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8. FAIR HOUSING & EQUAL OPPORTUNITY 



U.S. Department of Housing 
and Urban Development 

OMB Approval No 2529'()013 
lexp. 8/31/2013) 

Affirmative Fair Housing 
Marketing (AFHM) Plan -
Multifamily Housing 

Office of Fair Housing and Equal Opportunity 

l a Project Name & Address (including County, City, Slale & Zip Code) 

Warren House 
1600 Washington Street 
West Newton, MA 02465 (Middlesex County) 

l b. Project 
Contract Number 

90-006 
10. Gensus I ract 

3744 

1c. Numberof 
Units 

59 

1e. HousingfExpanded Housing 
Market Area 

Boston SMSA 
1f Managing Agent Name, Address (including City, State & Zip Code), Telephone Number & Email Address 

Newton Community Development Foundation, Inc., 425 Watertown Street, Suite 205, 
Newton, MA 0245B 617-244-4035 Jeanne.ncdf@verizon.net 

19 Applicant/Owner/Developer Name, Address (including City, State & Zip Code), Telephone Number & Email 
Address 

Same 

1 h. Entity Responsible ror Marketing (check all thai apply) 

D Owner ill Agenl 0 Other Ispecify) 

POSition , Name (If known). Address (including City . State & ZIP Code), Telephone Number & Email Address 

Sue Tresca, Property Manager 

11 To whom should approval and other correspondence concerning this AFHM Plan be sent? Indicate Address 
(including City. State & Zip Code). Telephone Number & Email Address in addition to Name. 

Jeanne Strickland, Executive Director 

2a Affirmative Fair Housing Marketing Plan (check all that apply) 

_ _ ___ Inotial Plan {Dale· _ ___ _ _ _ Updated Plan { Dale· 01/25/20 11 

Reason(s} for current update. 

2b. HUD-Approved Occupancy of the Project (check all that apply) 

o Elderly 0.. FamIly 0 Mixed IElderlylDisabled) D Disabled 

2c Date of Initial Occupancy 2d Advertising Start Date 

AdYertising should begin at leas/ gO days prior to initial occupancy. 

October 1992 Pnor to Initial Occupancy. _ _ _ _ 

To add to waiting IIsl ___ {which currenlly has ___ indNiduals) ___ _ 

To reopen closed wattlng Iist __ (which currently has _ _ _ indtyiduals) __ _ 

PrevIous editions are obsolete Page 1 01 8 form HUD-93S.2A 15(2010) 
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U.S. Department of Housing 
and Urban Development 

OMB Approval No~ 2529-0013 
(exp. 8/31/2013 ) 

Affirmative Fair Housing 
Marketing (AFHM) Plan -
Multifami~ Housing 

Office of Fair Housing and Equal Opportunity 

1a Project Name & Address (including County, City. State & Zip Code) 

Warren House 
1600 Washington Street 
West Newton, MA 02465 (Middlesex County) 

1b. Project 
Contract Number 

90-006 
10. "ensus I ract 

3744 

1 c. Number of 
Units 

59 

1e. HousingfExpanded Housing 
Market Area 

Boston SMSA 
11 Managing Agent Name, Address (including City, State & Zip Code), Telephone Number & Email Address 

Newton Community Development Foundation , Inc., 425 Watertown Street, Suite 205, 
Newton, MA 02458 617-244-4035 Jeanne.ncdf@verizon.net 

1 9 Applicant/Owner/Developer Name, Address (including City, State & Zip Code), Telephone Number & Email 
Address 

Same 

1 h Entity Responsible for Marketing (check al! thai apply) 

D Owner ill Agent 0 O1her (specify) 

POSItIon, Name (If known). Address (including City. State 5. ZIP Code), Telephone Number & Email Address 

Sue Tresca , Property Manager 

11 To whom should approval and other cOlTespondence concerning this AFHM Plan be sent? Indicate Address 
(including City, State & Zip Code), Telephone Number & Email Address in addition to Name. 

Jeanne Strickland, Executive Director 

2a Affirmative Fair Housing Marketing Plan (check all lhat apply) 

_ ____ Inilial Plan I Dale- _ ___ _ _ _ Updated Plan I Date~ 01/25 /2011 

Reason(s} for current update. 

2b. HUD-Approved Occupancy of the Project (check all that apply) 

o EldeMy 0.. FamIly 0 Mixed (ElderlylDisabled) o Disabled 

2c Dale of Initial Occupancy 2d Advertising Start Dale 

Ad Yertising should begin at leas/ gO days prior to initial occupancy. 

October 1992 Prior to Initial Occupancy. ___ _ 

To add to wa iting IIsl ___ {which currently has ___ indlviduals), _ __ _ 

To reopen closed waiting lisl __ (which currently has _ _ _ indlviduals) _ _ _ 

PrevIous ed itions are obsolete Page 1 018 lonn HUD-93S.2A (512010) 



3a Demographics of Project and Marketing Area 

Complete and submit Worksheet 1. 
3b Targeted MarkeUng Activity 

Based on your completed Worksheet 1, Indicate wh ich demographic group(s) In the housing market area islare leasl likely to apply for the 
housing without special outreach efforts 

o White .0 American Indian or Alaska Native illAsian 0. Black or African American 

m Native Hawaiian or Other Pacific Islander .ill.. Hispanic or latino 0 Persons w iLh Disabilities 

o Families With Children 0 Other ethn ic grouP. religion . etc (specify) ___________ _ 

4a. Residency Preference 

Is the owner requesting a residency preference? 0 Yes 0. No (If yes. continue, If no. proceed to Block 4b.) 

(1)ONew DRevised 0 Continuation of existing preference 

(2) Is the residency preference area 

The same as the AFHM Plan housmg/expanded housing market area (as determined in Block ld)?O Yes 0 No 

The same as the residency preference area of the tocal PHA in whose Jurisdiction the proJect IS located? DYes 0 No 

(3) What is the geographic area for the residency preference? 

(~ ) What is the reason for having a residency preference? 

(5) How do you plan to periodicall y evaluate your residency prererence to ensure that It 15 In accordance with the non-discriminatlon 
and equal opponunity requirements in 24 CFR 5 105(a)? 

