
December 17th, 2024

AFFORDABLE REQUIREMENTS 

ORDINANCE (ARO)

Training: ARO Affirmative Fair 

Housing Marketing and Tenant 

Screening Plan Rules



Agenda

1) Review Highlights in the ARO Affirmative Fair Housing Marketing 

and Tenant Screening Plan Rules

2) Update on 3 Preferential Policies: Veterans Preference 

Ordinance, Type A Accessible, and Family-Size for Multi-Person 

Households

3) How to Develop Exhibit A: Affirmative Fair Housing Marketing Plan

4) Review Marketing Plan Advertising Examples

5) Q&A



ARO Affirmative Fair Housing Marketing and 
Tenant Screening Plan Rules

• The ARO Affirmative Fair Housing 

Marketing and Tenant Screening Plan 

Rules has been in effect since December 

9, 2022

• Purpose: promote fair housing to single 

and family households regardless of race, 

color, sex, gender identity, age, religion, 

disability, national origin, ancestry, sexual 

orientation, marital status, parental status, 

military status, and source of income. 

• Applies to new lease up and existing ARO 

buildings ARO Affirmative Fair Housing Marketing and 

Tenant Screening Plan Rules

https://chicago.gov/content/dam/city/depts/doh/aro/ARO_Marketing%20_and_Tenant_Screening_Plan_12.15.22.pdf
https://chicago.gov/content/dam/city/depts/doh/aro/ARO_Marketing%20_and_Tenant_Screening_Plan_12.15.22.pdf


ARO Affirmative Fair Housing Marketing and 
Tenant Screening Plan Rules

Developers, property managers, and leasing 

agents must:

• Follow the tenant screening criteria rules and policies

• Create a Marketing Plan in Exhibit A: Affirmative Fair 

Housing Marketing Plan



Tenant Screening Criteria and Procedures

2.2 Fees

• Leasing agents may not charge application fees other than a reasonable 

credit report fee

• Leasing agents may not require fees or deposits for affordable units that 

are not applied to market-rate unit applicants

• Leasing agents may not charge move-in fees to applicants for affordable 

units that will not be refundable or credited to the first month’s rent

• Leasing agents may not require move-in fees or security deposits 

amounting to more than 30% of the monthly rent of the unit to be occupied 

by the applicant for an affordable unit



Tenant Screening Criteria and Procedures

ARO Preferential Policies

• Family-Size Preference Policy

o Existing since December 2022

• Type A Accessible Unit Preference Policy

o Existing since December 2022

• Veterans Preference Ordinance

o New, adopted by City Council on April 17, 2024 

o Goes into effect January 1, 2025

o Only applies to residential buildings subject to 2021 ARO



2.4 Family-Size Unit Preference Policy

• Property owners must give preference in leasing units of two (2) bedrooms or 

more to qualifying multi-person households, as detailed below.

• These units will be available to qualifying multi-person households for a 6-week 

period following the start of general marketing and outreach, or upon new 

vacancy, on a first-come, first-served basis.

• Following the 6-week period, these units can be offered to any otherwise 

qualified household regardless of size.

 

  2 Bedroom:  2 – 4 residents

  3 Bedroom:  3 – 6 residents

  4 + Bedroom: 5+ residents

Tenant Screening Criteria and Procedures



2.5 Accessible Unit Considerations

2.5.1 Accessible Unit Preference Policy

• Developers must give preference in leasing at least 10% of the total 

affordable accessible units to people with disabilities.

• These accessible units are subject to a separate 6-week marketing and 

outreach period prior to the start of the general marketing and leasing 

period.

• Applicants in need of an available accessible unit will be evaluated and 

offered the unit on a first-come, first-served basis for the separate 6-week 

marketing period.

Tenant Screening Criteria and Procedures



2.5.1 Accessible Unit Preference Policy

• If 10% of the total affordable accessible units are filled during this 6-week 

period, this does not trigger an additional percentage beyond the minimum 

10% requirement.

• If a unit subject to the accessibility preference policy is also a family-

sized unit, an applicant household must meet the requirements of both 

preference policies in order to satisfy this section. 

• If an accessible unit is offered to and accepted by an applicant who does 

not require accessibility features, that tenant will be required to transfer to a 

comparable non-accessible unit within the building if a future tenant or 

applicant requires an accessible unit.

Tenant Screening Criteria and Procedures



2.5.2 Applying for Accessible Unit

• If a person's disability is obvious, or otherwise known to the leasing agent, 

and if the need for the requested accommodation is also readily apparent or 

known, then the landlord may not request any additional information about 

the requester's disability or the disability-related need for the 

accommodation.

