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PHA Plan
Agency ldentification

PHA Name: PITTSBURG PUBLIC HOUSING AGENCY
PHA Number: KS149
PHA Fiscal Year Beginning: (mm/yyyy) 10/01/2003

Public Accessto Information

Information regarding any activities outlined in this plan can be obtained by contacting:
(select all that apply)

XI  Main administrative office of the PHA

[] PHA devel opment management offices

[]  PHA locd offices

Display Locations For PHA Plans and Supporting Documents

The PHA Plans (including attachments) are available for public ingpection a: (select dl that
apply)

Main adminigtrative office of the PHA

PHA development management offices

PHA locd offices

Main adminigraive office of the locd government
Main adminigrative office of the County government
Main adminigrative office of the State government
Public library

PHA website

Other (list below)

DOXOOXOOX

PHA Plan Supporting Documents are available for inspection at: (sdect dl that apply)
X Main business office of the PHA

[ ] PHA development management offices

[1  Other (list below)
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5-YEAR PLAN
PHA FiscAL YEARS 2000 - 2004
[24 CFR Part 903.5]
A. Mission
State the PHA’ s mission for serving the needs of low-income, very low income, and extremely low-income
familiesin the PHA’ s jurisdiction. (select one of the choices below)

X The mission of the PHA isthe same as that of the Department of Housing and Urban
Development: To promote adequate and affordable housing, economic opportunity and
aguitable living environment free from discrimination.

[]  ThePHA’smissionis (state mission here)

B. Goals

The goals and objectives listed below are derived from HUD' s strategic Goals and Objectives and those
emphasized in recent legislation. PHAs may select any of these goals and objectives as their own, or
identify other goals and/or objectives. Whether selecting the HUD-suggested objectives or their own,
PHASARE STRONGLY ENCOURAGED TO IDENTIFY QUANTIFIABLE MEASURES OF SUCCESSIN
REACHING THEIR OBJECTIVES OVER THE COURSE OF THE 5 YEARS. (Quantifiable measures would
include targets such as: numbers of families served or PHAS scores achieved.) PHAs should identify these
measures in the spaces to the right of or below the stated objectives.

HUD Strategic Goal: Increasethe availability of decent, safe, and affor dable housing.

X PHA God: Expand the supply of asssted housing
Objectives:
Apply for additiond rentd vouchers.
Reduce public housing vacancies:
Leverage private or other public fundsto create additional housing
opportunities:
Acquire or build units or developments
Other (list below)

| I I [

X PHA Goa: Improvethe quality of assisted housing

Objectives:
Improve public housing management: (PHAS score)
Improve voucher management: (SEMAP score) 100%
Increase customer satisfaction:
Concentrate on efforts to improve specific management functions:
(ligt; eg., public housing finance; voucher unit ingpections)
Renovate or modernize public housing units:
Demolish or dispose of obsolete public housing:
Provide replacement public housing:
Provide replacement vouchers:

N [ I R |

5Year Plan Pagel
form HUD 50075 (03/2003)



]

Other: (list below)

X PHA Godl: Increase assisted housing choices
Objectives:

N A =<

Provide voucher mobility counsding:

Conduct outreach efforts to potentid voucher landlords
Increase voucher payment standards

Implement voucher homeownership program:

Implement public housing or other homeownership programs.
Implement public housng Ste-based waiting ligs:

Convert public housing to vouchers:

Other: (list below)

HUD Strategic Goal: Improve community quality of life and economic vitality

X

PHA God: Provide an improved living environment
Objectives

[]
L]
[]

X

Implement measures to deconcentrate poverty by bringing higher income public
housing households into lower income developments:

Implement measures to promote income mixing in public housing by assuring
access for lower income families into higher income devel opments.

Implement public housing security improvements:

Designate developments or buildings for particular resdent groups (elderly,
persons with disabilities)

Other: (list below)Work with loca Community Development Office with the

City of Rittsburg to encourage development of programs to improve conditions of
exiging rental housing.

HUD Strategic Goal: Promote self-sufficiency and asset development of families and

individuals

]

PHA God: Promote sdf-sufficiency and asset development of assisted households
Objectives:

O O Od

Increase the number and percentage of employed persons in asssted families:
Provide or attract supportive services to improve ass stance recipients
employability:

Provide or atract supportive services to increase independence for the elderly
or families with disabilities

Other: (list below)
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HUD Strategic Goal: Ensure Equal Opportunity in Housing for all Americans

X PHA God: Ensure equd opportunity and affirmatively further fair housing

Objectives:

X Undertake affirmative measures to ensure access to asssted housing regardiess
of race, color, religion nationd origin, sex, familid saus, and disability:

[] Undertake affirmative measures to provide a suitable living environment for
familiesliving in asssted housing, regardless of race, color, reigion nationd
origin, sex, familid gatus, and disahility:

X Undertake affirmative messures to ensure ble housing to persons with al
varieties of disabilities regardless of unit Sze required:

[]  Other: (list below)

Other PHA Goals and Objectives: (list below)
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Annual PHA Plan

PHA Fiscal Year 2000
[24 CFR Part 903.7]

i. Annual Plan Type:

Select which type of Annual Plan the PHA will submit.

[] Standard Plan

Streamlined Plan:
[] High Performing PHA
[]  Small Agency (<250 Public Housing Units)
X Administering Section 8 Only

[] Troubled Agency Plan

ii. Executive Summary of the Annual PHA Plan

[24 CFR Part 903.7 9 (1)]
Provide abrief overview of the information in the Annual Plan, including highlights of major initiatives
and discretionary policiesthe PHA hasincluded in the Annual Plan.

The Pittsburg Public Housing Agency has plansto expand the
existing program with additional voucherswhich may become
available. Staffing constraintsrestrictsthe agency from initiating
new programs. The PHA will maintain their current status and
intent to maintain a fully leased program.

iii. Annual Plan Table of Contents

[24 CFR Part 903.7 9 (r)]
Provide atable of contents for the Annual Plan, including attachments, and alist of supporting
documents available for public inspection.

Table of Contents

Annual Plan

I.  Executive Summary

ii. Tableof Contents

Housing Needs

Financia Resources

Policies on Eligibility, Sdection and Admissons
Rent Determination Policies
Operations and Management Policies
Grievance Procedures

Capital Improvement Needs
Demalition and Disposition

S R I A
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9. Desgndion of Housing

10. Conversons of Public Housing

11. Homeownership

12. Community Service Programs

13. Crime and Safety

14. Pets (Inactive for January 1 PHAYS)
15. Civil Rights Certifications (included with PHA Plan Certifications)
16. Audit

17. Asset Management
18. Other Information

Attachments
Indicate which attachments are provided by selecting all that apply. Provide the attachment’ s name (A,
B, etc.) in the space to the | eft of the name of the attachment. Note: If the attachment is provided asa
SEPARATE file submission from the PHA Plansfile, provide the file name in parentheses in the space to
theright of thetitle.

Required Attachments:

[] Admissions Policy for Deconcentration

[]  FY 2000 Capital Fund Program Annual Statement

[] Most recent board-gpproved operating budget (Required Attachment for PHAS
that are troubled or at risk of being designated troubled ONLY)

Optiona Attachments:

X PHA Management Organizational Chart

[_] FY 2000 Capital Fund Program 5 Y ear Action Plan

[_] Public Housing Drug Elimination Program (PHDEP) Plan

[_] Comments of Resident Advisory Board or Boards (must be attached if not included
in PHA Plan text)

[] Other (List below, providing each attachment name)

Supporting Documents Available for Review
Indicate which documents are available for public review by placing a mark in the “ Applicable & On

Display” column in the appropriate rows. All listed documents must be on display if applicable to the
program activities conducted by the PHA.

List of Supporting Documents Available for Review

Applicable Supporting Document Applicable Plan Component
&
On Display
PHA Plan Certifications of Compliance with the PHA Plans 5 Year and Annual Plans
and Related Regulations
XX State/Local Government Certification of Consistency withthe | 5Year and Annual Plans

Consolidated Plan

Fair Housing Documentation:

Records reflecting that the PHA has examined its programs or
proposed programs, identified any impedimentsto fair
housing choice in those programs, addressed or is
addressing those impedimentsin areasonable fashion in

5Year and Annual Plans
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List of Supporting Documents Available for Review

Applicable
&
On Display

Supporting Document

Applicable Plan Component

view of the resources available, and worked or is working
with local jurisdictions to implement any of the jurisdictions’
initiativesto affirmatively further fair housing that require the
PHA’s involvement.

Consolidated Plan for the jurisdiction/sin whichthe PHA is | Annual Plan:
located (which includes the Analysis of Impedimentsto Fair | Housing Needs
Housing Choice (Al))) and any additional backup datato

support statement of housing needs in the jurisdiction

Most recent board-approved operating budget for the public | Annual Plan:

housing program

Financial Resources;

Public Housing Admissions and (Continued) Occupancy
Policy (A& O), which includes the Tenant Selection and
Assignment Plan [TSAP]

Annual Plan: Eligibility,
Selection, and Admissions
Policies

XX Section 8 Administrative Plan Annual Plan: Eligibility,
Selection, and Admissions
Policies
Public Housing Deconcentration and Income Mixing Annual Plan: Eligibility,
Documentation: Selection, and Admissions
1. PHA board certifications of compliance with Policies
deconcentration regquirements (section 16(a) of the US
Housing Act of 1937, asimplemented in the 2/18/99
Quality Housing and Work Responsibility Act Initial
Guidance; Notice and any further HUD guidance) and
2. Documentation of the required deconcentration and
income mixing analysis
Public housing rent determination policies, including the Annual Plan: Rent
methodol ogy for setting public housing flat rents Determination
check hereif included in the public housing
A & O Palicy
Schedule of flat rents offered at each public housing Annual Plan: Rent
development Determination
check hereif included in the public housing
A & OPolicy
XX Section 8 rent determination (payment standard) policies Annual Plan: Rent
[_] check hereif included in Section 8 Determination
Administrative Plan
Public housing management and maintenance policy Annual Plan: Operations
documents, including policies for the prevention or and Maintenance
eradication of pest infestation (including cockroach
infestation)
Public housing grievance procedures Annual Plan: Grievance
check here if included in the public housing Procedures
A & O Palicy
XX Section 8 informal review and hearing procedures Annua Plan: Grievance

|:| check hereif included in Section 8
Administrative Plan

Procedures

The HUD-approved Capital Fund/Comprehensive Grant

Annual Plan: Capital Needs

FY 2000 Annual Plan Page 3
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List of Supporting Documents Available for Review

