a concern.  The notice will inform the applicant that 
covered criminal conduct was identified in the limited criminal background screening and will invite the applicant 
to provide additional information within fourteen (14) days for the property to consider.  The requested information 
could include, for example, letters from parole officers, case workers, counselors, or appropriate community 
organizations commenting on the applicant’s responsible conduct and rehabilitation efforts.   
 
Based on information received from the applicant, as well as the information provided by SafeRent Solutions, the 
property will then conduct an individual assessment of each applicant identified as having covered criminal 
conduct.  The property will consider all applicants equally and render decisions in a fair and consistent manner.  
The property will consider the following factors in determining whether to approve or reject the application:   
 

1. The facts or circumstances surrounding the criminal conduct; 
2. The age of the applicant at the time of the occurrence of the criminal offense; 
3. Evidence of a good tenant or employment history before or after the conviction or conduct; 
4. Evidence of rehabilitation efforts; 
5. The time that has elapsed since the occurrence of the conduct; 
6. Any information about the applicant that indicates sustained and ongoing good conduct since the offense 

occurred;  
7. Whether the conduct/conviction arose from the applicant’s status as a survivor of domestic violence, 

sexual assault, stalking, or dating violence; 
8. Whether the conduct/conviction arose from an applicant’s disability, including mental illness; and 
9. Any other information related to whether the applicant’s specific criminal history creates the potential that 

the property’s current residents, employees, or property will be exposed to a heightened risk of crime.   
 
Individual assessments will be performed by a three-person panel comprised of Senior Management Team 
members to ensure consistent application of this policy.  Although the policy and procedure will be applied 
consistently, assessments will be made on a case-by-case basis, depending on the mitigating factors presented.  
Senior Management Team members are not otherwise involved in collecting or processing rental applications. 
 
If an applicant does not provide information for the property’s consideration within fourteen (14) days of the date 
of Additional Information Request Letter, the property will assess the applicant based upon available information 
obtained during the applicant process, including information received from SafeRent Solutions.  If, after the 
individual assessment described above, the property decides to reject an applicant, then on the day of such 
determination, the property will send to the applicant a Criminal Background Adverse Action Letter.   
 
C. 60-Day Hold for Target Population Apartments 
 
Specified Target Population Apartments must be held vacant for 60 days, during which time active marketing 
efforts, designed to fill these specified apartments with qualified households, must be documented. However, 
if marketing to the 50-point special needs unit is deemed to be conducted satisfactorily on an ongoing basis 
throughout the year and management can provide sufficient documentation to Virginia Housing's Compliance 
Officer, management may request the ability to lease 50-point units to a household not in the special needs 
population without the unit remaining vacant for the 60-day timeframe. “Ongoing basis” means contact to 
at least two (2) resources at least monthly at any time the required number of units is not actually occupied 
by the special needs population. 
 
Properties that fail to document ongoing active marketing to the marketing plan network contacts to lease vacant 
leasing preference units, may be cited with non-compliance, and may be required to hold unit(s) vacant for up to 
60 days to actively market unfilled leasing preference units. Non-compliance with the marketing requirement is 
subject to a penalty point deduction in future funding requests with the Authority. 
 
NOTE: The move of the temporary/non-disabled tenant will be paid for by the owner. 
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V. Affordable Housing Compliance and Expertise 

Paradigm Property Management, LLC has extensive experience developing and managing both mixed income and 
100% affordable communities.  Currently, over 2,700 apartments in Paradigm’s portfolio are part of an affordable 
housing program.  Paradigm’s affordable housing experience includes management of properties with funding sources 
/ restrictions that include Low Income Housing Tax Credits, HOME funds, Tax-Exempt Bonds, Taxable Bonds, 
Section 8 Vouchers, Permanent Supportive Housing, AHIF funds, Arlington County’s 100 Homes program and 
Maryland Moderately Priced Dwelling Units (MPDU). 
 
Paradigm utilizes a multi-tiered process for the review of all files, at move-in and recertification, to minimize errors 
and occurrences of non-compliance.  To ensure compliance with the physical inspection requirements associated with 
the various programs that are in place, Paradigm utilizes routine property inspections and conducts pre-inspections 
prior to any scheduled inspection by outside parties.   
 