Complete and submit Wo~shee12 when requesting a residency preference (see also 24 CFR 5.655(c)(1) for residency 
preference requirements for Section 8 Project·Based Assisted Housing Programs). The requirements in 24 CFR 5,655(c)(1 } 
Will be used by HUO as guidelines for evaluating residency preference requirements in other assisted housing programs, 
consistent with the applicable HUD program requjrements . See also HUD Occupancy Handbook (4350 3) Chapter 4. Section 
4.6 for additional guidance on preferences. 

4b Proposed Marketing Activities : Community Contacts 
Complete and submit Worksheet 3 to describe your use of community 
contacts to market the project to those least likely to apply 

PrevIous editions are obsolete Page 2 of S 

4c Proposed Marketing Activities : Methods 
of AdvertiSing 

Complete and submit Worksheet 4 to deSCribe your 
proposed methods of advertising that will be used to 
market to those least likely to apply. Attach samples of 
advertisements. radio and television scripts. internet 
advertisements and websiles, brochures. etc 

form HUD-935.2A (512010) 
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Sa. Fair Housing Poster 
The Fair Housmg Poster must be prominently displayed In all offices in which sale or rental activity takes place (24 CFR 20Q,620(e)) 
Check below all locations when the AFHM Plan will be displayed , 

0. Rentat Office 0 Reat Estate Office 0 Model Unit 0 Other (specify) 

5b Affinnative Fair Housing Marketing Ptan (AFHM Plan) 

The AFHM Plan musl be available for public inspection at the sales or rental office (24 CFR 200,625). Check below aillocalions 
where the AFHM Plan Will be made available. 
(Check aU that apply) 

ffiRenlalOffice 0 Real Estate Office 0 Model Unil 0. Olher (specify) Management Office 

5c Project Sire Sign 

All Projec1 Site Signs should mclude the Equal Housing Opportunity logo. slogan. or statement (24 CFR 200 620(r) ). Check below all 

locations where the Project Site Sign will be displayed (ChecK all that apply) 

ill Renlal Office 0 Real Estate Office Q Model Unit 0 Entrance to Project IZl Other (specify) 

Mgmt offiCl'J 

The size of the Project Site Sign wilt be 24 x _4.:..0 _ _ _ 

The Equal Housmg OpportUnity logo or slogan or statement will be 11 x _1_7 ___ . 

6, Evaluation of Marketing Activities 
Explain the evaluation process you Will use to determine whether your marketing activities have been successful in attracting 
the group(s) least likely to apply, how often you will make thIS determination, and how you will make deCisions about future marketing 
based on the evaluation process. 

All rental applications inquire as to how the applicant heard about Warren House. This 
information is reviewed annually and marketing continues where response is strong and is 
increased as the needed when there is a need to attract more applicants from groups least 
likely to apply. In 2009 NCDF created a Change of Occupancy Report which is updated 
monthly and reflects current demographics at all of our sites and enables NCDF to accurately 
report affirmative fair housing marketing status and prepare reports for internal use as well as 
for MassHousing compliance. This report enables us to analyze the data and outreach to the 
appropriate agencies, community contacts and advertising when necessary to attract those 
groups who are least likely to apply. The NCDF web site also provides up to date information 
about rental opportunities and encourages return visits the site for updates on wail list status. 

PrevIous editions are obsolete Page 3 0f 8 [onn HUD-935.2A (5/2010) 
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7a. Marketing Staff 
What staN positions are/will be responsible for affirmative marketing? 

Property Manager and Assistant Property Manager 

7b Staff Training and Assessment: AFHM Plan 

(1) Has staff been trained on the AFHM Plan? .0. Yes D. No 

(2) Is there ongomg traini,1g on the AFHM Plan and Fair Housing Act issues in general? ill. Yes Q No 

(3) If yes, who provides it? 
TAPICity NewtonlNEAHMA 

(4) Do you periodically assess staff skil ls, including their understanding of the AFHM Plan and their responsibilities (0 

use it? 
lZLves DNa 

(5)lt yes. how and how often? Videotapes at hire; annual staff trainings; role play. 

7c. Tenant Selection Training/Staff 

(' ) Has staff been trained on tenant selection In accordance with the proJect's occupancy policy, induding any 
residency preferences? ill. Yes D- No 

(2) What staff pOS1tlons arelwl lJ be responsible for tenant selection? 

Property Manager, Assistant Property Manager, Director of Resident Services 

7d Staff InslructionlTrainlng: Samples and Dales 

Please prOVide samples of AFHMlFair Housing training , ifany, provided/to be prOVided, to whom it was/will be prOVided . 
and dates of past and antiCipated training . 

2/22/2010 - Assistant Property Manager and Maintenance Superintendent attended Fair 
Housing Training for Human Service Providers and Housing Counselors program 
presented by the Newton Fair Housing Committee . 

3/11/2010 - Assistant Property Manager attended Calculating Rent for Low Income 
Housing Tax Credit Program sponsored by NEAHMA. 

3/25/2010 - Assistant participated in the City of Newton Family Resource Fair. 

4/9/2010 - Property Manager, Assistant Property Manager, Director of Resident Services 
and Maintenance Superintendent attended the MassHousing Annual Conference, 
Challenging Issues in Tenancy: Tools for Lease Education and Compliance. 

4/29/2010- Assistant Property Manager attended the City of Newton Senior Housing Fair. 

Previous editions are obsolele Page 4 of 8 form HUO-935.2A (512010) 
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8 Additional Considerations Is there anything else you would like 10 tell us aboul your AFHM Plan in order to ensure 
that your program is marketed to those least likely to apply for the units and/or 10 be housed in them? Please attach 
additional sheets, as needed. 

9 Review and Update 
By signing this form, the appllcantJrespondenl agrees to review Its AFHM Plan at least once ellery 5 years throughout 
the life of the mortgage and 10 update it as needed in order to ensure continued compliance with HUO's Affirmative Fair 
Housing Marketing Regulations (see 24 CFR Part 200, Subpart M). I hereby certify thai all the information stated 
herem, as well as any information provided in lhe accompaniment herewith , is true and accurate. Warning: HUD will 
prosecute false d aims and statements . Conviction may result in crim inal andlor civil penalties (18 U.S.C. 1001 . 1010, 
1012: 31 U S.C 3729, 3802). .. 

~. 