Applicable
&
On Display

Supporting Document

Applicable Plan Component

Program Annual Statement (HUD 52837) for the active grant
year

Most recent CIAP Budget/Progress Report (HUD 52825) for
any active CIAP grant

Annual Plan: Capital Needs

Most recent, approved 5 Y ear Action Plan for the Capital
Fund/Comprehensive Grant Program, if not included as an
attachment (provided at PHA option)

Annual Plan: Capital Needs

Approved HOPE VI applications or, if more recent, approved
or submitted HOPE VI Revitalization Plans or any other
approved proposal for development of public housing

Annual Plan: Capital Needs

Approved or submitted applications for demolition and/or

Annual Plan: Demolition

disposition of public housing and Disposition

Approved or submitted applications for designation of public | Annual Plan: Designation of
housing (Designated Housing Plans) Public Housing

Approved or submitted assessments of reasonable Annual Plan: Conversion of
revitalization of public housing and approved or submitted Public Housing

conversion plans prepared pursuant to section 202 of the

1996 HUD Appropriations Act

Approved or submitted public housing homeownership Annual Plan:
programs/plans Homeownership

Policies governing any Section 8 Homeownership program Annual Plan:

[ ] check hereif included in the Section 8
Administrative Plan

Homeownership

Any cooperative agreement between the PHA and the TANF
agency

Annual Plan: Community
Service & Sdlf-Sufficiency

FSS Action Plan/s for public housing and/or Section 8

Annua Plan: Community
Service & Sdlf-Sufficiency

Most recent self-sufficiency (ED/SS, TOP or ROSS or other
resident services grant) grant program reports

Annual Plan: Community
Service & Sdlf-Sufficiency

The most recent Public Housing Drug Elimination Program
(PHEDEP) sami-annual performance report for any open grant
and most recently submitted PHDEP application (PHDEP
Plan)

Annual Plan: Safety and
Crime Prevention

The most recent fiscal year audit of the PHA conducted
under section 5(h)(2) of the U.S. Housing Act of 1937 (42 U.
S.C. 1437c(h)), the results of that audit and the PHA’s
response to any findings

Annual Plan: Annual Audit

Troubled PHAs: MOA/Recovery Plan

Troubled PHAS

Other supporting documents (optional)
(list individually; use as many lines as necessary)

(specify as needed)

1. Statement of Housing Needs

FY 2000 Annual Plan Page 4
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[24 CFR Part 903.7 9 (a)]

A. Housing Needs of Familiesin the Jurisdiction/s Served by the PHA

Based upon the information contained in the Consolidated Plan/s applicable to the jurisdiction, and/or
other data available to the PHA, provide a statement of the housing needs in the jurisdiction by
completing the following table. Inthe “Overall” Needs column, provide the estimated number of renter
families that have housing needs. For the remaining characteristics, rate the impact of that factor on the
housing needs for each family type, from 1 to 5, with 1 being “no impact” and 5 being “severe impact.”
Use N/A to indicate that no information is available upon whichthe PHA can make this assessment.

Housing Needs of Familiesin the Jurisdiction

by Family Type

Farnlly Type Overal ,:Jiiti)t;d- Supply Quality :Dt;(l:lt;,te;s- Size l_igtr:]a
Income <= 30% of | 800 4 2 3 1 1
AMI
Income >30% but | 488 3 2 3 1 1
<=50% of AMI
Income >50% but | 618 2 2 2 1 1
<80% of AMI
Elderly 799 4 3 2 1 1
Familieswith 502 4 3 4 4 1 1
Disahilities
Race/Ethnicity w

91.7%
Race/Ethnicity B 3.7%
Race/Ethnicity 0 5%
Race/Ethnicity H 3.8%

What sources of information did the PHA use to conduct this anaysis? (Check dl that apply;
al materids must be made available for public ingpection.)

[]  Consolidated Plan of the Jurisdiction/s

Indicate year:
X U.S. Census data: the Comprehensive Housing Affordability Strategy (“CHAS’)
dataset
[] American Housing Survey data
Indicate year:
[] Other housing market study
Indicate year:

X Other sources: (list and indicate year of informetion)
2002 Nationd Low Income Housing Org.

FY 2000 Annual Plan Page 5
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B. Housing Needs of Families on the Public Housing and Section 8

Tenant- Based Assistance Waiting Lists

State the housing needs of the families on the PHA’ s waiting list/s. Complete onetablefor each type of
PHA-widewaiting list administered by the PHA. PHAs may provide separate tables for site-based or
sub-jurisdictional public housing waiting lists at their option.

Housing Needs of Families on the Waiting List

Waiting ligt type: (sdlect one)

[]  Section 8 tenant-based assistance

[]  Public Housing

[]  Combined Section 8 and Public Housing

[]  Public Housing Site-Based or sub-jurisdictiona waiting list (optiond)
If used, identify which development/subjurisdiction:

# of families % of totd families Annud Turnover

Waiting list totd 186 35%

Extremdy low income | 162 87

<=30% AMI

Very low income 22 12

(>30% but <=50%

AMI)

Low income 2 1

(>50% but <80%

AMI)

Families with children | 122 66

Elderly families 4 2

Familieswith 35 11

Disahilities

Race/ethnicity W 154

Race/ethnicity B 18

Race/ethnicity 014

Racelethnicity H7

Characterigtics by

Bedroom Size (Public

Housing Only)

1BR

2BR

3BR

4BR

5BR

FY 2000 Annual Plan Page 6
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Housing Needs of Families on the Waiting List

5+ BR | |

Isthe waiting list dlosed (sdlect one)?X] No [] Yes

If yes
How long hasit been closed (# of months)?
Does the PHA expect to reopenthelist in the PHA Planyeer?D No [ ] Yes
Does the PHA permit specific categories of families onto the waiting ligt, even if
generdlyclosed?D No [ ] Yes

C. Strategy for Addressing Needs

Provide a brief description of the PHA’ s strategy for addressing the housing needs of familiesin the
jurisdiction and on the waiting list IN THE UPCOMING YEAR, and the Agency’ s reasons for choosing
this strategy.

(1) Strategies
Need: Shortage of affordable housing for all eligible populations

Strategy 1. Maximize the number of affordable units available to the PHA within its

current resour ces by:
Select al that apply

[] Employ effective maintenance and management policies to minimize the number of
public housing units off-line

Reduce turnover time for vacated public housing units

Reduce time to renovate public housing units

Seek replacement of public housing units logt to the inventory through mixed finance
development

Seek replacement of public housing units logt to the inventory through section 8
replacement housing resources

Maintain or increase section 8 lease-up rates by establishing payment standards that
will enable families to rent throughout the jurisdiction

Undertake measures to ensure access to affordable housing among families assisted
by the PHA, regardless of unit size required

Maintain or increase section 8 lease-up rates by marketing the program to owners,
particularly those outside of areas of minority and poverty concentration

Maintain or increase section 8 lease-up rates by effectively screening Section 8
applicants to increase owner acceptance of program

Participate in the Consolidated Plan development process to ensure coordination
with broader community strategies

Other (list below)

O X X O X O 0O Odd

Strategy 2: Increase the number of affordable housing units by:
FY 2000 Annual Plan Page 7
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Select al that apply

X Apply for additiona section 8 units should they become available
Leverage affordable housing resources in the community through the cregtion  of
mixed - finance housing
[] Pursue housing resources other than public housing or Section 8 tenant- based
assistance.
[]  Other: (list below)

Need: Specific Family Types. Familiesat or below 30% of median

Strategy 1. Target available assistanceto familiesat or below 30 % of AMI
Select al that apply

[] Exceed HUD federd targeting requirements for families at or below 30% of AMI in
public housng

Exceed HUD federd targeting requirements for families at or below 30% of AMI in
tenant-based section 8 assistance

Employ admissions preferences aimed a families with economic hardships

Adopt rent policies to support and encourage work

Other: (list below)

Do O

Need: Specific Family Types. Familiesat or below 50% of median

Strategy 1. Target available assistanceto families at or below 50% of AMI
Select al that apply

[] Employ admissions preferences amed at families who are working
[] Adopt rent policies to support and encourage work
[1  Other: (list below)

Need: Specific Family Types. The Elderly

Strategy 1. Target available assistanceto the elderly:
Select al that apply

[] Seek designation of public housing for the elderly

[] Apply for specid-purpose vouchers targeted to the elderly, should they become
avalabdle

[]  Other: (list below)

Need: Specific Family Types: Familieswith Disabilities

Strategy 1. Target available assistance to Familieswith Disabilities:

FY 2000 Annual Plan Page 8
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Select al that apply

Seek designation of public housing for families with disabilities

Carry out the modifications needed in public housing based on the section 504
Needs Assessment for Public Housing

Apply for specid- purpose vouchers targeted to families with disabilities, should they
become available

Affirmatively market to locd non-profit agencies that assist families with dissbilities
Other: (list below)

OO O dd

Need: Specific Family Types. Racesor ethnicitieswith disproportionate housing
needs

Strategy 1: Increase awareness of PHA resour ces among families of racesand

ethnicitieswith disproportionate needs:
Select if applicable

[] Affirmatively market to races/ethnicities shown to have disproportionate housing
needs
[]  Other: (list below)

Strategy 2: Conduct activitiesto affirmatively further fair housing
Select al that apply

[] Counsd section 8 tenants as to location of units outside of aress of poverty or
minority concentration and assist them to locate those units

[] Market the section 8 program to owners outside of areas of poverty /minority
concentrations

[]  Other: (list bdow)

Other Housing Needs & Strategies: (list needs and strategies below)
(2) Reasonsfor Selecting Strategies

Of the factors listed below, sdlect dl that influenced the PHA' s selection of the strategiesiit
will pursue

Funding condraints

Staffing condraints

Limited avallability of Sites for asssted housing

Extent to which particular housing needs are met by other organizationsin the
community

IO
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Other: (list below)

2. Statement of Financial Resour ces

[24 CFR Part 903.7 9 (b)]

Evidence of housing needs as demondtrated in the Consolidated Plan and other
information available to the PHA

Influence of the housing market on PHA programs
Community priorities regarding housing assstance
Results of consultation with locd or state government
Results of consultation with residents and the Resident Advisory Board
Results of consultation with advocacy groups

List thefinancial resources that are anticipated to be available to the PHA for the support of Federal
public housing and tenant-based Section 8 assistance programs administered by the PHA during the
Planyear. Note: thetable assumesthat Federal public housing or tenant based Section 8 assistance
grant funds are expended on eligible purposes; therefore, uses of these funds need not be stated. For
other funds, indicate the use for those funds as one of the following categories: public housing
operations, public housing capital improvements, public housing saf ety/security, public housing
supportive services, Section 8 tenant-based assistance, Section 8 supportive services or other.