Paradigm developed some of the first Low-Income Housing Tax Credit communities in the Commonwealth of 
Virginia and has been actively involved in the management and oversight of affordable housing for nearly twenty-five 
years.  Paradigm has a strong reputation and an established working relationship with Loudoun County Housing, the 
City of Alexandria’s Department of Planning and Zoning and Office of Housing, Fairfax County Department of 
Housing and Community Development, Virginia Housing Development Authority and Montgomery County 
Department of Housing and Community Affairs. 
 
The onsite team is responsible for the completion of the tenant income certification and subsequent recertifications.  
Upon collection of the application and supporting documentation, the application packet is forwarded to Paradigm’s 
corporate compliance department, or approved third party compliance consultant, for review and approval.    Annual 
recertifications are tracked by the property manager and the Paradigm compliance department to ensure recertification 
deadlines are met. 
 
Employees engaged in affordable housing compliance roles are encouraged to seek professional certifications (HCCP, 
TCS, other).  Paradigm provides and supports ongoing training in affordable housing compliance for all employees 
and requires employees engaged in compliance roles to complete the appropriate level of training for their role.   

 
VI.   Resident Retention 

 
Resident retention is vital to the achievement of overall occupancy goals for the property. As such, resident retention 
efforts begin when the prospect first contacts the property for information and continue until the resident vacates the 
building. Each lease signing is handled by a member of the leasing/management staff and scheduled to allow ample 
time for a review of the lease agreement and an opportunity for the new resident to have all their questions regarding 
the lease, answered. All new residents receive a “welcome” gift from the Management Office, accompanied by a 
personal welcome note from a member of the Management Staff. This is accompanied by a welcome package that 
contains information that will help acclimate the new resident to the community. Shortly after taking occupancy, new 
residents receive a copy of their executed lease agreement and the rules and regulations, which pertain to occupancy 
at the property. Lease Execution now makes it possible for residents who have executed a lease online to print their 
lease at any time through the online portal. 
 
A series of regular resident appreciation events is held on an annual basis. These programs may feature such events 
as a summer BBQ, a health and wellness fair, financial planning seminars, yoga classes, cooking classes, a super bowl 
party, and holiday parties. The planned resident appreciation events will take advantage of the amenities at the 
property.  
 
Approximately one hundred and twenty (120) days prior to the expiration of their lease, residents receive a lease 
renewal offer letter from the Management Office. The Manager is responsible for coordinating efforts to retain as 
many residents as possible upon renewal and to ensure ongoing compliance, at renewal, with all applicable affordable 
housing requirements.  
 
The maintenance team also plays a significant role in the resident retention program. The maintenance staff closely 
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monitors the repairs and upkeep of the property grounds, common areas and amenities daily. The staff also takes pride 
in responding to and completing work orders within 24 hours. All property staff, including maintenance staff, 
participates in regular training, which includes customer service training, as part of our commitment to customer 
service. 
 
VII.  Resident Complaint Resolution 
 
Despite efforts to diligently ensure that all residents have a positive experience both at the property and in their 
interactions with property staff, there will be occasions when complaints arise. Paradigm Property Management, LLC 
has a well-established process for handling any resident concern or complaint.    As all Paradigm staff receive training 
in customer service and fair housing, employees are well prepared to receive and respond to resident concerns.   
 
Additionally, Paradigm utilizes a Resident Satisfaction Survey tool to gauge resident satisfaction to ensure that any 
complaints/concerns are addressed proactively. Surveys are conducted throughout the year to enable management to 
gauge the overall level of resident satisfaction with management and maintenance service delivery, with the objective 
of improving service and resident satisfaction. Employees are empowered to resolve complaints within the context of 
their job description and level of responsibility. Employees understand that all complaints and the corresponding 
response(s) are to be documented and elevated to the Property Manager so that the Property Manager can follow-up, 
as appropriate.  In some instances, based upon the nature of the complaint, the Property Manager will be the one to 
respond to the initial complaint.  As necessary and appropriate, on-site staff may consult with the Regional Manager 
and Senior Management for advice and counsel related to the complaint and associated resolution. 
 