~~ 

" 

--= 
e of person sub this Plan & Date of Submission (mm/dd/yyyy) 

Jeanne Strickland 

01/ 

~N~a-m-e~(~ly-p-e-o-r-pr7in~l~)----------------------------------------------------------------

TItle & Name of Comoanv Executive Director, Newton Community Development Foundation 
For HUe·Office of Housing Use Only 

Reviewing Officia l. 
Signature & Date (mm/ddlyyyy) 

Name (type or print) 

Title 

Previous editions are obsolete Page 5 ofB 

For HUD-Office of Fair Housing and Equal 
Opportunity Use Only (check one) n Aoproved I-'c Disapproved 
Signalure & Dale (mm/dd/yyyy) 

Name (lype or print) 

Title 
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-5fTr7l pL~ 

Public reporting burden for this collection of Information is estimated to average SIX (6) hours per initial response , and four (4) hours 
for updated plans. Including the time for reviewing ,"struclions, searching existing data sources, gathering and maintaining the data 
needed. and completing and reviewing the collection of infonnatlon. This agency may not collecllhls Information, and you are not 
reqUIred to complete this form. unless it displays a cu rrenlly valid Office of Management and Budget (OMS) contro l number. 

Purpose of Form: All applrcants for participation In FHA subsidized and unsubsldlzed multifamily housing programs with five or 
more units (see 24 CFR 200.615) must complete this Affirmative Fair Housing Marketing Plan (AFHMP) Form as specified in 24 
CFR 200,625, and In accordance with the requirements in (24 CFR 200.620). The purpose of the AFHMP is to help applicants in 
developing an AFHM program to ach ieve a condition in which individuals at similar income levels in the same hOUSing mar1o(et area 
have a like range of housing choices available10 them regardless ofthelf race, color, national origin , religion, sex, disability, or 
familial status The AFHMP helps owners/agents (respondents) effectively market the availability of housing opportunities to 
individuals of both minority and non-minority groups that are least likely to apply for occupancy in the housing project (See AFHMP, 
Block 3b) 

An AFHM program, as specified in this Plan , shall be in effect for each multifamily project throughout the life of the mortgage (24 
CFR 200.620(a)) The AFHMP. once approved by HUD. must be availab le for public inspection at the sales or rental offices of the 
respondent (24 CFR 200.625) and may not be revised wilhout HUD approval Th is form contains no questions of a confidential 
nature 

Applicability: The form and worksheets must be completed and submitted by all FHA subsidized and un subsidized multifami ly 
housing projects 

INSTRUCTIONS 
Send completed form and worksheets to: your 
local HUD Office Attention: Director, Office of 
Housing 

Part 1- ApplicanVRespondent and Project 
Identification, 
Blocks1a, 1b, 1c, 19, 1h, and1 l are 
self-explanatory 

Block 1 d - Respondents may obtain the Census 
tracl number from a local plantling office, 
Community Development Block Grant 
Consolidated Plan. or another official source such 
as the U S , Census Bureau (www.census gov) 

Block 1e - A housing market area is the area 
from which a multifamily housing project 
owner/agent may reasonably expect to draw a 
substantial number of its tenants. 

If a housmg markel area IS not demographically 
diverse 10 terms of race, color, national orig in, 
religion, sex, disability, or familial status, an 
expanded housing market area may be used 
An expanded housing mar1o(et area is a larger 
geographic area that may provide add itional 
diversity Respondents should Indicate the 
hOUSing or expanded housing market area 10 

which the housing is/Will be located, e,g., -City of 
____ " for housing mar1o(et area, or ~City of 

.. and "County of H for 
-ex-p-.-n""'d:-e--;d--;h-ousing market are-.----

PrevIous editions are obsolete 

Block 1 f - The applicant should complete thiS Block only If a Managing Agent 
(the agent cannot be the applicant ) is implementing the AFHMP 

Part 2-Type of AFHMP 

Block 2a - Respondenls should indicate the status of the AFHMP, e.g ., lOitial 
or updated , as well as the date of the AFHMP. Respondents should also 
provide the reason(s) for the current update, if applicable , whether the LIp 
date is based on the five -year review or mid- term revisions due to changes in 
local demographics or other cond itions. 

Block 2b - Respondents should identi fy all groups HUD has approved for 
occupancy in the subject project, in accordance with the con1racl. grant, etc 

Block 2c - Respondents should specify the date Ihe project waS/Will be fi rst 
OCCUPied 

Block 2d - Respondents should indicate when th is revised advertising began 
or will begin and whether the advertising wilt be used to add to andlor reopen 
the wailing lisl (NOTE: Advertising should begin at leas190 days prior to 
initial occupancy), In the case of eX1stlng projects , respondents should also 
speCify how many indIviduals were Of are on the waiting list at the time the 
advertising began or will beg in 

P.ge60f8 form HUD-935.2A (5/2010) 
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CFR 200.620(a» The AFHMP. once approved by HUO, must be availab le for public inspection at Ihe sales or rental offices of the 
respondent (24 CFR 200.625) and may not be reVised wilhout HUD approva l Th is form contains no questions of a confidential 
nature 

Applicability: The form and worksheets must be completed and submitted by aU FHA subsidized and un subsidized multi family 
housing projects 

INSTRUCTIONS 
Send completed form and worksheets to: your 
iocal HUD Office Attention: Director, Office of 
Housing 

Part 1- ApplicanVRespondent and Project 
Identification. 
Blocks1a, 1b, 1c. 1g. 1h, and1Iare 
self-explanatory 

Block 1 d - Respondents may obtain the Census 
tract number from a local planning office, 
Community Development Block Grant 
Consolidated Plan, or another official source such 
as the U S Census Bureau (lMYW.census gOY) 

BloCk 1e - A housing market area is the area 
from which a multifami ly housing project 
owner/agent may reasonably expect to draw a 
substantial number of ils tenan ts. 

If a hOUSing market area IS not demographically 
diverse 10 terms of race , color, national origin. 
religion, sex, disability, or famil ial status. an 
expanded housing market area may be used 
An expanded housing maJ1(et area ;s a larger 
geographic area thai may proVide additional 
diversity Respondents should Indicate the 
housIOg or expanded housing market area In 

whIch the housing islwill be located. e,g ., -City of 
_____ " for housing market area, ar "City of 
---c-:-c-" and "County of " for 
expanded housing maJ1(el area 

PrevIous editions are obsolete 

Block 1 f - The applicant should complete th iS Block only II a Manag ing Agent 
(the agent cannot be the applicant ) is implementing the AFHMP 

Part 2-Type of AFHMP 

Block 2a - Respondents should indicate Ihe status of the AFHMP. e.g .. lOillal 
or updated , as well as the dale of the AFHMP. Respondents should also 
provide the reason(s) for the current update. if applicable, whether the up 
date is based on the five -year review or mid-lenn revisions due to changes in 
local demographics or other cond itions. 