Financial Resour ces:

Planned Sour ces and Uses

Sour ces

Planned $

Planned Uses

1. Federal Grants (FY 2000 grants)

a) Public Housing Operating Fund

b) Public Housng Capitd Fund

¢) HOPE VI Revitdization

d) HOPE VI Demalition

€) Annua Contributions for Section 8
Tenant-Based Assistance

f)  Public Housng Drug Eliminaion
Program (including any Technica
Ass gtance funds)

g Resdent Opportunity and Salf-
Sufficiency Grants

h) Community Development Block
Grant

) HOME

Other Federd Grants (list below)

2. Prior Year Federal Grants
(unaobligated funds only) (list below)
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Financial Resour ces:
Planned Sources and Uses

Sour ces Planned $ Planned Uses

3. Public Housing Dwelling Rental
Income

4. Other income (list below)

4. Non-federal sources (list below)

Total resources

3. PHA Policies Governing Eligibility, Selection, and Admissions
[24 CFR Part 903.7 9 (c)]

A. Public Housing
Exemptions: PHAsthat do not administer public housing are not required to compl ete subcomponent
3A.

(1) Eligibility

a When does the PHA verify digibility for admission to public housing? (select dl that apply)
[] When families are within a certain number of being offered a unit: (sate number)

[]  When families are within acertain time of being offered aunit: (sate time)

[]  Other: (describe)

b. Which non-income (screening) factors does the PHA use to establish digibility for
admission to public housing (sdlect dl that apply)?

[] Crimind or Drug-related activity

[]  Rentd history

[] Housekeeping

[]  Other (describe)

c.[] Yes[_] No: Doesthe PHA request criminal records from local law enforcement
agencies for screening purposes?

d.[] Yes[] No: Doesthe PHA request criminal records from State law enforcement
agencies for screening purposes?
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e.[ ] Yes [] No: Doesthe PHA access FBI criminal records from the FBI for screening
purposes? (either directly or through an NCIC-authorized source)

(2)Waiting List Organization

a Which methods does the PHA plan to use to organize its public housing waiting list (sdlect
al that goply)

Community-wide list

Sub-juridictiond ligts

Site-based waiting lists

Other (describe)

.

b. Where may interested persons gpply for admission to public housing?
[ ]  PHA man administrative office

[] PHA development Ste management office

[1  Other (list below)

c. If the PHA plansto operate one or more site-based waiting ligtsin the coming year,
answer each of the following questions; if not, skip to subsection (3) Assignment

1. How many site-based waiting liss will the PHA operate in the coming year?

2.1 Yes[_] No: Are any or al of the PHA’s Ste-based waiting lists new for the
upcoming year (that is, they are not part of a previoudy-HUD-
gpproved Ste based waiting list plan)?

If yes, how many ligts?

3. Yes[ ] No May families be on more than one list Smultaneoudy
If yes, how many ligts?

4. Where can interested persons obtain more information about and sSign up to be on the
Ste-based waiting lists (select dl that gpply)?

PHA main adminidretive office

All PHA deveopment management offices

Management offices at developments with Ste-based waiting lists

At the development to which they would like to apply

Other (list below)

|

(3) Assgnment

a How many vacant unit choices are gpplicants ordinarily given before they fal to the bottom
of or are removed from the waiting list? (select one)
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[] oOne

[] Two

[]  Threeor More

b.[[] Yes[_] No: Isthispolicy consistent acrossall waiting list types?

c. If answer tobisno, list variaions for any other than the primary public housing waiting
list/sfor the PHA:

(4) Admissions Prefer ences

a Income targeting:

[] Yes[_] No: Doesthe PHA plan to exceed the federa targeting requirements by
targeting more than 40% of al new admissons to public housing to
families a or below 30% of median areaincome?

b. Transfer policies:

In what circumstances will transfers take precedence over new admissions? (list below)

[] Emergencies

[] Overhoused

[] Underhoused

[ Medicd justification

[] Adminigrative reasons determined by the PHA (e.g., to permit modernization
work)

[] Resident choice: (state circumstances below)

[]  Other: (list below)

C. Preferences

1.[] Yes[_] No: Hasthe PHA established preferences for admission to public housing
(other than date and time of application)? (If “no” is selected, skip to
subsection (5) Occupancy)

2. Which of the following admission preferences does the PHA plan to employ in the
coming year? (select dl that apply from either former Federa preferences or other
preferences)

Former Federd preferences.

[] Involuntary Displacement (Disaster, Government Action, Action of Housing
Owner, Inaccessibility, Property Disposition)

[]  Vidimsof domestic violence
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=

Substandard housing
Homelessness
High rent burden (rent is > 50 percent of income)

er preferences. (select below)

Working families and those unable to work because of age or disability

Veterans and veterans families

Residents who live and/or work in the jurisdiction

Those enrolled currently in educationd, training, or upward mobility programs
Households that contribute to meeting income godss (broad range of incomes)
Households that contribute to meeting income reguirements (targeting)

Those previoudy enrolled in educationd, training, or upward mobility — programs
Victims of reprisals or hate crimes

Other preference(s) (list below)

3. If the PHA will employ admissons preferences, please prioritize by placinga“1” inthe
gpace that represents your firgt priority, a“2” in the box representing your second priority,
and soon. If you give equa weight to one or more of these choices (either through an
absolute hierarchy or through a point system), place the same number next to each. That
means you can use “1” more than once, “2” more than once, €tc.

Date and Time

Former Federa preferences:

Involuntary Displacement (Disaster, Government Action, Action of Housing
Owner, Inaccessbility, Property Disposition)

Victims of domestic violence

Substandard housing

Homelessness

High rent burden

Other preferences (select dl that apply)

N [ O [

Working families and those unable to work because of age or disability

Veterans and veterans  families

Residents who live and/or work in the jurisdiction

Those enrolled currently in educationd, training, or upward mobility programs
Households that contribute to meeting income godss (broad range of incomes)
Households that contribute to meeting income reguirements (targeting)

Those previoudy enrolled in educationd, training, or upward mobility — programs
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[]  Victimsof reprisas or hate crimes
[]  Other preference(s) (list below)

4. Reaionship of preferences to income targeting requirements:

[] The PHA gpplies preferences within income tiers

[]  Notapplicable the pool of applicant families ensuresthat the PHA will meet income
targeting requirements

(5) Occupancy

a What reference materias can applicants and residents use to obtain information about the
rules of occupancy of public housing (sdect dl that apply)

[ ]  ThePHA-resident lease

[] The PHA's Admissions and (Continued) Occupancy policy

[]  PHA briefing seminars or written materials

[] Other source (list)

b. How often must residents notify the PHA of changesin family composition? (select adl

that apply)
[] At an annual reexamination and lease renewa

[]  Any timefamily compostion changes
[] At family request for revison
[1  other (list)

(6) Deconcentration and | ncome Mixing

a[ ] Yes[ ] No:Didthe PHA’sandyss of itsfamily (generd occupancy) developments
to determine concentrations of poverty indicate the need for measures
to promote deconcentration of poverty or income mixing?

b.[] Yes[_] No: Didthe PHA adopt any changesto itsadmissions policies based on
the results of the required andlysis of the need to promote
deconcentration of poverty or to assure income mixing?

c. If the answer to b was yes, what changes were adopted? (sdect dl that apply)
[[]  Adoption of site-based waiting lists
If selected, list targeted devel opments below:

[] Employing waiting list “skipping” to achieve deconcentration of poverty or income
mixing goals at targeted developments
If selected, list targeted devel opments below:

[] Employing new admission preferences a targeted devel opments
If selected, list targeted devel opments below:
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[] Other (list policies and developments targeted below)

d.[] Yes[_] No: Didthe PHA adopt any changesto other policies based on the results
of the required analyss of the need for deconcentration of poverty
and income mixing?

e. If the answer to d was yes, how would you describe these changes? (sdect al that apply)

Additiond affirmative marketing

Actions to improve the marketability of certain developments

Adoption or adjustment of ceiling rents for certain developments

Adoption of rent incentives to encourage deconcentration of poverty and income-
mixing

Other (list below)

[ Ddod

f. Based on the results of the required andlys's, in which developments will the PHA make
specid effortsto attract or retain higher-income families? (sdect dl that apply)

[] Not gpplicable: results of analysis did not indicate a need for such efforts

[] List (any applicable) developments below:

g. Basad on the results of the required analys's, in which developments will the PHA make
gpecid efforts to assure access for lower-income families? (sdlect dl that gpply)

[] Not gpplicable: results of analysis did not indicate a need for such efforts

[ ]  List (any applicable) developments below:

B. Section 8

Exemptions: PHASsthat do not administer section 8 are not required to complete sub-component 3B.
Unless otherwise specified, all questionsin this section apply only to the tenant-based section 8
assistance program (vouchers, and until completely merged into the voucher program, certificates).

(1) Eligibility

a What isthe extent of screening conducted by the PHA? (sdect all that apply)
Crimind or drug-related activity only to the extent required by law or regulation
Crimind and drug-related activity, more extengvely than required by law or
regulation

More generd screening than crimina and drug-related activity (list factors below)
Other (list below)

Do ddd

b.[[] Yes[_] No: Doesthe PHA request criminal records from local law enforcement
agencies for screening purposes?

FY 2000 Annual Plan Page 16
form HUD 50075 (03/2003)



c.[] Yes[_] No: Doesthe PHA request criminal records from State law enforcement
agencies for screening purposes?

d.[] Yes [ ] No: Doesthe PHA access FBI criminal records from the FBI for
screening purposes? (either directly or through an NCIC-authorized
source)

e. Indicate what kinds of information you share with prospective landlords? (select dl that
aoply)
Crimind or drug-related activity
[]  Other (describe below)
*Current and Prior addresses of past participants if known.
*Name of family’s current landlord and prior landlords

(2) Waiting List Organization

a With which of the following program waiting ligts is the section 8 tenant-based assistance
waiting list merged? (sdect dl thet apply)

None

Federd public housing

Federd moderate rehabilitation

Federa project-based certificate program

Other federd or loca program (list below)

DOOOX

b. Where may interested persons gpply for admission to section 8 tenant-based assi stance?
(sdlect dl that gpply)

XI  PHA main administrative office

[1  Other (list below)

(3) Search Time

a X Yes[ ] No: Doesthe PHA give extensons on standard 60-day period to search
for aunit?

If yes, Sate circumstances below:
Tenant unable to locate unit within rent range or bedroom sze.