• If the requester's disability is known or readily apparent to the provider, but 

the need for the accommodation is not readily apparent or known, the 

landlord may request information that is necessary to evaluate the disability-

related need for the accommodation.

Tenant Screening Criteria and Procedures



2.5.3 Accessible Unit Documentation

• Applicants that are requesting accessible units may be asked to provide 

verification of a disability issued by a doctor, medical professional, a non-

medical service agency, a peer support group, a community-based 

organization, or a reliable third party.

• Proof of disability may also be established by documents from the following 

sources:

o Illinois Person with a Disability Identification from the Secretary of State’s 

Office

o Proof of Social Security Disability Insurance

o Credible statement by the individual

Tenant Screening Criteria and Procedures



2.5.4 Reasonable Accommodations 

and Modifications

• If an applicant requests a physical change 

to the affordable unit, they must submit 

Exhibit B for the Reasonable 

Accommodations and Modifications 

Request Form.

Tenant Screening Criteria and Procedures



NEW - ARO Veterans Preference

Veterans Preference Ordinance

• In effect starting January 1, 2025

• Only applies to residential buildings subject to 2021 ARO

• Must allocate 10% of the total number of ARO affordable units to Veterans 

for a 30-day period following the opening of resident applications

o Example for New Lease Up: If 22 Affordable Units in building = 2 ARO units 

for Veterans Preference

• Mandated minimum period during which developers must actively market and 

reserve affordable units for Veterans



NEW - ARO Veterans Preference

Veterans Preference Ordinance

• Veteran means a person who has served in the United States armed forces and 

was discharged or separated other than dishonorable conditions

• Forms of ID

o Forms showing if continuing member of service

o DD 214 Form that verifies Veteran status (proof of military service), also 

known as Report of Separation

o Any type of National ID Form Issued



Implementation – 3 Preference Policies

• If 2021 ARO building, all 3 Preference Policies can run concurrently 

at the start of marketing available ARO units: Veterans, Family-Size, 

and Type A Accessible, if applicable

• If 2021 ARO building, in the first 30 days of marketing available ARO 

units, all applicants should be asked if they are a Veteran applying 

for housing

• 2021 ARO buildings can only use a waitlist for Veterans

• NEW – ARO Application Materials will include a new “checkbox” for 

Veterans status on the ARO Application Checklist submitted to DOH

o Used to track Veterans applying to ARO units



Implementation – 3 Preference Policies

Veterans Preference 

Ordinance

Family-Size Preference 

Policy

Type A Accessible 

Preference Policy

Application to ARO 

residential building

Applies only to 2021 ARO 

buildings

Applies to both 2015 and 

2021 ARO buildings

Applies to both 2015 and 

2021 ARO buildings

Percentage of Affordable 

Units

10% of affordable units Units of two (2) bedrooms or 

more to qualifying multi-

person households

10% of affordable units

Available for X period 

following the start of general 

marketing/upon new 

vacancy/first-come, first-

serve

30 days, when unit is 

available

Market at the same time as 

all preference policies

6-week period, when unit is 

available

Market at the same time as 

all preference policies

6-week period, when unit is 

available

Market at the same time as all 

preference policies

How to apply each policy?

 

• Veterans preference policy should be applied first of all three policies, for 10% of 

affordable units

• First-come, first-serve basis, but you must prioritize policy based on type of unit (2 or 

more bedrooms) and accessibility (Type A)

• If a unit subject to the accessibility preference policy is also a family-sized unit, an 

applicant household must meet the requirements of both preference policies



Resources and Expectations: Veterans 
Preference Policy

• In January, ARO staff will provide a resource guide to Property 

Managers of 2021 ARO buildings to reach out to Veterans affiliated 

organizations to advertise available ARO units for Veterans

• ARO Property Managers must ensure efforts are made to contact 

Veterans affiliated organizations in the 30-day marketing period

• Veterans will be able to directly contact Property Managers and/or 

apply for ARO units

• Start building relationships with Veterans affiliated organizations

• Property Managers must reach out to the local Alderperson Office with 

availability for Veterans



2.9 Credit

• DOH prohibits tenant selection 

procedures that exclude applicants 

based solely on their credit scores or 

credit history.

• Applicants with low credit scores or 

negative credit scores must be 

individually assessed according to 

the Credit Review Criteria Form in 

Exhibit C.