Block 2b - Respondents should identify all groups HUD has approved for 
occupancy in the subject proJect. in accordance with the conHacl. grant. etc 

Block 2c - Respondents should specify the date the project waS/Will be fi rst 
OCCUPied 

Block 2d - Respondents should indicate when th Is revised advertising began 
or will beglO and whether the advertising Will be used to add to and/or reopen 
the waiting list (NOTE: Advertising should begin at least 90 days prior10 
initial occupancy). In the case of eXlsltng projects, respondents should also 
speCify how many indIviduals were Of afe on the waiting list at the lime Ihe 
advertising began or will begin 

Page 6 0f 8 form HUO-935.2A (5/2010) 



Part 3-0emographic5 and Marketing Area. 
~Leasllike ly to appl( means that there is an Identifiable 
presence of a specific demographic group in the housing 
market area. but members of that group are not likely to 
apply for the housing without targeted outreach, including 
marketing materia ls in other languages for limited English 
proficient individuals, and alternative formats for persons 
with disabil ities Reasons ror not applying can include, bul 
are not limited to , insufficient information about housing 
opportunities, language barriers, or transportation 
impediments. 

Block 3a - Using Worksheet 1, the respondenl should 
indicate the demographic composition of the project. 
waiting list, census tract, and hous"lng market area The 
respondent compares the demographics of its existing 
project , waiting list (or any maintained list of interested 
housing applicants), with the demographics of the census 
Iract and the larger housing market area to deterrmne if 
there needs to be affirmative marketing to those leasl 
likely ta apply. Irthe housing market area is nat 
demographically dIverse in terms of race , color, national 
origin, relig ion, sex, disability, or familial status, an 
expanded housing market area should be deSIgnated to 
enhance the diversity of individuals applying for housing 
opportun ities. The applicable hOlJsing market area or 
expanded marketing area should be shown in Block 1e. 
Wherever possible, demographic statistics should be 
obtained from a tocal planning Office , Community 
Development Block Grant Consolidated Plan, or another 
official source such as the U S. Census Bureau 
(wwvv.census.goV). 

Compare groups within rows/across columns on 
Worksheel1 to identify any under-represented group(s) 
relative 10 the surrounding housing market area, I.e , those 
group(s} "least likely to apply" for the housing without 
targeted outreach and marketing, H there is a particular 
group or subgroup with members of a protected class that 
has an identifiable presence in the housing market area, 
but is not included in Worksheet 1, please specify under 
·Olher." 

Block 3b - Using the Information from the completed 
Worksheet 1, respondents should identify the 
demographic group(s) least likely to apply for the housing 
without special outreach efforts 

Part 4 - Marketing Program and Residency Preference 
(if any). 

Block 48 - A residency preference is a preference fo r 
admission of persons who reside or work in a specified 
geographic area (see 24 CFR 5.655(c)(1)(ii» . 
Respondents should indicate whether a residency 
preference is being requested , and if so, respondents 
should specify if it is new, revised, or continuing. If a 
respondent wishes to implement a residency preference, 
it should slate the preference area (and provide a map 
delineating the precise area) and state the reason for 
having such a preference . The respondent must ensure 
that the preference IS in accordance with the 
non-discrimination and equal opportunity requirements in 
24 CFR 5.105(a) (see 24 CFR 5.655(c)(1» . 

Respondents should use Worksheet 2 to show how the 
percentage of the eligible population living or working in 
the residency preference area conforms to that of the 
occupancy of the project, waiting list, and housing market 
area. The latter percentages would be the same as those 
shown on completed Worksheel1 

Block 4b - Using Worksheet 3, respondents should 
describe their use of community contacts to market the 
project 10 Ihose leasllikely 10 apply. This lable should 
include the name of a contact person, his/her address, 
phone number, previous experience work ing With the 
target population(s) , the approximate date contact 
waslwill be initiated, and the speCific role the community 
contact will play in implementing the AFHMP 

Block 4c - Using Worksheet 4, respondents should 
describe their proposed method(s) of advertising to 
markel lo those least likely to apply. ThiS table should 
identi fy each media option, percentage of the 
readers/listeners/usersl members/etc, who are members 
of the targeted population(s) , language(s) into Which the 
material(s) will be translated, alternative format(s) that wm 
be used to reach persons with disabilities, and logo(s) that 
will appear on the various malerials (as well as thei r size) 

Part 5~ Availability of the Fair Housing Poster, 
AFHMP. and Project Site Sign. 

Block Sa - The FaIr Housing Poster must be prominently 
displayed in all offices in whIch sale or rental activity takes 
place (24 CFR 200.620(e» . Respondents shOUld indicate 
all locations where the Fair Housing Poster will be 
displayed 

Block 5b - The AFHMP must be availab le ror public 
inspection at the sa les or rental office (24 CFR 200.625 ) 
Respondents should indicate all locations where the 
AFHMP..,II be available 

Block 5c - The Project Site Sign should display the Equal 
Housing Opportunity logo or slogan or statement (24 eFR 
200.620(f) }. Respondents should Indicate where the 
Project Site Sign will be displayed, as well as the size of 
the Sign and the size of the logo, slogan or statement 

Previous ed itions are obsolete Page70lS form HUD·935.2A (512010) 
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Part 3-0emographic5 and Marketing Area. 
~Leasllikely to apply" means that there is an Identifiable 
presence of a specific demographic group in the housing 
market area, but members of that group are not likely to 
apply for the housing without targeted outreach, including 
marketing materials in other languages for limited English 
proficient individuals, and alternative formats for persons 
with disabilities Reasons ror not applying can include. bul 
are not limited to . insufficient information about housing 
opportunities, language barriers, or transportation 
impediments. 

Block 3a - Using Worksheet 1. the respondenl should 
indicate the demographic composition of the project. 
waiting list, census tract, and hOUSing market area The 
respondent compares the demographics of its existrng 
project , waiting list (or any maintained list of interested 
housing applicants), with the demographics of the census 
Iract and the larger housing market area to deterrmne jf 

there needs to be affirmative marketing to those least 
likely to apply. If the housing market area is not 
demographically dIverse in terms of race , color, national 
origin, relig ion, sex. disability, or familial status. an 
expanded housing market area should be deSIgnated to 
enhance the diversity of individuals applying for housing 
opportunities. The applicable hOlJsing market area or 
expanded marketing area should be shown in Block 1e. 
Wherever possible, demographic statistics should be 
obtained from a tocal planning Office , Community 
Development Block Grant Consolidated Plan. or another 
official source such as the U S. Census Bureau 
(WN'N.census.gov). 