Tenant unable to locate unit due to need for reasonable accommodation

(4) Admissions Prefer ences

a Incometargeting
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[] YesIX] No: Doesthe PHA plan to exceed the federal targeting requirements by
targeting more than 75% of dl new admissons to the section 8 program
to families at or below 30% of median areaincome?

b. Preferences

1.[] YesIX] No: Hasthe PHA established preferences for admission to section 8 tenant-

based assstance? (other than date and time of application) (if no,
skip to subcomponent (5) Special purpose section 8 assistance
programs)

2. Which of the following admission preferences does the PHA plan to employ in the
coming year? (select dl that apply from either former Federa preferences or other
preferences)

T

ormer Federal preferences

Involuntary Displacement (Disagter, Government Action, Action of Housing Owner,
Inaccessibility, Property Disposition)

Victims of domestic violence

Substandard housing

Homelessness

High rent burden (rent is > 50 percent of income)

=

er preferences (select dl that apply)
Working families and those unable to work because of age or disability
Veterans and veterans  families
Residents who live and/or work in your jurisdiction
Those enralled currently in educationd, training, or upward mohility programs
Households that contribute to meseting income godss (broad range of incomes)
Households that contribute to meeting income requirements (targeting)
Those previoudy enrolled in educationd, training, or upward mobility programs
Victims of reprisds or hate crimes
Other preference(s) (list below)

DODO0O0000e oodo o

3. If the PHA will employ admissions preferences, please prioritize by placinga“1” in  the
gpace that represents your firdt priority, a“2” in the box representing your second
priority, and so on. If you give equal weight to one or more of these  choices (either
through an absolute hierarchy or through a point system), place the same number next to
each. That meansyou can use“1” morethan once, “2” more  than once, ec.

Dateand Time

Former Federa preferences
Involuntary Displacement (Disaster, Government Action, Action of Housing Owner,

Inaccesshility, Property Disposition)
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Victims of domegtic violence
Substandard housing

Home essness

High rent burden

Other preferences (sdect dl that apply)

Working families and those unable to work because of age or disability

Veterans and veterans  families

Residents who live and/or work in your jurisdiction

Those enralled currently in educationd, training, or upward mohility programs
Households that contribute to meseting income godss (broad range of incomes)
Households that contribute to meeting income requirements (targeting)

Those previoudy enrolled in educationd, training, or upward mobility — programs
Victims of reprisds or hate crimes

Other preference(s) (list below)

N [ O [

4. Among applicants on the waiting list with equa preference satus, how are  applicants
selected? (select one)

Date and time of application
[]  Drawing (Iottery) or other random choice technique

5. If the PHA plansto employ preferences for “residents who live and/or work in the
jurisdiction” (sdlect one)

[] This preference has previoudy been reviewed and approved by HUD

[] The PHA requests gpprovd for this preference through this PHA Plan

6. Reationship of preferences to income targeting requirements. (select one)

[]  ThePHA applies preferences within income tiers

[] Not gpplicable: the pool of applicant families ensures that the PHA will meet income
targeting requirements

(5) Special Purpose Section 8 Assistance Programs

a Inwhich documents or other reference materids are the policies governing digibility,
selection, and admissions to any specia-purpose section 8 program administered by the
PHA contained? (sdect al that apply)

X The Section 8 Adminidretive Plan

X Briefing sessions and written materials

[1  Other (list below)
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b. How doesthe PHA announce the availability of any specia-purpose section 8 programs
to the public?

XI  Through published notices

[1  Other (list below)

4. PHA Rent Determination Policies
[24 CFR Part 903.7 9 (d)]

A. Public Housing

Exemptions: PHAsthat do not administer public housing are not required to compl ete sub-component
4A.

(1) Income Based Rent Policies

Describe the PHA’ sincome based rent setting policy/ies for public housing using, including
discretionary (that is, not required by statute or regulation) income disregards and exclusions, in the
appropriate spaces below.

a Useof discretionary policies: (sdlect one)

[] The PHA will not employ any discretionary rent-setting policies for income based
rent in public housing. Income-based rents are set at the higher of 30% of adjusted
monthly income, 10% of unadjusted monthly income, the welfare rent, or minimum
rent (less HUD mandatory deductions and exclusons). (If selected, skip to sub-
component (2))

_-_or_-_

[] The PHA employs discretionary policies for determining income based rent (If
selected, continue to question b.)

b. Minimum Rent

1. What amount best reflects the PHA’s minimum rent? (select one)

[] %0
[]  s$1-$25
(] $26-$50

2.[ ] Yes[_] No: Hasthe PHA adopted any discretionary minimum rent hardship
exemption policies?

3. If yesto question 2, list these policies below:

C. Rents st a less than 30% than adjusted income
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1.[] Yes[] No: Doesthe PHA plan to charge rents at afixed amount or
percentage less than 30% of adjusted income?

2. If yesto above, list the amounts or percentages charged and the circumstances  under
which these will be used below:

d. Which of the discretionary (optiond) deductions and/or exclusions policies does the PHA
plan to employ (sdlect dl that gpply)
[] For the earned income of a previoudy unemployed household member
[] For increases in earned income
[] Fixed amount (other than genera rent- setting policy)
If yes, state amount/s and circumstances below:

]

Fixed percentage (other than genera rent-setting policy)
If yes, state percentage/s and circumstances below:

For household heads

For other family members

For transportation expenses

For the non-reimbursed medical expenses of non-disabled or non-ederly
families

Other (describe below)

[ DOOod

e Caling rents

1. Do you have celing rents? (rents set a aleve lower than 30% of adjusted income)
(select one)

[ ]  Yesforal developments
[] Y es but only for some developments
[] No

2. For which kinds of developments are celling rents in place? (sdect dl that gpply)

For dl developments

For dl generd occupancy developments (not elderly or disabled or ederly only)
For specified generd occupancy devel opments

For certain parts of developments; e.g., the high-rise portion

For certain sze units, e.g., larger bedroom sizes

Other (list below)

| [

3. Sdect the space or spaces that best describe how you arrive at ceiling rents (select al
that apply)
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Market comparability study

Fair market rents (FMR)

95" percentile rents

75 percent of operating costs

100 percent of operating costs for generd occupancy (family) developments
Operating costs plus debt service

The“rentd vaue’ of the unit

Other (list below)

| I

f. Rent re-determinations:

1. Between income reexaminations, how often must tenants report changesinincome  or
family composition to the PHA such that the changes result in an adjustment to  rent? (select

al that goply)
[]  Never
[] At family option

[]  Anytimethefamily experiences an income incresse

[] Any time afamily experiences an income increase above a threshold amount or
percentage: (if selected, specify threshold)

[1  Other (list below)

0.1 Yes[_] No: Doesthe PHA plan to implement individual savings accounts for
resdents (I1SAs) as an dternative to the required 12 month
disallowance of earned income and phasing in of rent increasesin
the next year?

(2) Flat Rents

1. In setting the market- based flat rents, what sources of information did the PHA useto
establish comparability? (select dl that gpply.)

The section 8 rent reasonableness study of comparable housing

Survey of rentslisted in loca newspaper

Survey of smilar unassisted units in the neighborhood

Other (list/describe below)

|

B. Section 8 Tenant-Based Assistance

Exemptions: PHASs that do not administer Section 8 tenant-based assistance are not required to complete
sub-component 4B. Unless other wise specified, all questionsin this section apply only to the tenant-
based section 8 assistance program (vouchers, and until completely merged into the voucher program,
certificates).
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(1) Payment Standards
Describe the voucher payment standards and policies.

a What isthe PHA'’ s payment standard? (select the category that best describes your

standard)

[] At orabove 90% but below100% of FMR

[]  100% of FMR

XI  Above 100% but at or below 110% of FMR

[] Above 110% of FMR (if HUD approved; describe circumstances bel ow)

b. If the payment standard is lower than FMR, why has the PHA sdlected this standard?
(select Al that gpply)
FMRs are adequate to ensure success among assisted familiesin the PHA’ s segment
of the FMR area
The PHA has chosen to serve additiond families by lowering the payment standard
Reflects market or submarket
Other (list below)

|

C. If the payment standard is higher than FMR, why has the PHA chosen thislevel? (sdlect
al that goply)
FMRs are not adequate to ensure success among assisted familiesin the PHA's
segment of the FMR area
Reflects market or submarket
To increase housing options for families
Other (list below)

XX

d. How often are payment standards reevaluated for adequacy? (select one)
X Annudly
[1  Other (list below)

e. What factorswill the PHA consider in its assessment of the adequacy of its payment
sandard? (sdect dl that apply)

X Success rates of asssted families

[XI  Rent burdens of assisted families

[1  Other (list below)

(2) Minimum Rent
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a Wha amount best reflects the PHA’ s minimum rent? (select one)

[] 30
[]  s$1-$25
X $26-$50

b.X] Yes[_] No: Hasthe PHA adopted any discretionary minimum rent hardship
exemption policies? (if yes, list below)

* PHA will review dl relevant circumstances, i.e. loss of employment, reduction in income

due to desth of family member

5. Oper ations and M anagement
[24 CFR Pat 903.7 9 ()]

Exemptions from Component 5: High performing and small PHAs are not required to complete this
section. Section 8 only PHAs must complete parts A, B, and C(2)

A. PHA Management Structure
Describe the PHA’ s management structure and organi zation.

(select one)
XI  Anorganization chart showing the PHA’s management structure and organization is
attached.

[] A brief description of the management Structure and organization of the PHA follows:

B. HUD Programs Under PHA M anagement

List Federal programs administered by the PHA, number of families served at the beginning of the
upcoming fiscal year, and expected turnover in each. (Use“NA” to indicate that the PHA does not
operate any of the programs listed below.)

Program Name Units or Families Expected
Served at Year Turnover
Beginning

Public Housing

Section 8 Vouchers 400 35%

Section 8 Certificates

Section 8 Mod Rehab

Specid Purpose Section

8 Certificates'\VVouchers

(ligt individudly)

Public Housing Drug
Elimination Program
(PHDEP)

Other Federal
Programg(ligt individudly)
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C. Management and M aintenance Policies

List the PHA’ s public housing management and maintenance policy documents, manuals and
handbooks that contain the Agency’ s rules, standards, and policies that govern maintenance and
management of public housing, including a description of any measures necessary for the prevention or
eradication of pest infestation (which includes cockroach infestation) and the policies governing Section
8 management.

(1) Public Housng Maintenance and Management: (list below)
(2) Section 8 Management: (list below)

6. PHA Grievance Procedur es
[24 CFR Part 903.7 9 (f)]

Exemptions from component 6: High performing PHASs are not required to complete component 6.
Section 8-Only PHAs are exempt from sub-component 6A.

A. Public Housing

1.[] Yes[_] No: Hasthe PHA established any written grievance procedures in addition
to federa requirements found at 24 CFR Part 966, Subpart B, for
residents of public housng?

