
Public Housing Resident Organizing and Participation Toolkit

Sample Resident Council Procedures 
& Sample Forms for Resident Council 
Meetings & Elections 



Training Overview

Sample Resident Council Procedures

• Sample, customizable procedures

• Membership meetings 

• Board meetings

• Board member responsibilities

• Board elections

• Recall elections

• Filling board vacancies mid-term

Sample Forms for Resident Council Meetings & Sample Forms for Resident Council 

Elections provide customizable forms and notices to carry out the Procedures. 
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https://files.hudexchange.info/resources/documents/PHA-Sample-Resident-Council-Procedures.pdf
https://files.hudexchange.info/resources/documents/PHA-Sample-Forms-for-Resident-Council-Meetings.pdf
https://files.hudexchange.info/resources/documents/PHA-Sample-Forms-for-Resident-Council-Elections.pdf


Key Points

• These sample procedures are based off of the Sample 

Bylaws provided in this Toolkit. 

• The procedures provide detail for carrying out important 

resident council functions — particularly running meetings 

and electing board members and officers.

• The sample documents provide templates for carrying out 

the procedures such as sign-in sheet forms and notices for 

meetings. 

• In carrying out resident council functions its important to 

safeguard residents’ personal information and only collect 

information that is necessary. 
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Protecting Resident Council Members 
Information and Privacy

Resident councils have a responsibility to 

safeguard members’ personally identifiable 

information (PII).

• Only collect information about individuals that 

is relevant and necessary. 

Consider: 

• Do you truly need this information?

• Could it be collected anonymously?
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Store Records with Safeguards

Only share and discuss 
personal information with 

those who need to know it.

Clearly label all files 
containing sensitive 

information (example 
“for board use only”).

Lock up all paper files and 
media with PII in a file 

cabinet or case.

Password protect 
computers, or 
specific e-files.

Keep accurate 
records of where PII 

is used and 
maintained.

Restrict access to 
offices where 
information is 

stored.

Destroy records 
once they are no 
longer needed.

Consult an attorney or your PHA for training and support. 
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Providing Notice to Members

Let members know what information 

is needed, why it is needed, and that 

sharing information is optional.
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Adapting the Sample Procedures

Based off the Sample Bylaws — modify these to 

match your bylaws

Comply with HUD regulations for a duly-elected 

resident council including requirements for board 

elections and recalls.

Your organization can: 

• Decide on the procedures that will work for you 

(in most places). 

• Have the board of directors adopt the procedures 

so they can be easily updated.

• Save, print, and share with your members!
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Knowledge Check

With regards to residents’ personally 

identifiable information, the resident 

council should:

a. Never collect personal information

b. Only collect information that is necessary 

and relevant

c. Have the PHA collect private information

d. All of the above
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Knowledge Check

b. Only collect information 
that is necessary and 
relevant
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Knowledge Check

The resident council can safeguard residents’ 

personal information by:

a. Locking up paper files and media

b. Password protecting computers and 

electronic files

c. Keeping accurate records of where personal 

information is used and stored

d. All of the above
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Knowledge Check

d. All of the above
• Locking up paper files and media

• Password protecting computers 

and electronic files

• Keeping accurate records of 

where personal information is 

used and stored
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Screen Sharing: 

Video Training 

Reviews the 

Procedures



Screen Sharing: 

Video Training 

Reviews the 

Procedures



Screen Sharing: 

Video Training 

Reviews 

Decision-Making



Screen Sharing: 

Video Training 

Reviews the 

Procedures for 

Board Meetings



Screen Sharing: 

Video Training 

Reviews the 

Procedures for Board 

Responsibilities



Screen Sharing: 

Video Training 

Reviews the 

Election Process



Screen Sharing: 

Video Training 

Reviews the 

Board Terms



Screen Sharing: 

Video Training 

Reviews Recall 

Elections



Recall Elections

HUD regulations require written procedures for the recall 

of a board member(s) by the membership. 

These must:  

• Allow for a petition by members.

• Set a minimum number of members, a threshold, who can call 

for a recall election — at least 10% of the voting membership.

• Have a third party oversee the recall voting process

The resident council may decide on a recall process that meets 

these requirements. Sample procedures provide one option.
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Filling Board Vacancies

HUD regulations 

• Do not specify how to fill Board vacancies outside of normal elections. 

• Require that all Board members meet all standard election requirements.

Sample procedures 

• Give the option of finding potential candidates at the recall election to be voted on by 

the Board, OR allowing the position to remain vacant. 

» Positions may remain open only if there are enough Board members for quorum. 

• Create a streamlined election process 

Note: If the resident council does not hold annual elections, consider a process 

for the membership to elect new Board members within a year.
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Knowledge Check

HUD regulations require:

a. That board elections take place at least 

once every 3 years

b. That board members serve no more than 

2 terms

c. That board vacancies during a term are 

filled through a vote of all members

d. All of the above
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Knowledge Check

a. That board elections 
take place at least 
once every 3 years
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Knowledge Check

True or False: 

Under the Sample Procedures, only a 

board member can make a proposal 

during a resident council meeting.
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Knowledge Check

False: 

Any member can make a 
proposal during a resident 
council meeting.
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Screen Sharing: 

Video Training 

Reviews Sample 

Forms for Resident 

Council Meetings



Screen Sharing: 

Video Training 

Reviews Sample 

Forms for Resident 

Council Elections



Knowledge Check

How many days’ notice do the Sample 

Procedures recommend for the initial 

notice for a resident council election?

a. 7

b. 30

c. 45

d. 60
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Knowledge Check

c. 45
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End of Training on Sample Resident Council 
Procedures & Forms

This training is part of the Public Housing Resident Organizing and 

Participation Toolkit. The full toolkit includes topical guides, customizable 

resident council documents and forms, tools related to tenant participation 

funds, and case studies of resident organizations around the country. 

To see the full toolkit go to: https://www.hudexchange.info/programs/

public-housing/resident-toolkit/

This document is provided for informational purposes only and is not 

an official, or required, HUD document.
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