Compare groups within rows/across columns on 
Worksheet 1 to identify any under-represented group(s) 
relative 10 the surrounding housing market area , i.e , those 
group(s} "least likely to apply" for the housing without 
targeted outreach and marketing. If there is a particular 
group or subgroup with members of a protected class that 
has an identifiable presence in the housing market area, 
but is not induded in Worksheet 1, please specify under 
"Olher: 

Block 3b - Using the mformation from lhe completed 
WOo<sheet 1, respondents should identify the 
demographic group(s) leasllikely 10 apply for Ihe housing 
without special outreach efforts 

Part 4 - Marketing Program and Residency Preference 
(if any). 

alack 4a - A residency preference is a preference fo r 
admission of persons who reside or work in a specified 
geographic area (see 24 CFR 5.655(c)(1)(ii)) . 
Respondents should indicate whether a residency 
preference is being requested , and if so, respondents 
should specify if it is new, revised , or continuing. If a 
respondent wishes to implement a residency preference, 
it should slate the preference area (and provide a map 
delineating the precise area) and state the reason for 
having such a preference . The respondent must ensure 
that the preference IS in accordance with the 
non-discrimination and equal opportunity requirements in 
24 CFR 5.105(a) (see 24 CFR 5.655(c)(1)) . 

Respondents should use Worksheet 2 to show how the 
percentage of the eligible population living or working in 
the residency preference area conforms to that of the 
occupancy of the project, waiting list, and housing market 
area. The latter percentages would be the same as those 
shown on completed Worksheet 1 

Block 4b - Using Worksheet 3, respondents should 
describe their use of community contacts to market the 
projecllo Ihose leas I likely 10 apply. This table should 
include the name of a contact person, his/her address, 
phone number, previous experience working With the 
target population(s) , the approximate date contact 
waslwill be in itiated, and the speCific role the community 
contact will play in implementing the AFHMP 

Block 4c - Using Worksheet 4, respondents should 
describe their proposed method(s) of advertising to 
markel to those least likely to apply. ThiS table should 
identify each media option. percentage of the 
readers/listeners/usersl members/etc, who are members 
of the targeted population(s) , language(s) into Which the 
material(s) will be translated, alternative format(s) that will 
be used to reach persons with disabilities, and logo(s) that 
will appear on the various materials (as well as their size) 

Part 5· Availability of the Fair Housing Poster, 
AFHMP. and Project Site Sign. 

Block 5a - The FaIr Housing Poster must be prominently 
displayed in all offices in which sale or rental activity takes 
pia"" (24 CFR 200.620(e)) . Respondents shOUld indicate 
all locations where the Fair Housing Poster will be 
displayed 

Block 5b - The AFHMP must be available for public 
inspecbon al the sa les or rental office {24 CFR 200.625 } 
Respondents should indicate all locations where the 
AFHMP ",\I be available 

Block 5c - The Project Site Sign should display the Equal 
Housing Opportunity logo or slogan or statement (24 eFR 
200.620(f). Respondents should mdica te where the 
Project Site Sign will be displayed, as well as the size of 
the Sign and the size of the logo. slogan at statement 
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Part 6 -Evaluation of Marketing Activities. 

Respondents should expla in the evaluation process to be 
used to determine if they have been successful in 
attracting Ihose groups identified as least likely to apply 
Respondents should also explain how they will make 
decisions about fulure marketing activities based on the 
evaluations. 

Part 7 -Marketing Staff and Training . 

Block 7a - Respondents should Identify staff positions thai 
are/will be responsible for afflrmallve marketing 

Block 7b - Respondents should indicate whether slaff has 
been Hamed on the use of the AFHMP and specify 
whether there is ongolOg training on the AFHMP and Fair 
Housing Act Issues in general. Show who provides the 
trainIng. In addition. respondents should specify whether 
they periodically assess staff members' skills in relation to 
the AFHMP and staff responsibilities to use the Plan. They 
should stale how often they assess employee skills and 
how they conducl lhe assessment 

Btock 7e - Respondents should indicate whether slaff has 
been trained on tenant selection in accordance WIth the 
project's occupancy policy, indudlOg residency 
preferences (if any) Respondents should also identify 
those staff positions that are/wilJ be responsible for tenant 
selection 

Block 7d - Respondents shOUld include copies of any 
wntten matenals related to staff training, and identify the 
dates of past and anticIpated training 

Part 8-Additional Considerations. 

Respondents should describe their efforts not previously 
mentioned that were/are planned to attract those groups 
least fikely to apply for the subject housing without special 
outreach eHorts. 

Part 9~Review and Update. 

By SIgning. the respondent assumes responsibility for 
implementing the AFHMP . and for reviewing and updating 
the Plan at least once every 5 years , and more frequenlly 
if local conditions or project demographICS signifIcantly 
change. HUD may monitor the implementation of this 
AFHMP at any t ime, and may also request modification In 
ItS format and/or content. when deemed necessary 
Respondents should notify their local HUD Office of 
Housing if they plan revisions to the AFHMP marketlOg 
strategy after HUO approval has occurred 

Notification of Intent to Begin Marketing for Initial 
Occupancy. No laler than 90 days prior to the Initialion of 
rental marketing ac1 lvities. the respondent with an 
approved AFHMP must submit notification of in len! to 
begin marketing. The notification is required by the 
AFHMP Compliance Regulattons (24 CFR 1 DB. 15) The 
Notification is submitted to the Office of Housing in the 
HUO Office servicing the locality In which the proposed 
hOUSing Will be located. Upon receipt of the Notification of 
Inlent to Begin Marketing from the applicant, the 
monitoring office will review any previously approved plan 
and may schedule a pre-occupancy conference. Such 
pre-occupancy will be held pnor lo initiation of sales/rental 
marketing activities. At this conference, the previously 
approved AFHM plan will be reviewed With the applicant to 
determine if the plan, andlor its proposed implementation. 
requires modification prior to initiation of marketing in 
order to achieve the objectives of the AFHM regu lation 
and the p lan 

OMB approval of the Affirmative Fair Housing Marketing 
Plan includes approval of this notification procedure as 
part of the AFHMP. The burden hours for such notification 
are included in Ihe tolal designated for this AFHMP form. 