If yes, lig additions to federd requirements below:

2. Which PHA office should residents or applicants to public housing contact to initiate the
PHA grievance process? (sdlect al that apply)

[] PHA main adminidrative office

[]  PHA development management offices

[1  Other (list below)

B. Section 8 Tenant-Based Assistance

1.[ ] YesX] No: Hasthe PHA established informal review procedures for applicantsto
the Section 8 tenant-based ass stance program and informal hearing
procedures for families asssted by the Section 8 tenant-based
assistance program in addition to federa requirements found at 24
CFR 9827

If yes, ligt additions to federd requirements below:
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2. Which PHA office should applicants or asssted families contact to initiate the informal
review and informal hearing processes? (select dl that gpply)

[] PHA man adminigrative office

[1  Other (list below)

7. Capital | mprovement Needs

[24 CFR Part 903.7 9 (g)]
Exemptions from Component 7: Section 8 only PHASs are not required to compl ete this component and
may skip to Component 8.

A. Capital Fund Activities
Exemptions from sub-component 7A: PHAs that will not participate in the Capital Fund Program may
skip to component 7B. All other PHAs must complete 7A asinstructed.

(1) Capital Fund Program Annual Statement

Using parts|, I, and 111 of the Annual Statement for the Capital Fund Program (CFP), identify capital
activitiesthe PHA is proposing for the upcoming year to ensure long-term physical and social viability
of its public housing developments. This statement can be completed by using the CFP Annual
Statement tables provided in the table library at the end of the PHA Plan template OR, at the PHA’s
option, by completing and attaching a properly updated HUD-52837.

Sdlect one:

[] The Capita Fund Program Annua Statement is provided as an attachment to the
PHA Plan at Attachment (State name)

_Or_

[] The Capital Fund Program Annuad Statement is provided below: (if selected, copy
the CFP Annua Statement from the Table Library and insert here)

(2) Optional 5-Year Action Plan

Agencies are encouraged to include a5-Y ear Action Plan covering capital work items. This statement
can be completed by using the 5 Y ear Action Plan table provided in the table library at the end of the
PHA Plan template OR by completing and attaching a properly updated HUD-52834.

a [ ] Yes[_] No:Isthe PHA providing an optiona 5-Y ear Action Plan for the Capital
Fund? (if no, skip to sub-component 7B)

b. If yesto question a, select one:
The Capital Fund Program 5-Y ear Action Plan is provided as an attachment to the
PHA Plan a Attachment (State name

_Or_

[] The Capitd Fund Program 5-Y ear Action Plan is provided below: (if selected, copy
the CFP optiond 5 Y ear Action Plan from the Table Library and insert here)
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B. HOPE VI and Public Housing Development and Replacement
Activities (Non-Capital Fund)

Applicability of sub-component 7B: All PHAs administering public housing. Identify any approved
HOPE VI and/or public housing development or replacement activities not described in the Capital Fund
Program Annual Statement.

[ ] Yes[] No: a) Hasthe PHA received aHOPE VI revitdization grant? (if no, skip to
guestion ¢; if yes, provide responses to question b for each grant,
copying and completing as many times as necessary)

b) Status of HOPE VI revitdization grant (complete one set of
questions for each grant)

1. Development name:

2. Development (project) number:

3. Status of grant: (sdlect the statement that best describes the current status)
Revitdization Plan under development

Revitdization Plan submitted, pending goprova
Revitdization Plan approved

Activities pursuant to an gpproved Revitdization Plan
underway

.

[] Yes[ ] No: ¢) Does the PHA plan to gpply for aHOPE VI Revitdization grant in
the Plan year?
If yes, list development name/s below:

[ ] Yes[ ] No: d) Will the PHA be engaging in any mixed-finance devel opment
activities for public housing in the Plan year?
If yes, list developments or activities below:

[ ] Yes[ ] No: € Will the PHA be conducting any other public housing development or
replacement activities not discussed in the Capital Fund Program
Annud Statement?
If yes, list developments or activities below:

8. Demolition and Disposition

[24 CFR Part 903.7 9 (h)]
Applicability of component 8: Section 8 only PHAs are not required to compl ete this section.
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1.[] Yes[ ] No:  Doesthe PHA plan to conduct any demolition or disposition
activities (pursuant to section 18 of the U.S. Housing Act of 1937
(42 U.S.C. 1437p)) inthe plan Fiscd Year? (If “No”, skipto
component 9; if “yes’, complete one activity description for each
development.)

2. Activity Description

[] Yes[ ] No:  Hasthe PHA provided the activities description information in the
optional Public Housing Asset Management Table? (If “yes’, skip
to component 9. If “No”, complete the Activity Description table
below.)

Demolition/Disposition Activity Description

1a. Development name:
1b. Development (project) number:

2. Adiivity type Demolition []
Disposition ]

3. Application gatus (select one)
Approved []
Submitted, pending approva []
Planned application [ ]

4. Date application gpproved, submitted, or planned for submission: (DD/MM/YY)

5. Number of units affected:

6. Coverage of action (select one)
[] Part of the devel opment

[ ] Totd devel opment

7. Timdinefor activity:
a Actuad or projected start date of activity:
b. Projected end date of activity:

9. Designation of Public Housing for Occupancy by Elderly Families
or Families with Disabilities or Elderly Families and Families
with Disabilities

[24 CFR Part 903.7 9 (i)]

Exemptions from Component 9; Section 8 only PHASs are not required to complete this section.

1.[ ] Yes[[] No: Hasthe PHA designated or applied for approval to designate or
doesthe PHA plan to gpply to designate any public housing for
occupancy only by the ederly families or only by familieswith
disdhilities, or by ederly families and families with disabilities or will
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apply for designation for occupancy by only ederly families or only
families with disahilities, or by ederly families and families with
disabilities as provided by section 7 of the U.S. Housing Act of 1937
(42 U.S.C. 1437¢) in the upcoming fiscal year? (If “No”, skip to
component 10. If “yes’, complete one activity description for each
development, unless the PHA is digible to complete a streamlined
submisson; PHAs completing streamlined submissons may skip to
component 10.)

2. Activity Description

[] Yes[] No: Has the PHA provided al required activity description information
for this component in the optional Public Housng Asset
Management Table? If “yes’, skip to component 10. If “No”,
complete the Activity Description table below.

Designation of Public Housing Activity Description

la Development name:
1b. Development (project) number:

2. Desgnation type:
Occupancy by only the elderly [ ]
Occupancy by families with disabilities[]
Occupancy by only dderly families and families with disabilities [ |

3. Application status (select one)
Approved; included in the PHA’s Designation Plan []
Submitted, pending approval []
Planned application [ |

4. Date this designation approved, submitted, or planned for submisson: (DD/MM/YY)

5. If gpproved, will this designation congtitute a (sdlect one)
[ ] New Designation Plan
[ ] Revision of a previoudy-approved Desgnation Plan?

6. Number of units affected:

7. Coverage of action (sdlect one)
[] Part of the devel opment

[ ] Totd devel opment

10. Conversion of Public Housing to Tenant-Based Assistance

[24 CFR Part 903.7 9 (j)]
Exemptions from Component 10; Section 8 only PHAS are not required to complete this section.

A. Assessments of Reasonable Revitalization Pur suant to section 202 of the HUD
FY 1996 HUD Appropriations Act
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1.[] Yes[] No:  Have any of the PHA’ s developments or portions of developments
been identified by HUD or the PHA as covered under section 202
of the HUD FY 1996 HUD Appropriations Act? (If “No”, skip to
component 11; if “yes’, complete one activity description for each
identified development, unless digible to complete a streamlined
submisson. PHAs completing streamlined submissons may skip to
component 11.)

2. Activity Description

[] Yes[] No: Has the PHA provided al required activity description information
for this component in the optional Public Housng Asset
Management Table? If “yes’, skip to component 11. If “No”,
complete the Activity Description table below.

Conversion of Public Housing Activity Description

la. Development name
1b. Development (project) number:

2. What isthe status of the required assessment?
[ ] Assessment underway
[ ] Assessment results submitted to HUD
[] Assessment resuilts approved by HUD (if marked, proceed to next question)
[] Other (explain below)

3.[] Yes[_] No: IsaConversion Plan required? (If yes, go to block 4; if no, go to
block 5.)

4, Status of Conversion Plan (sdect the statement that best describes the current status)
[] Conversion Plan in development
[ ] Conversion Plan submitted to HUD on: (DD/MM/YYYY)
[] Conversion Plan approved by HUD on: (DD/MM/YYYY)
[] Activities pursuant to HUD-approved Conversion Plan underway

5. Description of how requirements of Section 202 are being satisfied by means other than
conversion (select one)
[] Unitsaddressed ina pending or gpproved demolition application (date

submitted or approved:

Units addressed in a pending or gpproved HOPE VI demoalition gpplication
(date submitted or approved: )

Units addressed in a pending or approved HOPE V1 Revitalization Plan (date
submitted or gpproved: )

Requirements no longer gpplicable: vacancy rates are less than 10 percent

Requirements no longer applicable; site now has less than 300 units

Other: (describe below)

Do O O
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B. Reserved for Conversions pursuant to Section 22 of the U.S. Housing Act of
1937

C. Reserved for Conversions pursuant to Section 33 of the U.S. Housing Act of
1937

11. Homeownership Programs Administered by the PHA
[24 CFR Part 903.7 9 (K)]

A. PublicHousing
Exemptions from Component 11A: Section 8 only PHAs are not required to complete 11A.

1.[] Yes[ ] No:  Doesthe PHA administer any homeownership programs
adminigtered by the PHA under an approved section 5(h)
homeownership program (42 U.S.C. 1437c(h)), or an approved
HOPE | program (42 U.S.C. 1437aaa) or has the PHA applied or
plan to gpply to administer any homeownership programs under
section 5(h), the HOPE | program, or section 32 of the U.S.
Housing Act of 1937 (42 U.S.C. 1437z-4). (If “No”, skipto
component 11B; if “yes’, complete one activity description for each
gpplicable program/plan, unless digible to complete a streamlined
submisson dueto small PHA or high performing PHA satus.
PHASs completing streamlined submissions may skip to component
11B.)

2. Activity Description

[] Yes[_] No: Has the PHA provided al required activity description information
for this component in the optional Public Housng Asset
Management Table? (If “yes’, skip to component 12. If “No”,
complete the Activity Description table below.)