Tenant Screening Criteria and Procedures



Credit: Exhibit C Overview

Prohibited Information – The following information may not be considered in 

the individualized assessment of reviewing applicant's credit:

• Housing court history or past or pending landlord-tenant action 

• Debt-to-income ratios

• Lack of credit or rental history

• Guarantors or co-signers, with the exception of not-for-profits or government 

entities acting on behalf of their clients

• Home visits, photos, or representations of the applicant’s living situation

• Outreach to current or previous housing providers, neighbors, or others 

associated with the applicant’s living situation, except as specifically 

authorized by the applicant to obtain a current or previous landlord’s written 

record of applicant’s history of rent payment



Credit: Exhibit C Steps

Step 1: Credit Review Criteria

• If the applicant is in receipt of rent subsidies that go directly to the 

housing provider and pay the entire rent, the applicant may not be 

denied based on credit history. 

Step 2: 12-Month On-Time Rental Payment

• If the applicant provides evidence of 12 months of consistent, on-time rental 

payments, the applicant may not be denied based on credit history.

• If yes, approve Applicant.

• If no, proceed to step 3



Step 3: Credit Score

• Applicants may not be excluded based solely on their credit scores or credit history. 

Housing providers may opt to consider a FICO credit score as one of several factors' 

indicative of financial stability.

• If you are running a credit check, applicants must be provided a copy of their credit 

report if it is to be used among the bases for rejection.

• Is it your policy as a housing provider to consider an applicant’s numerical credit 

score as an indicator of financial stability?

  ❑ YES, complete question below.

  ❑ No. Proceed to Step 4 and subsequent sections.

• Is the Applicant’s credit score 580 or above, or 500 or above if the Applicant is 

homeless?

❑ YES. Approve Applicant. The applicant’s credit score is satisfactory.

❑ NO. Proceed to Step 4 and subsequent sections.

Tenant Screening Criteria and Procedures



2.10 Criminal History

• DOH prohibits tenant selection procedures 

that exclude applicants based on their 

criminal history.

• The Cook County Just Housing 

Amendment (JHA) prohibits housing 

discrimination based on criminal history and 

requires housing providers to perform an 

individualized assessment of an applicant’s 

criminal conviction history prior to denying 

an application for housing.

• Applicants with criminal history must be 

individually assessed per the Criminal 

History Review Criteria Form in Exhibit D

Tenant Screening Criteria and Procedures



2.15 Penalties for 

Non-Compliance

• Failure to comply with 

any condition of 

project approval, 

including this plan, 

constitutes a violation 

of the ARO and may 

subject to the following 

penalties: 

VIOLATION PENALTY AMOUNT
Failure to pay the ARO in lieu 

fee or off-site administration 

fee. 

As determined on a case-

by-case basis, capped at 

twice the original in lieu 

fee per unit amount. Failure to construct the 

affordable units. 

Failure to sell the affordable 

unit in accordance with the 

ARO. 

Failure to market the 

affordable units in accordance 

with the Affirmative Fair 

Housing Marketing and 

Tenant Screening Plan Rules. 

Failure to lease the affordable 

unit in accordance with the 

ARO. 

$500.00 per unit per day 

for each day that the 

developer is in 

noncompliance with the 

ARO. 

Tenant Screening Criteria and Procedures



Developing Affirmative Fair Housing Marketing Plan 

Reasons for developing a Marketing 

Plan:

• Increase affordable housing opportunities 

through promotional materials for income 

eligible households

• Ensure ARO buildings are following federal, 

state and local laws related to fair housing

• Provide clarity on ARO screening criteria

• Promote preferential policies

• Understand the ARO application 

requirements



Start marketing and leasing at least 90 days before a new 

residential building opens and at least 60 days when ARO units 

become available in an existing building

Process Steps for New Lease Up:

Step 1: Contact ARO to begin developing the Marketing Plan in Exhibit A

Step 2: Submit Marketing Plan to ARO Project Coordinator for review and 

approval

• If existing ARO building, start marketing after receiving approval and no 

other steps required

Developing Affirmative Fair Housing Marketing Plan 



Continue Process Steps for New Lease Up:

Step 3: After Marketing Plan approved, fill out the Rental Unit Marketing Form (RUMF) for 

a new lease up and submit to ARO Project Coordinator

• Use the 2024 Table of Income and Rent Limits to determine gross annual 

income using AMI% and max rent based on utilities paid by the tenant

• ARO uses the RUMF ‘public contact for lease up’ section to add the building 

contact information on the Affordable Rental Housing Resource List

Step 4: ARO Intake Application Training

• After completing the training, property manager starts applications

Step 5: Site Visit – Property Manager must provide a Certificate of Occupancy to ARO, 

then a site visit needs to occur before ARO tenants move-in

Step 6: Issue ARO Compliance Letter

Developing Affirmative Fair Housing Marketing Plan 

https://www.chicago.gov/content/dam/city/depts/doh/general/ARO-Rental-Unit%20Marketing-Form-Nov-2019.pdf
https://www.chicago.gov/content/dam/city/depts/doh/aro/2024%20Income%20and%20Rent%20Limits.pdf
https://www.chicago.gov/content/city/en/depts/doh/provdrs/renters/svcs/affordable-rental-housing-resource-list.html


• After the Marketing Plan is implemented, ARO Project Coordinator 

follows up with the property manager to request outreach and 

marketing examples (i.e. screenshots of social media posts or online 

newspaper Ad)

o Outreach includes documented efforts to contact local Alderperson 

and/or Veterans affiliated organizations

• ARO Project Coordinator follows up with the property manager to 

request an update on the 3 Preferential Policies, if applicable

Monitoring Implementation of Marketing Plans



• General questions regarding ARO rules, process or 

concerns should be directed to ARO@cityofchicago.org

• Property Managers (and staff) should not direct tenants or 

prospective tenants (applicants) to City staff email or phone

o If they have questions you cannot answer, please collect 

their information and direct such inquiries to City staff 

• City staff will provide you with answers or directly reach out 

to the tenant/prospective tenant (applicant)

Reminders for Property Managers

mailto:ARO@cityofchicago.org


Advertising Venues and Dates

• For newspaper or publications 

(includes digital), must use 5 venues 

and list the 6-week dates

• For citywide paper (includes digital), 

must use 1 venue for 2 weekends and 

list those two dates

• For social media, website, and email 

blast, use at least 3 venues and list 

the range of dates throughout the 

marketing period

o ARO highly encourages the use of 

property website for advertising

• Contact the Local Alderman

Developing Affirmative Fair Housing Marketing Plan 



Community-based Organizations Resource – provided by 

ARO staff

ARO Marketing Plan Resources



Media Resource – 

provided by ARO 

staff

ARO Marketing Plan Resources



Exhibit A: Sample Advertisement Language

Developing Affirmative Fair Housing Marketing Plan 



Exhibit A: Sample 

Advertisement 

Language

Developing Affirmative Fair Housing Marketing Plan 



Developing Affirmative Fair Housing Marketing Plan 

All Advertising must use the Equal Housing Opportunity Symbol



Marketing Plan Record Keeping Standards



How to Market Preferential Policies

• Utilize specific language to comply with preferential policies

o Invite Veterans, multi-family households, and people with 

disabilities to apply for ARO units

• Since it is new to advertise affordable housing for Veterans in 2021 

ARO residential buildings, think of phrases to use:

o We Honor Our Veterans – Offering 1-Bedroom Apartment

o Affordable Housing Opportunity for Low to Moderate Income 

Military Veterans

o Apartments for Veterans Available Now

o Renting to Our Nation’s Heroes – inquire to learn about affordable 

housing for Veterans



Newspaper Advertising Examples



Newspaper Advertising Examples



Online Advertising Examples



Online Advertising 
Examples



Property Website Advertising Examples



Property Website Advertising Examples



Property Website Advertising Examples



Property Website Advertising Examples



Property Website Advertising Examples



Property Website Advertising Examples



Social Media Advertising Examples



Social Media Advertising Examples



Social Media Advertising Examples



Social Media Advertising Examples



Social Media Advertising Examples



• Following this Q4 training, Property Managers for existing ARO buildings must 

connect with an ARO Project Coordinator to develop your Marketing Plan (if not 

yet completed) 

o The ARO Project Coordinator wants to learn before the end of December 

2024 how many more ARO existing buildings have not developed a 

Marketing Plan

• The Marketing Plan is only developed once for any new ARO building opening in 

the lease up phase or when existing ARO buildings have available units

o Use the Marketing Plan and Resources as your guide to marketing every 

time an ARO unit becomes available

• Starting January 1, 2025, must apply the Veterans Preference for 10% of the 

total affordable units available for rent in all your marketing materials only for 

2021 ARO residential buildings

• Answer the new checkbox for Veterans status in the ARO Application Checklist 

when submitting applications to DOH

Next Steps for ARO Property Managers



Questions and Answers



Thank you!

Chicago.gov/ARO

Thomas Moes
ARO Project Coordinator

thomas.moes@cityofchicago.org

312-744-5086

http://chicago.gov/ARO
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