PrevIous editions are obsolete Page 8 0f8 form HUD-935.2A (512010) 
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Part 6 -Evaluation of Marketing Activities. 

Respondents should explam the evaluation process to be 
used to determine if they have been successful in 
attracting those groups identified as least likely to apply 
Respondents should also explain how they will make 
decisions about future marketing activlhes based on the 
evaluations. 

Part 7-Marketing Staff and Training . 

Block 7a - Respondents should Identify staff positlon's thai 
are/will be responsible for afflrmahve mark.eling 

Block 7b - Respondents should indIcate whether slaff has 
been tramed on the use of the AFHMP and specify 
whether there is ongo1Og training on the AFHMP and Fair 
Housing Act Issues in general. Show who provides the 
training In addition. respondents should specify whether 
they periodically assess staff members' skills in relation to 
the AFHMP and staff responsibilities to use the Plan. They 
should stale how often they assess employee skills and 
how they conduct the assessment 

Block 7c - Respondents should indicate whether staff has 
been trained on tenant selection in accordance With the 
project's occupancy policy, indudlng residency 
preferences (if any) Respondents should also identify 
those slaff positions thai are/wi1l be responsible for tenant 
selection 

Block 7d - Respondents shOUld Include copies of any 
wntten matenals related to staff training, and identify the 
dates of past and anticipated training 

Part 8-Additional Considerations. 

Respondents should describe their efforts not previously 
mentioned that were/are planned to attracllhose groups 
least fikely to apply for the subject housing Without speCial 
outreach eHorts 

Part 9-Review and Update. 

By Signing. the respondent assumes responsibility for 
Implementing the AFHMP. and for reviewing and updating 
the Plan al least once every 5 years, and more frequen lly 
if local conditions or project demographics significantly 
change. HUn may momtor the implementation of this 
AFHMP at any time, and may also requesl modification In 
115 format andlor content. when deemed necessary 
Respondents should notify the ir local HUD Office of 
Housing if they plan revisions to the AFHMP marketing 
strategy after HUO approval has occurred 

Notification of Intent to Begin Marketing for Initial 
Occupancy. No laler than 90 days prior to the Initiation of 
ren ta l marketing ac1 lvities. the respondent with an 
approved AFHMP must submit notification of intent to 
begin marketing. The notification is requ ired by the 
AFHMP Compliance Regulattons (24 CFR 108.15) The 
Notification is submitted to the Office of Housing in the 
HUO Office servicing the locality In which the proposed 
hOUSing Will be located. Upon receipt of the Notification of 
Intent to Begin Marketing from the applicant, the 
monitoring office will review any previously approved plan 
and may schedule a pre-occupancy conference. Such 
pre-occupancy will be held pnor to initiation of sales/rental 
marketing activities. At this conference, the previously 
approved AFHM plan will be reviewed With the appticant to 
determine if the plan, andlor its proposed implementation. 
requires modification prior to initiation of marketing In 

order to achieve the objectives of the AFHM regulation 
and the plan 

OMS approval o f the Affinnatlve Fair Housing Marketing 
Plan includes approval of this notification procedure as 
part of the AFHMP. The burden hours for such nolification 
are included in the lolal designated for this AFHMP form. 
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I 
Worksheet 1 Determining Demographic Groups least Likely to Apply for Housing Opportunlttes I 

(See AFHM Plan, Block 3b) 
, 

In the respective columns below indicate the percentage of each demographic group for the project (if OCCUP ied ), wa itmg list (for existing 
projects), census tract, housing market area, and expanded housing market area (if the latter is needed to create a more diverse housing 
market area in terms of race , color , national origin. religion, sex. disability , or familial status) 

Wherever possible. statistics should be obtained from a local pla nning office, Community Development Block Grant Consolidated Plan, or 
another official source such as the U.S. Census 8vreau {p lease see http"Jffactfinder.census.gov. Under Decennial Census. click -Get 
Dala", Choose SF3, then delalled tables} . 

If there is a significant under-representation of any demographic group in the project andlor on its waiting list relative to the surrounding 

I housing market area, then those groups(s) that are under-represented will be considered "'east likely to apply" without targeted outreach and 
markeling, and will be so identified in Block 3b of the AFHM Plan See Part 3 of the Form HUO-93S .2A Instructions fo r further guidance 

I Maps showing both the Housing Market Area and Expanded Housing Market A rea should also be attached. 
! 

Project % Waiting list % Census Tract % Housing Market A rea '% Expanded Housing Market 
Demographic Area% (if used) 

Characteristics 

White 
75% 72% 85% 81% 

American Indian 
,2% .2% or Alaskan 

Native 

Asian 
4% 8,8% 6% 

Black or African 
15% American 25% 4.4% 7% 

NatIVe Hawaiian 
or Other Pacific .1 % 0 
Islander 
Hispanic or 

6% 6% 8% latino 

Persons 
12% 15% 13% with Disabilities 

Families with 
27% Children 64% 21% 30% 

Other 
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I 
Worksheet 1 Determining Demographic Groups least Likely to Apply for Housing Opportumttes I 

(See AFHM Plan. Block 3b) 
, 

In the respective columns below indicate the percentage of each demographic group for the project (if OCCUP ied ), wa itmg list (for existing 
projects) , census tract, housing market area, and expanded housing market area (if the latter is needed to create a more diverse housing 
market area in terms of race , color, nalional origin. religion, sex, disability, or familial status) 

Wherever posslble, statistiCS should be obtained from a local planning office, Community Development Block Grant Consolidated Plan. or 
another officia l source such as the U.S. Census B~reau (p lease see htlp'Jtfaclfinder.census.gov. Under Decennial Census. click -Get 
Dala". Choose SF3. Ihen delalled lables) 

If there is a s ignificant under-representation of any demographic group in the project andlor on its waitmg list relative to the surrounding 
housing market area, then those groups(s) that are under-represented will be considered "least likely to apply" withoullargeled outreach and 
marketing. and will be so identified in Btock 3b of the AFHM Plan See Part 3 of the Form HUO-93S .2A Instructions for further guidance 

I Maps showing both the Housing Market Area and Expanded Housing Markel Area should also be attached. 
I 

Project % Waiting list % Census Tract % Housing Market Area '% Expanded Housing Market 
Demographic Area% (if used) 