Public Housing Homeowner ship Activity Description
(Complete onefor each development affected)

1la Development name:
1b. Development (project) number:

2. Federd Program authority:
[] HoPE I

FY 2000 Annual Plan Page 31
form HUD 50075 (03/2003)




[] 5(h)
[] Turnkey 111
[] Section 32 of the USHA of 1937 (effective 10/1/99)

3. Application status. (sdlect one)
[] Approved; included in the PHA’s Homeownership PlavProgram
[ ] submitted, pending approvd
[ ] Planned application

4. Date Homeownership Plan/Program approved, submitted, or planned for submission:
(DD/IMM/YYYY)

5. Number of units affected:

6. Coverage of action: (select one)
[] Part of the development

[ ] Totd devel opment

B. Section 8 Tenant Based Assistance

1.[] YesX] No:  Doesthe PHA plan to administer a Section 8 Homeownership
program pursuant to Section 8(y) of the U.SH.A. of 1937, as
implemented by 24 CFR part 982 ? (If “No”, skip to component 12;
If “yes’, describe each program using the table below (copy and
complete questions for each program identified), unlessthe PHA is
eigible to complete a streamlined submisson due to high performer
gatus. High performing PHAs may skip to component 12.)

2. Program Description:

a Sizeof Program
[ ] Yes[] No: Will the PHA limit the number of families participating in the section
8 homeownership option?

If the answer to the question above was yes, which statement best describes the
number of participants? (select one)
25 or fewer participants
[1  26- 50 paticipants
[] 51 to 100 participants
[] more than 100 participants

b. PHA-egtablished digibility criteria

[ ] Yes[_] No: Will the PHA's program have diigibility criteriafor participation in its
Section 8 Homeownership Option program in addition to HUD criteria?
If yes, ligt criteria below:
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12. PHA Community Service and Self-sufficiency Programs

[24 CFR Part 903.7 9 (1)]
Exemptions from Component 12: High performing and small PHAs are not required to complete this
component. Section 8-Only PHAs are not required to compl ete sub-component C.

A. PHA Coordination with the Welfare (TANF) Agency

1. Cooperative agreements:

[] YesIX] No: Hasthe PHA has entered into a cooperative agreement with the TANF
Agency, to share information and/or target supportive services (as
contemplated by section 12(d)(7) of the Housing Act of 1937)?

If yes, what was the date that agreement was signed? DD/MM/YY

2. Other coordination efforts between the PHA and TANF agency (select dl that apply)

X Clientrefaras

X Informeation sharing regarding mutud clients (for rent determinations and otherwise)

[] Coordinate the provison of specific socia and salf-sufficiency services and programs
to digible families

[]  Jointly administer programs

[] Partner to administer aHUD Welfare-to-Work voucher program

[]  Joint administration of other demonstration program

[]  Other (describe)

B. Servicesand programs offered to resdents and participants

(1) General

a Sdf-Sufficency Policies

Which, if any of the following discretionary policieswill the PHA employ to enhance
the economic and socid sdlf-aufficency of asssted familiesin the following areas?
(sdlect dl that gpply)

Public housing rent determination policies

Public housing admissons policies

Section 8 admissons policies

Preference in admission to section 8 for certain public housing families
Preferences for families working or engaging in training or education
programs for non-housing programs operated or coordinated by the PHA
Preference/digibility for public housing homeownership option participation
Preference/digibility for section 8 homeownership option participation
Other policies (list below)

N [ O [

b. Economic and Socia self-aufficiency programs
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] Yes[] No:

Doesthe PHA coordinate, promote or provide any programs
to enhance the economic and socid sdlf-sufficiency of
resdents? (If “yes’, complete the following table; if “no” skip to
sub-component 2, Family Sdf Sufficiency Programs. The

position of the table may be dtered to facilitate itsuse. )

Servicesand Programs

Program Name & Description Estimated | Allocation

(including location, if appropriate) | Sze Method
(waiting
list/random

selection/specific
criteria/other)

Access

(development office/
PHA main office/ other
provider name)

Eligibility

(public housing or
section 8
participants or
both)

(2) Family Salf Sufficiency program/s

a. Participation Description

Family Self Sufficiency (FSS) Participation

Program

Required Number of Participants
(start of FY 2000 Estimate)

Actual Number of Participants
(Asof: DD/IMM/YY)

Public Housing

Section 8

b.[] Yes[[] No: If the PHA isnot maintaining the minimum program size required by
HUD, does the most recent FSS Action Plan address the steps the
PHA plansto take to achieve a least the minimum program size?
If no, list steps the PHA will take below:
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C. Wdfare Benefit Reductions

1. The PHA iscomplying with the statutory requirements of section 12(d) of the U.S.
Housing Act of 1937 (relating to the treatment of income changes resulting from welfare
program requirements) by: (sdect dl that apply)
Adopting appropriate changes to the PHA'’ s public housing rent determination
policies and train staff to carry out those policies
Informing residents of new policy on admission and reexamination
Actively notifying resdents of new policy at timesin addition to admisson and
reexamination.
Establishing or pursuing a cooperative agreement with all appropriate TANF
agencies regarding the exchange of information and coordination of services
Egtablishing a protocol for exchange of information with al gppropriate TANF
agencies
Other: (list below)

O O 0O od O

D. Reserved for Community Service Requirement pursuant to section 12(c) of the
U.S. Housing Act of 1937

13. PHA Safety and Crime Prevention M easur es

[24 CFR Part 903.7 9 (m)]

Exemptions from Component 13: High performing and small PHAs not participating in PHDEP and
Section 8 Only PHAs may skip to component 15. High Performing and small PHASs that are participating
in PHDEP and are submitting a PHDEP Plan with this PHA Plan may skip to sub-component D.

A. Need for measuresto ensurethe safety of public housing residents

1. Describe the need for measures to ensure the safety of public housing residents (select dl
that apply)
High incidence of violent and/or drug-related crime in some or dl of the PHA's
developments
High incidence of violent and/or drug-related crime in the areas surrounding or
adjacent to the PHA's developments
Residents fearful for their safety and/or the safety of their children
Observed lower-leve crime, vandaism and/or graffiti
People on waiting list unwilling to move into one or more developments due to
perceived and/or actud levels of violent and/or drug-related crime
Other (describe below)

O Ddo O

2. What information or datadid the PHA used to determine the need for PHA actionsto
improve safety of resdents (sdect al that apply).
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N [ [ A

Safety and security survey of resdents

Andysis of crime statistics over time for crimes committed “in and around” public
housing authority

Andysis of cogt trends over time for repair of vandalism and removd of graffit
Resident reports

PHA employee reports

Police reports

Demongtrable, quantifiable success with previous or ongoing anticrime/anti drug
programs

Other (describe below)

3. Which developments are most affected? (list below)

B. Crimeand Drug Prevention activitiesthe PHA has undertaken or plansto
undertakein the next PHA fiscal year

1. Lig the crime prevention activities the PHA has undertaken or plans to undertake: (select
al that aoply)

.

Contracting with outside and/or resident organizations for the provison of crime-
and/or drug-prevention activities

Crime Prevention Through Environmenta Design

Activities targeted to at-risk youth, adults, or seniors

Volunteer Resident Patrol/Block Watchers Program

Other (describe below)

2. Which developments are most affected? (list below)

C. Coordination between PHA and the police

1. Describe the coordination between the PHA and the appropriate police precincts for
carrying out crime prevention measures and activities: (sdlect dl that apply)

Do Od O

Palice involvement in development, implementation, and/or ongoing evauation of
drug-dimination plan

Police provide crime datato housing authority staff for andysis and action

Police have established a physica presence on housing authority property (e.g.,
community policing office, officer in resdence)

Police regularly testify in and otherwise support eviction cases

Police regularly meet with the PHA management and residents

Agreement between PHA and local law enforcement agency for provision of above-
basdline law enforcement services
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[]  Other activities (list below)
2. Which developments are most affected? (list below)

D. Additional information asrequired by PHDEP/PHDEP Plan
PHAs€ligible for FY 2000 PHDEP funds must provide a PHDEP Plan meeting specified requirements prior
to receipt of PHDEP funds.

[ ] Yes[_] No: Isthe PHA eligible to participate in the PHDEP in the fiscal year covered
by this PHA Plan?

[] Yes[_] No: Hasthe PHA included the PHDEP Plan for FY 2000 in this PHA Plan?

[] Yes[_] No: ThisPHDEP Plan is an Attachment. (Attachment Filename: )

14. RESERVED FOR PET POLICY

[24 CFR Part 903.7 9 (n)]

15. Civil Rights Certifications
[24 CFR Part 903.7 9 (0)]

Civil rights certifications are included in the PHA Plan Certifications of Compliance with the
PHA Plans and Related Regulations.

16. Fiscal Audit
[24 CFR Part 903.7 9 (p)]

1.X Yes[] No:IsthePHA required to have an audit conducted under section
5(h)(2) of the U.S. Housing Act of 1937 (42 U S.C. 1437c(h))?
(If no, skip to component 17.)
2.X Yes[[] No: Was the most recent fiscal audit submitted to HUD?
3.[] YesIXI No: Werethere any findings asthe result of that audit?
4.[] Yes[ ] No:  If there were any findings, do any remain unresolved?
If yes, how many unresolved findingsremain?
5.[] Yes[ ] No: Have responsesto any unresolved findings been submitted to HUD?
If not, when are they due (Sate below)?

17. PHA Asset M anagement
[24 CFR Part 903.7 9 (g)]

Exemptions from component 17: Section 8 Only PHAs are not required to complete this component.
High performing and small PHAs are not required to compl ete this component.
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1.[] Yes[_] No: Isthe PHA engaging in any activities that will contribute to the long-
term assat management of its public housing stock , including how the
Agency will plan for long-term operating, capital investment,
rehabilitation, modernization, dispostion, and other needs that have
not been addressed esawhere in this PHA Plan?

2. What types of asset management activities will the PHA undertake? (select dl that gpply)
(1  Not applicable

[]  Private management

[] Deve opment- based accounting

[] Comprehensive stock assessment

[1  Other: (list below)

3.[] Yes[_] No: Hasthe PHA indluded decri ptions of asset management activitiesin the
optional Public Housng Assst Management Table?

18. Other Information
[24 CFR Part 903.7 9 (r)]

Not Applicableto this PHA
A. Resdent Advisory Board Recommendations

1.[] YesX] No: Did the PHA receive any comments on the PHA Plan from the
Resident Advisory Board/s?

2. If yes, the comments are: (if comments were received, the PHA M UST select one)
[]  Attached a Attachment (File name)
[] Provided below:

3. Inwhat manner did the PHA address those comments? (sdlect dl that apply)
[] Consdered comments, but determined that no changes to the PHA Plan were

necessary.
[] The PHA changed portions of the PHA Plan in response to comments
List changes below:

[1  Other: (list below)

B. Description of Election processfor Resdents on the PHA Board

1.1 Yes[] No: Does the PHA meet the exemption criteria provided section
2(b)(2) of the U.S. Housing Act of 19377 (If no, continue to
guestion 2; if yes, skip to sub-component C.)
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2.[] Yes_] No: Was the resident who serves on the PHA Board elected by the
residents? (If yes, continue to question 3; if no, skip to sub-
component C.)