All lease agreements contain the contact information for Paradigm Property Management, LLC’s Corporate Office.  
This ensures that residents have the ability to raise concerns to senior management, as warranted.   
 
Complaint resolution strives to balance the often-competing desires of the resident and the owners of the property.  
Complaints are responded to from a service delivery perspective, taking into account all relevant Fair Housing, State 
and Federal laws.   

 
VIII.  Maintenance Program 
 

A. Transitioning from Construction to Stabilized Occupancy 
 
Representatives of the management team will work closely with the construction team to facilitate a smooth 
transition from development/construction through lease-up to stabilized occupancy. Management will be 
available to participate in regular construction meetings and assist with unit turnover and punch-out. By closely 
coordinating with the construction team, the management team will have a familiarity with the building systems 
and equipment before property operations commence thereby assuring a seamless transition.  
 
As portions of the building are completed and prior to its being released to Management, all mechanical equipment 
and appliances are checked to see that they are in proper working order. When it is determined that specific units 
are ready for occupancy, the keys to those apartments are turned over to Management for their leasing program. 
At that point, Management makes an inventory of all appliances and mechanical equipment and records all model 
and serial numbers in order to ensure compliance with the warranty requirements. If a minor problem occurs with 
any piece of equipment, the Maintenance staff will service the unit on site. If a major problem arises, the 
manufacturer will be required to repair the defect under the terms of the warranty. In either event, a prompt 
solution to the problem will be found to provide the best service to the residents. 
 
B. Work Order System 
 
Management utilizes an automated web-based maintenance work order system (eService) that is designed to 
centralize on-site activity, data collection and software administration. The program allows the Property Manager 
and Maintenance Supervisor to prioritize and better track maintenance requests, the time required to complete 
each work order, and the efficiency of the maintenance staff. Every effort will be made to complete work orders 
within twenty-four hours of receipt. When it is not possible to complete a work order within twenty-four hours, 
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the Property Manager, Maintenance Supervisor or other member of the Management Staff will contact the resident 
to explain the delay. As part of resident retention efforts, residents are contacted regularly (by telephone and/or 
e-mail) to determine whether maintenance requests have been completed to their satisfaction. 
 
C. Emergencies 
 
Maintenance personnel are available to provide a 24 hour a day, seven day per week response to any maintenance 
emergency. As part of this effort, management will maintain an after-hours answering service. In the event of an 
emergency, residents will be instructed to call the answering service who will then contact the on-call staff person. 
Daily, the answering service faxes a phone call log to the management office detailing all emergency calls. The 
office follows-up with residents to confirm that work was completed to their satisfaction. 
 
 
D. Unit Turnover 
 
Upon unit turnover, the condition of each apartment will be assessed by the Maintenance Supervisor. The 
necessary and appropriate work such as carpet cleaning and/or replacement, turnover painting, 
repairs/maintenance will be scheduled to ensure that the apartment is returned to market standard and ready to 
rent condition as quickly as possible. Unit turnover is generally completed within 5-7 days of the vacate date.  

 
E.  Property Inspections 
 
Routine inspections of the property and all property systems are completed on a quarterly basis by the 
Maintenance Supervisor. These inspections help the maintenance team identify areas that require repair. In 
addition, on no less than an annual basis, the Property Manager will conduct a property inspection with the 
Maintenance Supervisor with the objective of developing the overall preventative maintenance program and 
annual maintenance/capital budget for the property. Paradigm utilizes a mobile inspection app, Happy Inspector, 
to conduct these building and apartment inspections to ensure consistency and improve the efficiency of the 
inspection process.  The app provides customized as well as standard templates to conduct move-in and move-
out inspections, quarterly building inspections, document insurance/damage incidents, filter change inspections, 
etc.  The user can capture photos of the items that are being inspected, which are automatically date-stamped and 
captioned by number and item.  In addition to making the inspection process more efficient, the documentation 
provided using this app should result in fewer resident disputes at move-out and improve collection of damage 
charges. 
 