Characteristics 

White 
75% 72% 85% 81% 

American Indian 
.2% .2% or Alaskan 

Native 

As ian 
4% 8.8% 6% 

Black or African 
15% American 25% 4.4% 7% 

Nallve Hawaiian 
or Other Pacific .1 % 0 
Islander 
Hispanic or 

6% 6% 8% latino 

Persons 
12% 15% 13% with Disabilities 

Families with 
27% Children 64% 21% 30% 

Other 



Worksheel2 Establishing a Residency Preference Area (See AFHM Plan , Block 4a) 

Complete this Worksheet if you wish to continue, revise, or add a residency preference, which is a preference for admission of persons 
who reside or work in a specified geographic area (see 24 CFR 5_655{c)(1)(ii) ). If a residency preference is requested, the prererence 
must be in accordance with Ihe non-discrimination and equal opportunity requirements contained in 24 CFR 5.105(a) Th is Worksheet 
will help show how the percentage of the populatIon in the residency preference area conforms to that of the occupancy of the project. 
waiting Jist, and housing market area. See 24 CFR 5.655 (c)(1) for residency preference requirements for Section B Project·Based 
Assistance Programs Attach a map specifying the area for which the residency preference is requested. 

Demographic Project %. Wailing List % Census Tract Housing Market Expanded Residency 
Characteristics (as detennmed (as determined % Area % (as Housing Market Preference Area 

in in Worksheet (as deterymned determined Area % % (if appl icable) 
Worksheet 1) 1) in Worksheet in Worksheel 1) (if needed and as 

1 ) determined in 
Works heel 1) 

While 

Amencan indian or 
Alaskan Native 

Asian 

Black or Afncan 
American 

Native Hawaiian or 
Other Pacific 
Islander 

Hispanic or Latino 

Persons with 
Disabilities 

Families with 
Chi ldren 

Olher (specify) 
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Wo~sheet2 Establishing a Residency Preference Area (See AFHM Plan , Block 4a) 

Complete this Worksheet if you wish to continue, revise , or add a residency preference, which is a preference for admission of persons 
who reside or work in a specified geographic area (see 24 CFR 5 655(c)(1 )(iiI). If a residency preference is requested, the preference 
must be in accordance with the non-discrimination and equal opportunity requirements contained in 24 CFR 5.105(a) This Worksheet 
Will help show how the percentage of the population in the residency preference area conforms to that of the occupancy of the project. 
waiting Jist, and housing market area. See 24 CFR 5.655 (c)(1) for residency preference requirements (or Sect ion B ProJect·Based 
Assistance Programs Attach a map specifying the area for which the resIdency preference is requested. 

Demographic Project % Wailing List % Census Tract Housing Ma rket Expanded Residency 
Characterlstics (as detennmed (as determined % Area % {as Housing Market Preference Area 

in in Worksheet (as determined determined Area % % (if applicable) 
Wor1<sheet 1) 1) in Worksheet in Wor1<sheet 1) (if needed and as 

1 ) determined in 
Wor1<sheet 1) 

While 

Amencan Indian or 
Alaskan Native 

Asian 

Black or Afncan 
American 

Native Hawaiian or 
Other Pacific 
Islander 

Hispanic or Latino 

Persons with 
Disabilities 

Families with 
Children 

Other (specify) 



Worksheet 3: Proposed Mai1o:eting Activities - Community Contacts (See AFHM Plan, Block 4b) 

For each targeted marketing population designated as least likely 10 apply in Block 3b, identify at least one community contact 
organiza tion you will use to facilitate outreach to the group. This could be a social service agency, religious body. advocacy group, 
community center . elc State the names of contact persons, the ir addresses a.nd phone numbers, the ir previous experience working With 
the larget population, the approximate date contact waslwiH be Initiated , and the speCi fic role they Will play in assisting With the afftrmative 
fa ir housing marketing program 

Targeted PopulaUon(s) Community Contact(s), Including required Information 

Hispanic or Latino 
$ .... s.._ 
_c--............... c., ... 
• «1 .... _1' .... 
_ .... ~l. o! ~"iU>l<l6 .'j' 

.". """ ... , t............,,~ ,y,-.. , •. 
-~-'COOc_ .... ... _ .. 
_Lt-o ...... c ... "."'IoO.'IO. 
11._ .... _ ... ~ ._ 

Black or African 
"' __ ,0....... 

,'c .... :k_ 
..... "_ ... tl .. ' . ":m .... '. 

American .... " ... """-
__ ... 1(,,_ .. -_0> .. ___ 

__ .... ... Ol · "! ".~ •• "I 

Asian 
W...., l ..... Pr ...... ,., 
Il< _ _ -=-.. c....... .. """"""'_ ('GIICC"'j 

' l'CI'lO:Oy S~ ." 
ww _ ... ""'Ol"~ ,.,.»).(1)1) 

.... _.............., c.,.",~_ 

1'1#, S._', ~1n r.".,. 
ft6&!cn "'~ I)2"j ,u"~-~n 

American Indian or North American Indian Center of Boston , Inc. 
Alaskan Native 1 05 South Huntington Avenue 

Jamaica Plain, MA 02130 617-232-0343/617 -277 -4804 

Native Hawaiianl 
1.\;0 • ...,""",...'\ ... ~."."" P,,::'Iot 'oIa,..,..., io' .... ~~ 
~9 h m;>le ..... .,. ~ .. 1. 300 
8,.,on. " .Io,02,,1 6t1~26.e'~ 

other Pacific C""'''' ,C~ II>' ...... n P"c,(c """'n<.:l~ Yo .. ", 

Islander HIO UOOtl1O"1 8 !<o 
~h!I'_ ~"' 1l2'2~ 611 · 1e1·~blll 
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Worksheet 3: Proposed Mar1<eting Activities - Community Contacts (See AFHM Plan, Block 4b) 

For each targeted marketing populatIOn designated as least likely to apply in Block 3b, identify at teast one community contact 
organization you will use to facilitate outreach to the group. This could be a social service agency, religious body, advocacy grouP. 
community center, etc State the names of contact persons, the ir addresses a.nd phone numbers, their previous experience 'WOrkIng Wlth 
the target population, the approximate date conlad waslwill be Initiated, and the speCIfic role they WIll play in assisting wIth the affirmative 
fa ir housing marketing program 

Targeted Populalion(s) Community Contact(s), Including required Information 

Hispanic or Latino 
$ ..... s.."" 
_ c--w..-............ c. , .. , 
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l" ~"'" 