3. Description of Resident Election Process

a Nomination of candidates for place on the bdlot: (sdect al that apply)

[] Candidates were nominated by resident and assisted family organizations

[] Candidates could be nominated by any adult recipient of PHA assistance

[] SAf-nomination: Candidates registered with the PHA and requested a place on
bdlot

[]  Other: (describe)

b. Eligible candidates. (select one)

[] Any recipient of PHA assstance

[]  Any head of household receiving PHA assistance

[] Any adult recipient of PHA assstance

[] Any adult member of aresdent or asssted family organization
(1  other (list)

c. Eligiblevoters (sdect dl that apply)

[] All adult recipients of PHA assistance (public housing and section 8 tenant- based
assistance)

[]  Representatives of al PHA resident and assisted family organizations

(1  other (list)

C. Statement of Consistency with the Consolidated Plan
For each applicable Consolidated Plan, make the following statement (copy questions as many times as
necessary).

1. Consolidated Plan jurisdiction: (provide name here) State of Kansas

2. The PHA has taken the following steps to ensure congstency of this PHA Plan with the
Consolidated Plan for the jurisdiction: (select dl that gpply)

The PHA has based its statement of needs of familiesin the jurisdiction on the needs
expressad in the Consolidated Plar/s.

The PHA has participated in any consultation process organized and offered by the
Consolidated Plan agency in the development of the Consolidated Plan.

The PHA has consulted with the Consolidated Plan agency during the devel opment
of thisPHA Plan.

Activities to be undertaken by the PHA in the coming year are condstent with the
initiatives contained in the Consolidated Plan. (list below)

0 X X K
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[]  Other: (list below)
4. The Consolidated Plan of the jurisdiction supports the PHA Plan with the following
actions and commitments. (describe below)

To continue to address the needs of LMI families and to obtain rent deposit funds from other
resources.

D. Other Information Required by HUD

Use this section to provide any additional information requested by HUD.
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Attachments

Use this section to provide any additional attachments referenced in the Plans.
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PHA Plan
TableLibrary

Component 7
Capital Fund Program Annual Statement
Partsl, Il,and Il

Annual Statement
Capital Fund Program (CFP) Part I: Summary

Capitd Fund Grant Number FFY of Grant Approva: (MM/YYYY)

[] Origind Annua Statement

Line No. Summary by Development Account Totd Estimated Cost
1 Total Non-CGP Funds
2 1406  Operations
3 1408 Management Improvements
4 1410 Adminigration
5 1411  Audit
6 1415 Liquidated Damages
7 1430 Feesand Costs
8 1440 Site Acquidtion
9 1450 Ste Improvement
10 1460 Dwadling Structures
11 1465.1 Dwdling Equipment-Nonexpendable
12 1470 Nondweling Structures
13 1475 Nondwdling Equipment
14 1485 Demoalition
15 1490 Replacement Reserve
16 1492  Moving to Work Demonstration
17 1495.1 Relocation Costs
18 1498 Mod Used for Development
19 1502  Contingency
20 Amount of Annual Grant (Sum of lines 2-19)
21 Amount of line 20 Related to LBP Activities
22 Amount of line 20 Rdated to Section 504 Compliance
23 Amount of line 20 Related to Security
24 Amount of line 20 Related to Energy Conservation Measures

TableLibrary
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Annual Statement

Capital Fund Program (CFP) Part I1: Supporting Table

Deve opment
Number/Name
HA-Wide Activities

Generd Description of Mgor Work
Categories

Development
Account
Number

Totd
Edtimated
Cost

TableLibrary
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Annual Statement
Capital Fund Program (CFP) Part I11: Implementation Schedule

Deve opment All Funds Obligated All Funds Expended
Number/Name (Quarter Ending Date) (Quarter Ending Date)
HA-Wide Activities

form HUD 50075 (03/2003)
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Optional Tablefor 5-Year Action Plan for Capital Fund (Component 7)

Complete one table for each development in which work is planned in the next 5 PHA fiscal years. Complete atable for any PHA -wide physical or management improvements
planned in the next 5 PHA fiscal year. Copy thistable as many times as necessary. Note: PHAs need not include information from Y ear One of the 5-Y ear cycle, because this
information isincluded in the Capital Fund Program Annual Statement.

Optional 5-Year Action Plan Tables

Development Development Name Number % Vacancies
Number (or indicate PHA wide) Vacant in Development
Units
Description of Needed Physical | mprovementsor M anagement | mprovements Egtimated Planned Start Date
Cost (HA Fiscal Year)

Total estimated cost over next 5 years

form HUD 50075 (03/2003)
TableLibrary



Optional Public Housing Asset M anagement Table

See Technical Guidance for instructions on the use of this table, including information to be provided.

Public Housing Asset M anagement

Development Activity Description

| dentification
Name, Number and Capital Fund Program Development Demoalition / Designated Conversion Home- Other
Number, Type of units | Partsll and Il Activities disposition housing ownership | (describe)
and Component 7a Component 7b Component 8 Component 9 | Component 10 | Component | Component
Location 1lla 17

TableLibrary

form HUD 50075 (03/2003)




dmin Plan

Last Revised Date: July, 2003

PHA Approval Date: August, 2003
Submitted to HUD: July 18, 2003

State of Kansas Approval Date:



CHAPTER ONE
STATEMENT OF POLICIES AND OBJECTIVES

LI O 1 1 L@ I ] 1-1
A. HOUSING AUTHORITY MISSION STATEMENT OR HISTORICAL
INFORMATION ON THE AGENCY ..ot 1-1
B. LOCAL GOALS ...ttt st sttt st st sreene e 1-2
C. PURPOSE OF PLAN .ottt st 1-3
D. ADMINISTRATIVE FEE RESERVE ..o 1-3
E. RULES & REGULATIONS. ...ttt s 1-3
F. TERMINOLOGY .ottt sttt snesnenneenis 1-4
G. FAIR HOUSING POLICY ..ottt 1-4
H. REASONABLE ACCOMMODATIONS POLICY ...cooiiiiiririeierie e 1-5
Verification of DiSADIlITY ......ooeeiiiiiiee e 1-7
ApPPIYING TOr ADMISSION .oeiiiiieieee e 1-7
l. TRANSLATION OF DOCUMENTS .....ooiiiiiiereneeseseses e 1-7
J. MANAGEMENT ASSESSMENT OBJECTIVES. ..o 1-8
K. RECORDS FOR MONITORING PHA PERFORMANCE........c.ccccevvienene. 1-9
L. PRIVACY RIGHTS ...ttt s 1-9
M. FAMILY OQUTREACH ...t 1-10
N. OWNER OQUTREACH ...ttt 1-10
CHAPTERTWO
ELIGIBILITY FOR ADMISSION
INTRODUGCTION ....cutiitiiisiesie ettt sttt s ae st ssessesseesesseensensessensessessenns 2-1
A. ELIGIBILITY FACTORS ...ttt 2-1
B. FAMILY COMPOSITION ..ottt s 2-2
Head of HOUSENOId ..o 2-3
SPOUSE Of HEAD ... 2-3
CO-HEAA ... e 2-3
LivVe-in AtTENAANTS ...coeieeeereere e e 2-3
Split Households Prior to Voucher Issuance.........cccccceeveienne 2-4
Multiple Families in the Same Household .........ccccccovvevvreieennn, 2-5
Joint Custody of Children ... 2-5
C. INCOME LIMITATIONS ...ttt 2-5
D. MANDATORY SOCIAL SECURITY NUMBERS........c.ccooeieierecece e 2-6
E. CITIZENSHIP/ELIGIBLE IMMIGRATION STATUS......ccoireeene e 2-6
F. OTHER CRITERIA FOR ADMISSIONS.......cooitiiieniririeeeie e 2-6
G. TENANT SCREENING ..ottt 2-7
H. CHANGES IN ELIGIBILITY PRIOR TO EFFECTIVE DATE OF THE
CONTRARCT et st b e bttt et e nbestesbenreas 2-8
l. INELIGIBLE FAMILIES ..ottt 2-8
J. PROHIBITED ADMISSIONS CRITERIA ... 2-8

TOC-i -



CHAPTER THREE
APPLYING FOR ADMISSION

INTRODUGCTION ...ttt sttt e bt sn et b sne e 3-1

A. OVERVIEW OF THE APPLICATION TAKING PROCESS..........c.cceevnene 3-1

B. OPENING/CLOSING OF APPLICATION TAKING .....cceeeeverere e 3-1

Closing the Waiting LiSt ......cccoveieieeiece e 3-2

Limits on Who May APPIY e 3-2

C. “INITIAL” APPLICATION PROCEDURES.........c.ccooitiieieieeresese e 3-3

D. APPLICANT STATUS WHILE ON WAITING LIST ..ot 3-3

E. TIME OF SELECTION ..ottt sttt 34
F. COMPLETION OF A FULL APPLICATION (PERSONAL

[ L@ A 2 I N P 3-4

G. VERIFICATION ..ottt sttt st 3-5

H. FINAL DETERMINATION AND NOTIFICATION OF ELIGIBILITY ......... 3-5

CHAPTER FOUR
ESTABLISHING PREFERENCES AND MAINTAINING THE WAITING LIST

INTRODUCGCTION Lottt e e e e e e e ettt e aea s 4-1
A. WAITING LIST .o s 4-1
B. PREFERENCES NOT APPLICABLE TO THIS AGENCY ......cccccoiiiinns 4-2
C. INCOME TARGETING ...t e 4-2
E. REMOVAL FROM WAITING LIST & PURGING........ccccoociiieiiricseceene 4-2

CHAPTER FIVE

SUBSIDY STANDARDS
INTRODUCGCTION ettt s eaesnentennenne e 5-1
A. DETERMINING FAMILY UNIT (VOUCHER) SIZE ........ccccooiiinininenien 5-1
B. EXECEPTIONS TO SUBSIDY STANDARDS .......cootrrreeerie e 5-2
Request for Exceptions to Subsidy Standards..........cccceevennene. 5-3
PHA EITOT .. 5-3
Changes for AppliCantS......cccccvceceeie e 5-3
Changes for PartiCipants ... 5-3
Under housed and Over housed Families.......c.ccccooevinincnennene. 5-3
Transfer Waiting LiSt ......ccccvovieiie e 5-4
C. UNIT SIZE SELECTED ..ottt 5-5