In addition to these property inspections, which focus on building common areas, building exteriors and property 
grounds, inspections of individual apartments are done on a regular basis. HVAC filters are changed twice per 
year and individual apartments are inspected by maintenance in conjunction with this process. Whenever a 
maintenance technician is in an apartment to complete a work order ticket, they also conduct an inspection. These 
inspections focus on housekeeping, moisture infiltration, pest control or other maintenance issues. In addition, we 
utilize our third-party contractors, such as the exterminating contractor, to assist in this effort by conducting visual 
inspections when they are in apartments and reporting any areas of concern 
 
F.  Interior and Exterior Painting and Redecoration 
 
Although there is no definite schedule for interior painting and redecorating, it is Management’s policy to paint 
the apartment upon turnover, if needed. If a unit becomes vacant, the amount of work to be performed will be 
assessed by means of the Maintenance staff’s inspection reports. The exterior of the project will be painted as 
required. 
 
G.   Periodic Inspections Prior to Move-out 
 
As part of the overall preventative maintenance program, all apartments are inspected no less than semi-annually, 
in conjunction with the semi-annual HVAC filter changes. During these inspections, the maintenance staff checks 
overall housekeeping, checks for water leaks, any pest control issues or other general maintenance items. Any 
items that are identified as maintenance issues during these inspections are scheduled for repair/attention. 
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H.   Inspection Upon Move-out 
 
The Management/Maintenance staff is responsible for conducting the move-out inspection of the apartment once 
it has been vacated. Vacating residents are notified by management of their opportunity to be present during this 
move-out inspection. The purpose of the move-out inspection is to identify those items which need repair beyond 
normal wear and tear such that the appropriate charges can be assessed on the security deposit disposition. 
 
In addition, these inspections allow a turnover schedule for the individual unit. 
 
 
 
 
I.   Removal of Trash 
 
A professional trash removal contractor will be engaged to handle the removal of trash from the property. The 
contract for trash removal services will be competitively bid to insure the property receives the highest level of 
service at the most competitive price. 
 
Part of any Paradigm trash removal contract is a provision for recycling. Recycling bins are placed in visible 
locations throughout building garages and/or on the grounds. Residents are notified through periodic reminders 
of the importance of recycling. 
 
J.   Major Repairs 
 
All maintenance and service requests will be rated according to priority and repair will be the responsibility of 
the Maintenance staff. If a problem occurs which cannot be solved by the Maintenance staff, competent outside 
technicians or contractors will be called to handle the situation. The Maintenance staff will be capable of handling 
most minor electrical, plumbing and mechanical problems but service contractors will be called to service repairs 
that the Maintenance staff judges they cannot handle themselves.  
 
K.   Maintenance and Upkeep on Grounds 
 
Grounds work, such as seasonal plantings, mulching, mowing, edging, pruning, and fertilizing of the lawns and 
shrubbery will be contracted to a professional landscape maintenance company. The on-site maintenance staff 
will perform day-to-day maintenance, watering and general clean-up. The grounds will be patrolled on a regular 
basis to assure an on-going tidy appearance.  
 
L.   Cleaning of Entryways, Halls and Common Areas 
 
Entryways, halls and other common areas will be cleaned by either on-site housekeepers and porters or a reputable 
contract janitorial company. Paradigm will select the option which best meets the needs of the property taking 
into consideration budgetary constraints, asset preservation, the sales and marketing effort, and resident retention.  
 
M.  Resident’s Role in Reporting Maintenance Needs 
 
In accordance with the terms of their lease agreement, residents will be instructed that they are responsible for 
reporting any maintenance or service requests to the Management Office. Requests can be submitted via the 
property website portal, via e-mail, by telephone or in the event of an after-hours emergency, through the 
answering service. All maintenance and service requests will be entered in the eService work order system to 
ensure that they are properly tracked and that all the appropriate records are maintained. 
 