Asian 
W&"'\tIy lOol.Pr_rt 
a._ ....... c-•• c..-...<. ' ~ .... (GIICt .. ) 
' l'CI'lo:fyS~ .. ' 
W""_""'Dl~~ 6" ·»).1))" .... _ ............... c_~_ 

I'J#, $_'. ~Inr._ 

.... :"" .. "112"· "'''':I6VOO U 

American Indian or North American Indian Center of Boston , Inc. 
Alaskan Native 1 05 South Huntington Avenue 

Jamaica Plain, MA 02130 617-232-0343/617-277-4804 

Native Hawaiianl 
"""~",,""h ........ ~n."<;l ",,:;ioe 1 ... ,..,....10< loIuov 
~9 re"'i>ItI Pucoo ~ .. I. 300 
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Worksheet 4: Proposed Marketing ActivIties - Methods of AdvertisIng (See AFHM Plan, Block 4c) 

Complete the following table by identifying your targeted marketing popula1 lon(s), as indicated In Block 3b, as we ll as 
the methods o f advertising that will be used to market to that population For each ta rg eted population, state the means 
or advertising that you will use, as applicable to thaI group. In each block, in addition to specify ing the media thai will be 
used (e.g" name of newspaper, television station, website , location of bulletin board, e tc.), slate any language(s) in 
which the material will be provided, identify any alternative form at(s) to be used (e.g., Bra ille, large print, elc.), and 
speci fy the 1090(5) (as we ll as size) that will appear on the variolls materials Attach additional pages, if necessary. 

Targeted Population(s)_ Targeted Population : Targeted Population : Targeted Population: 
Methods of Advertising 1 

Newspaper 
Asian - Ts ing Tao Hispan ic or Latino - American Indian or Alaskan 

EI Mundo 
Native -Eagle WhisUe 

Radio Stations 

TV Stations 

Electronic Media (e.g., 
All - NCDF web site internet advertisements ! 

websltes, etc.) and Craigslist 

Bulletin Boards 

Brochures! Notices! Flyers 
All - Metropoli tan Boslon All - Newton Housing All . local houses of worship 
Housing Partnership and Authority and The Second and various local realtors 
Mass Access Slep 

Other (specify) 
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Targeted Population(s)_ Targeted Population : Targeted Population : Targeted Population: 
Methods of Advertising J 

Newspaper 
Asian - Tsing Tao Hispanic or latina - American Indian or Alaskan 

EI Mundo 
Native -Eagle Whistle 

Radio Stations 

TV Stations 

Electronic Media (e.g., 
All - NCDF web site internet advertisements , 

websltes, etc.) and Craigslist 

Bulletin Boards 

Brochures, Notices, Flyers 
All - Metropolitan Boston All - Newton Housing All· local houses of worship 
Housing Partnership and Authori ty and The Second and various local realtors 
Mass Access Slep 

Other (specify) 



may contact your designated emergency contact name, family member or applicable community 

resource. 

1.28 Notice of Right to A Reasonable Accommodation 

NCDF has established the following policy in accordance with the Americans with 

Disabilities Act/Section 504 Regulations. You may request a reasonable accommodation if you 

have a disability and you need: 

• A change in the mles or policies of management procedures to make it easier for you 
to live at The Hamlet Townhouses and use the facilities or take part in programs on 
site 

• A change or repair in your unit or a special type of unit that would make it easier for 
you to live at The Hamlet Townhouses and use the facilities or take part in the 
programs on site 

• A change or repair to some other part of the development that would make it easier 
for you to live at The Hamlet Townhouses and use the facilities or take part in 
programs on site 

• A change in the way management communicates with you or provides information to 
you 

If you can demonstrate that you have a disability and, if your request is reasonable, we 

will try to make the changes that you request. This request is known as a Reasonable 

Accommodation. Request for Reasonable Accommodation forms are available in the 

management office. Tfyou need assistance in completing the request form or if you require 

another method in order to submit your request, we will help you. Please notify the property 

manager if you need any assistance. 

All information that you submit will be kept confidential and VI>i1l only be used to assist in 

making it easier to live in your unit or enjoy other parts of The Hamlet TO'A'Ilhouses. 

The request will be considered under the following conditions: 

• The requested accommodation does not result in an undue administrative burden 
• The requested accommodation does not result in an undue financial burden to the 

owner 
• The requested accommodation does not change the essential nature of the housing 

Upon receipt of a reasonable accommodation request, management will give you an 

answer in writing within thirty (30) days. If there are delays in obtaining or verifying the 

information we may need or, if you ask for additional time to process your request, we will notify 

you. If your request is denied, we will provide you an explanation in writing. If you feel that 
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providing additional information may help to grant the request, you may submit this additional 

information. 

For further information or if you have questions with regard to your right to a reasonable 

accommodation or otherfair housing issues, please speak with the property manager. You may 

also contact NCDF's 504 Coordinator, Ruth Apfelbaum, at : 

Casselman House 
195 Summer Street 

Newton Centre, MA 02459 
(617) 964-8650 TDD (800) 439-2370 

1.29 Emergency Procedures 

An emergency is considered to be one that endangers the safety and well being of our 

residents or may pose damage to the property. Management staff will work promptly to contain 

or eliminate a safety or property damage threat. 

Because it is impossible to anticipate every emergency situation and the needs of each 

resident and development VaJY, residents should use their best judgment and use precaution 

during any emergency. 

We recommend every resident have a flashlight with fresh batteries, non-perishable 

foods, foods that do not require cooking, bottled water and extra blankets on hand at all times in 

case of a prolonged power outage. You may want to bave a portable radio which runs on 

batteries as well . 

Wbile cordless telephones are wondelful in providing mobility, they do not operate if 

there is a power failure. If you have cordless telephones throughout your home, we strongly 

recommend that you have at least one telephone that is a standard plug-in type in case of a 

power outage. It will ensure your ability to communicate with family, friends or management 

staff. 

To reduce the risk of a potential fire, use of candles during a power outage is not 

recommended. Please use extreme precaution when burning candles and make sure they are 

placed in a safe, protective candle holder. Never leave a burning candle unattended. 

1.30 Emergency Evacuation Procedures 

In the event of a fire in your unit, leave immediately. Go to a neighbor's home and call 

911 to report the fire. Give the fire department your name, address and apartment number. The 

fire department recommends that you leave your door closed but unlocked. 
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