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Six Fair Housing Documents 
You Might Have Overlooked.. 
     You know it's going to be a bad day when you 
are opening your mail and find an envelope from 
the Colorado Civil Rights Division in the pile. You 
can be pretty sure the envelope contains a letter 
notifying you that a fair housing complaint has 
been filed against you. That sinking feeling in the 
pit of your stomach is unavoidable - whether you 
are a seasoned professional with a huge portfolio or 
a small investor with just a single rental.  
BBuutt  tthheerree  iiss  hhooppee!! 
     The good news is that if you have been both 
complying with the laws AND faithfully carrying 
out your recordkeeping duties, you are almost 
home free. Why? Because even if you are doing 
things right, if you can't prove it, it doesn't matter! 
Which goes for big owners and management 
companies and small owners alike.  
     Our law firm handles fair housing cases every 
day, and from that experience we know certain 
documents have greater importance than others 
when it comes to defending a violation claim. 

Every scrap of paper has value, 
of course, but some scraps 
could be considered essential.  
     Here is our list of six top 
operational documents that 
every owner and manager 
should maintain:  

       1. Written rental qualifications. This helps show 
that you select your residents based on objective 
criteria and that you apply them to all applicants. 
(By the way, "good credit" is subjective. Detailing 
what you consider to be good credit becomes 
objective.) 
       

        

       2. Phone log. Documenting all incoming and 
outgoing business calls in an old-fashioned, 
chronological, spiral-bound log can 
help prove what was said in the 
briefest of conversations months, 
even years ago. Not to mention 
how you handle your call-backs     
(Continued on Page 2) 

 

Firm Free Lunch Kicks Off  
2005 Schedule 

Start the year off right by participating in our 
Monthly Luncheon on Friday January 21st.  This 
month’s lunch is scheduled for our north location 
at C.B. Potts .   The Firm Luncheons 
provide an excellent opportunity to 
hear about industry news and 
up to the minute information 
on any regulations that will 
impact your properties.  It also 
affords the attendees a chance to 
meet and exchange views with 
their peers in the apartment 
management industry as well as giving everyone 
an opportunity to ask timely questions  and discuss 
problems with the Firm attorneys.  All of the 
attorneys and professional staff attend our monthly 
luncheons.  For the exact address and map showing  
the location of the restaurant, please go to our 
Events area on our web site and click on the date.  
Our web site is www.htspc.com.   
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from voice mail. And how quickly you respond to 
complaints and maintenance requests. And please, 
please, don't substitute yellow "stickies" for proper 
documentation.  
        3. Availability log. This log helps prove what 
units were available when, at what rent, and other 
valuable details each day of the year. It can 
substantiate what you said to a caller according to 
your phone log. It also helps ensure that you are 
providing the same current information about your 
vacancies to all applicants every day.  
       4. Guest card. This is the only written history of 
what transpired when the applicant visited your 
property.  For example, it helps prove when they 
came, what units they were interested in, what they 
looked at, and what their objections were Guest 
cards completed and signed by the applicant 
provide excellent evidence in a law suit.  
       5. Screening checklist. This helps demonstrate 
that you go through the same screening procedure 

for every applicant. It also helps to ensure 
that you don't accidentally miss any of 

the steps. Consistent treatment of 
all applicants is critical. Do not 
forget to put the initials or name of 

the person performing the task 
along with the date and time.  
       6. Activity or conversation log. Document 
everything that goes on during the tenancy for each 
resident in an activity or conversation log (sheet) 
that is affixed to the resident's file folder. Each 
complaint, each phone conversation, each request 
for repair, each violation of the rules, for example, 
can be briefly noted in chronological order as a 
running history. (This does not take the place of 
filling out a maintenance request or serving a notice 
- rather it is the sequential order of events at your 
fingertips that is so valuable.)  
     Of course, these top six documents are just 
the tip of the iceberg. They also need to be 
supported by many other vital pieces of 
documentation (which should all be checked 
annually to ensure compliance with current 
laws), such as:  

  

 Written community policies that don't 
discriminate 

 Leases or rental agreements that comply 
with current landlord-tenant and fair 
housing laws 

 Applications that don't ask discriminating 
questions  

 Copies of adverse action letters for 
applicants who are denied or offered 
conditional acceptance 

 Written procedures for leasing, screening, 
handling complaints, maintenance requests, 
sexual harassment issues, transfers between 
apartments, making upgrades 

And the list goes on . . .
MMaaiinnttaaiinniinngg  rreeccoorrddss 
How long are you going to keep these mountains 
of documents? At least four years. Maybe you 
should be in the storage business!  
DDoo  iitt  rriigghhtt  aanndd  bbee  aabbllee  ttoo  pprroovvee  iitt 
When it comes to providing evidence in a fair 
housing complaint, whether it is to an investigator 
from an enforcing agency or to a judge or jury, "he 
said/she said" IS NOT going to work in your favor. 
Having thorough documentation, however, IS 
going to help your case. And it doesn't matter to 
anyone whether you are just a small owner with a 
unit or two, or a huge management company with 
5,000 units. Same liability, same investigative 
process, same documentation needs. Do yourself a 
favor. Take a close look at your current procedures 
today to see how your documentation program 
would measure up if a complaint  was filed 
tomorrow - then follow up by taking the necessary 
steps to improve it. You'll be glad you did (and 
you'll keep many more dollars in your pocket)! 
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FIRST WORKSHOP 
SCHEDULED FOR JAN

 

Many clients have already signed up for a number 
of the scheduled 2005 workshops listed in last 

month’s newsletters.For 
those of you who could 

benefit from the 
educational 
workshops in 
Fair Housing 

and Evictions we 
encourage you to 
take advantage of 

these free workshops.  
Participants not only receive an in depth 
classroom experience on the scheduled topics but 
also are given workbooks to have as their 
personal reference resource to enforce what is 
covered during the class.  If you have not kept the 
schedule of the 2005 workshops, just go to our 
web site www.htspc.com and choose the 
Newsletter section.  Click on the December 
Newsletter and check out the 2005 schedule that 
appeared in this issue. To register for any or all 
classes please call Eve Lincoln at the Firm or e-
mail her her at eve.lincoln@htspc.com. 

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

HOLIDAY HAPPY HOUR 
CLIENT PARTY GOOD START 

FOR HOLIDAY SEASON 
       A big thank you for all of the clients who 
turned out for the Firm’s Holiday Party on 
December 3rd and helped make it a really big 
success.  It turned into the largest and most 
happening party the Firm has ever hosted.  With 
over 150 people attending during the course of the 
party, it was a great opportunity for the team at 

Hopkins.Tschetter.Sulzer to show our appreciation 
to many of our terrific clients.  This year the door 
prize activity was a big hit and the four winners 
had an opportunity to participate in a blind  
drawing  for a Digital Camera, a 
CD Player, a Mini 
Pocket Digital Camera 
and an American 
Express Gift 
Certificate.  The 
winners of the 
Holiday Party drawings were Yvonne Alva of Ball 
Park Lofts (a Legacy Partners Property), Lainey 
Tridle of the Renaissance at Civic Center, Paul 
Malinowski of Pillar Properties and Nate  Davis of 
Colinas Point (an Equity Property).  For those of 
you who do not want to miss out on Holiday Party 
fun this year, mark your calendar now for the 
Firm’s Holiday Party that will be held on Friday 
December 2nd, 2005.  

FAIR 
HOUSING 
JAN 12TH 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

"We have flown the air like birds 
and swum the sea like fishes, but have yet to learn 
the simple act of walking the earth like brothers." 

Martin Luther King
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