N.   Purchasing 
 
The Service Manager and Property Manager are responsible for purchasing equipment and supplies for the 
project, as outlined in the operating budget.  The Regional Property Manager reviews all invoices as part of the 
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approval and payment process.  The maximum expenditure that can be made without the owner’s approval is 
outlined in the management agreement. 
 
The Service Manager and Property Manager are responsible to always maintain an appropriate level of inventory 
of parts and supplies. 
 

IX.  Rent Collection Policies and Procedures 
 

A.   Rent Collection 
 
Residents will be provided a variety of methods to pay rent. Rent payments may be made in-person at the on-site 
Management Office; dropped in the on-site after hours rent drop box, sent to the Management Office through the 
mail, or paid on-line through the property website. The on-line payment system allows residents to pay via 
electronic check (ACH), debit card or credit card.  Management encourages residents to make payments via the 
resident portal. 
 
All rent payments are due on the first day of the month and are considered delinquent if not paid on or before the 
fifth day of the month. 
 
Cash is never accepted for payment of rent or any other fees. 
 
B.  Prepaid and Partial Payment of Rent 
 
Management will discourage the practice of pre-paid rent; however, there will be instances when residents may 
have some modest pre-paid balances on their accounts.  
 
Management will accept partial payment of rent but will always do so in a manner that preserves our ability to 
legally pursue delinquent accounts (the actual process may vary from jurisdiction to jurisdiction based on local 
law). Any account balances that are not paid in full on or before the fifth day of the month will be assessed the 
appropriate late fees. Residents will also be notified by Management of their past due balances and reminded that 
timely payment is necessary to prevent potential court action. These notices from Management may take the form 
of personal phone calls and/or letters. 
 
C.  Delinquent Accounts and Eviction Procedures 
 
Rental account balances that are not paid in full by the required deadline, which varies from jurisdiction to 
jurisdiction based on Tenant-Landlord law, will be submitted to Management’s Tenant-Landlord Attorney for 
court filing. Small balances of less than $500 will not be sent for court filing until Management undertakes efforts 
to collect the outstanding balance owed without the added legal expenses. 
 
In accordance with the lease agreement, any court or legal fees incurred in the process of the collection of 
outstanding rent and other balances will be billed to the appropriate resident account. 
 
All eviction and/or lock-out procedures will be handled in accordance with the prevailing state and local laws. 
 
D.  Security Deposit Refunds and Dispositions 
 
Upon move-out, all resident apartments will be inspected by a member of the maintenance team and a list of any 
outstanding charges owed for damages beyond normal wear and tear will be assessed. These charges will be 
added to any delinquent rent balances which may be owed. A detailed accounting of the resident’s security 
deposit, interest earned (if any), and charges assessed will be provided to former residents along with the refund 
of any security deposit owed will be returned in accordance with the prevailing tenant-landlord law.  
 
E. Collections 
 
Upon move-out, residents who vacate with balances owed (whether for rent, damages or other charges) will be 
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notified of their obligation to pay the balances owed in a timely manner. Balances that are not paid in full within 
thirty (30) days of the vacate day or residents who are not making regular and timely payments in accordance 
with a payment arrangement made with the Property Manager, will be sent to a collection agency for collection. 
 
Collection accounts will be monitored regularly to ensure that the collection agency is making every effort to 
collect on any, and all, outstanding balances owed. 
 



Tab Y: 
Inducement Resolution for Tax Exempt Bonds 



This deal does not require
information behind this tab.



Tab Z: 
Documentation of team member's Diversity, Equity 

and Inclusion Designation or Veteran Owned Small 
Business certification







Tim Farinholt
Timothy Farinholt, Founder























 

 

 
 
 

SERVICE-DISABLED VETERAN OWNED SMALL BUSINESS 
CERTIFICATION 

 

 
 

 
 
This document certifies that Building Momentum LLC. currently has VOSB and SDVOSB 
status through January 29, 2028.  
 
Signed:  Brad Halsey, Chairman and CIO 
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This document certifies that Building Momentum LLC. currently has VOSB and SDVOSB 
status through January 29, 2028.  
 
Signed:  Brad Halsey, Chairman and CIO 
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