TOC-ii -



CHAPTER SIX
FACTORS RELATED TO TOTAL TENANT PAYMENT AND FAMILY SHARE
DETERMINATION

INTRODUCGCTION ettt st e st e st e e s st e s aae s sebeeesabaeesreessbeessabenesanes 6-1
A. INCOME AND ALLOWANCGES. ...ttt 6-1
See Addendum I- Income
See Addendum Il — Exclusions From Income
See Addendum lll — Deductions from Annual Income
See Addendum IV — Notice from HUD Concerning Income
B. DISALLOWANCE OF EARNED INCOME FROM RENT DETERMINATIONS

FOR PERSONS WITH DISABILITIES ... 6-2
(SEE ADDENDUM V)
Initial Twelve-Month EXCIUSION ... 6-3
Second Twelve-Month Exclusion & Phase-In.........ccccccvvevenene. 6-4
Maximum Four-Year Disallowance.........ccccoceveevenceerecceseeseenns 6-4
Applicability to child Care & Disability Assistance Expense
[T 01U Lox 1o o 1= 0SSR 6-4
Tracking the Earned Income EXClUSION .....cccccvvcevveieccesecie e, 6-4
Inapplicability to AAMISSION .....ooceeiiiecieceeee e 6-5
C. MINIMUM RENT ..ottt sttt snn st snesne e 6-5
Hardship Requests for and Exception to Minimum
RENT . 6-6
Criteria for Hardship EXCePion ......ccoceveeiiniiniee e 6-6
PHA Notification to Families of Right to Hardship
o= ] o ] o [ 6-6
Suspension of Minimum ReNt ..o 6-7
Temporary Hardship ..o 6-7
Long-Term Duration HardShips .....ccccccevievecie v 6-7
Retroactive Determination ........cccccvevee e ciie s 6-8
D. DEFINITION OF TEMPORARILY/PERMANENTLY ABSENT................. 6-8
Absence of ANY MEMDET ... 6-8
Absence due to Medical Reasons .......ccccccveeveeieceesecce e 6-8
Absence Due to Full-time Student Status .......cccocevvvriviiienenne 6-9
Absence due to INCarCeration.......ccceceevceeeeseeseesesee s esee e see s 6-9
Absence of Children due to Placement in Foster Care ............ 6-9
Absence of Entire Family ... 6-9
Caretaker for Children ... 6-10
RV ST o S 6-11
Reporting Additions to Owner and PHS............................6-12
Reporting Absences to the PHA ... 6-12
E. AVERAGING INCOME.......coicieerese sttt 6-12
F. MINIMUM INCOME ...ttt st 6-13
G. INCOME OF PERSON PERMANENTLY CONFINED TO NURSING
(1Y SO 6-13

TOC- iii -



H. REGULAR CONTRIBUTIONS AND GIFTS...cccoiiieinieieeee e 6-13
l. ALIMONY AND CHILD SUPPORT.....cccitiieiereresie e anes 6-14
J. LUMP SUM RECEIPTS ..ottt 6-14
Prospective Calculation Methodology .....ccccceeeveeiviceseccie e, 6-15
Retroactive Calculation Methodology ......ccccceiiiiiiiiiicicnee 6-15
ATTOINEY FEES ... 6-15
K. CONTRIBUTIONS TO RETIREMENT FUNDS-ASSETS......ccccceevvennene 6-16
L. ASSETS DISPOSED OF FOR LESS THAN FAIR MARKET VALUE ..6-16
M. CHILD CARE EXPENSES ..ottt 6-16
N. MEDICAL EXPENSES.......cc o 6-17
0. PRORATION OF ASSISTANCE FOR “MIXED” FAMILIES................... 6-18
APPHCADIITY oo e 6-18
Prorated Assistance Calculation ........cccccovevevieiceerescese e 6-18
P. INCOME CHANGES RESULTING FROM WELFARE PROGRAM
REQUIREMENTS ...ttt 6-18
Q. REDUCTION IN BENEFITS....ccoi it 6-19
R. UTILITY ALLOWANCE AND UTILITY REIMBURSEMENT
PAYMENTS ...ttt ens 6-20
CHAPTER SEVEN
VERIFICATION PROCEDURES
INTRODUCGCTION ittt sttt b b sne e 7-1
(SEE ADDENDUM VI - VERIFICATIONS)
A. METHODS OF VERIFICATION AND TIME ALLOWED........cccecvvvrurnnene. 7-1
Third-Party Written Verification ........ccccccocevieviecieveeseeeceeeee 7-2
Third-Party Oral Verification ........ccccccvevieviecie e 7-2
ReView Of DOCUMENTS ..o 7-3
Self-Certification/Self-Declaration ..........ccccveverinieieneneneneniens 7-3
B. RELEASE OF INFORMATION ....ooiiiiiieieieiesie e s 7-4
C. COMPUTER MATCHING. ...ttt nneas 7-4
D. ITEMS TO BE VERIFIED ....ooeceeee e 7-6
E. VERIFICATION OF INCOME.......ccoitiinirieienenie s 7-7
EMPIoyment INCOME ..o 7-7
Social Security, Pensions, Supplementary Security
Income (SSI), Disability INCOME .....ccoccvevveeceeeeeeee, 7-8
Unemployment COmpPensSation.......cccccveeieeiieesee e e cee e 7-8
Welfare Payments or General ASSiStancCe......ccccceceviveieveenennnnne 7-8
Alimony or Child Support Payments .......cccccceveevenieevvecnseeseenns 7-9
Net Income from a BUSINESS ......coceiiiiiiiceee e 7-9
Child Care BUSINESS. ..ottt s 7-10
RECUITING GITLS oo s 7-10
ZEro INCOME SEALUS ..c.eeeeiieie e e 7-11
Full-time Student Status ..o 7-11

TOC- iv -



F. INCOME FROM ASSETS.....oo oottt ettt s nne s
Saving Account Interest Income and Dividends ...................

Interest Income from Mortgages or Similar

AITaNgEMENTS ...ooiiiiciee e

Net Rental Income from Property Owned by Family ............

G. VERIFICATION OF ASSETS.....c e
= 0 L YA AN ] =

Assets Disposed of for Less than Fair Market Value
(FMV) During Two Years Preceding Effective Date

of Certification or Recertification ........cceccceeveevieeernennns

H. VERIFICATION OF ALLOWABLE DEDUCTIONS FROM INCOME ....
Child Care EXPENSES......cooi e

Medical EXPENSES ..o

Assistance to Persons with Disabilities .......ccccccvevvieeccvennee.

VERIFYING NON-FINANCIAL FACTORS......ccoi et
Verification of Legal 1dentity .......ccooerrierinienene e

Verification of Marital Status........cccceevciieiciecccie e

Familial RelationShips ...

Verification of Permanent Absence of Family

MEMDET ..o
Verification of Change in Family Composition .........c.cc.........
Verification of DiSability ......cccoveiiiiiiiieeeeee e

Verification of Citizenship/Eligible Immigrant

SEALUS oo s

Time Of VErifiCation ...

Verification of Social Security Numbers........ccccooinininnne.

Medical Need for Larger UNit .......cccoceveeeeeceneece e

J. VERIFICATION OF WAITING LIST PREFERENCES (N/A)....ccovue...

CHAPTER EIGHT
VOUCHER ISSUANCE AND BRIEFINGS

INTRODUGCTION ...ttt sttt sttt se e eessesbeseessensens
A. ISSUANCE OF VOUCHERS .......ocoiiieeeese e
B. BRIEFING TYPES AND REQUIRED ATTENDANCE.........ccccecvvvrnnnene
Initial Applicant Briefing.....ccccoeveienicie e
Briefing PacCKEet ..o
MOVE BIiEfiNg ..ocueeieeiieeeresre e
OWNEN BriefiNg couveeceeeeeece e

C. ENCOURANGING PARTICIPATION IN AREAS WITHOUT LOW
INCOME OR MINORITY CONCENTRATION......ccciiieieierese e
D. ASSISTANCE TO FAMILIES WHO CLAIM DISCRIMINATION ..........
E. SECURITY DEPOSIT REQUIREMENTS .....coooiiiiininereeee e

TOC- v-



F. TERM OF VOUCHER ...t 8-5

EXPIFTALIONS .t s 8-5
SUSPENSIONS ..ttt be b snenne s 8-5
e =] R ES o ] 1O 8-6
Assistance to Voucher Holders ... 8-6
G. VOUCHER ISSUANCE DETERMINATION FOR SPLIT
HOUSEHOLDS ... .ottt ettt ettt sttt s b e 8-6
H. REMAINING MEMBER OF TENANT FAMILY — RETENTION OF
VOUCHER ettt e e s e s s e e s sabe e sanes 8-7

CHAPTER NINE
REQUEST FOR APPROVAL OF TENANCY AND CONTRACT EXECUTION

INTRODUCGTION ittt sttt ns e e naa e e saa e snn e e enaeeennes 9-1
A. REQUEST FOR APPROVAL OF TENANCY ..o 9-2
Disapproval Of RFAT ..t 9-2
B. ELIGIBLE TYPES OF HOUSING.......cccoitiirieeiesese e 9-3
C. LEASE REVIEW ...ttt ettt s 9-3
Action Before Lease Term ... s 9-4
D. SEPARATE AGREEMENTS ..ottt 9-5
E. INITIAL INSPECTIONS ...t 9-5
F. RENT LIMITATION ..ottt ee e tee et e et 9-5
G. DISAPPROVAL OF PROPOSED RENT ....cccoiiiisirenereneeee e 9-6
H. INFORMATION TO OWNERS.......c o 9-6
l. OWNER DISAPPROVAL ...ttt e 9-7
J. CHANGE IN TOTAL TENANT PAYMENT (TTP) PRIOR TO HAP
EFFECTIVE DATE... oottt sttt s e 9-7
K. CONTRACT EXECUTION PROCESS. .......cc et 9-7
L. CHANGE IN OWNERSHIP ..ottt 9-8
CHAPTER TEN
HOUSING QUALITY STANDARDS AND INSPECTIONS
INTRODUCTION . ..t e et e e e e e e e e e e e eneas 10-1
(SEE ADDENDUM VII - HOUSING QUALITY STANDARDS)
A. GUIDELINES/TYPES OF INSPECTIONS......ccooiiiie e 10-1
B. INITIAL HQS INSPECTIONS......ooo ettt 10-2
Timely Initial HQS INSPECLION ...cceecveceecieeeeceee e 10-2
C. ANNUAL HQS INSPECTIONS......cooi it 10-3
Time Standards for REPAITS ......ccceivieiererereeeeee e 10-4
RENT INCIEASES ... 10-4
D. SPECIAL/COMPLAINT INSPECTIONS ...t 10-4
E. QUALITY CONTROL INSPECTIONS.......cooi e 10-4

TOC- vi -



F. ACCEPTABILITY CRITERIA AND EXCEPTIONS TOHQS .................. 10-5
See Addendum VI - HQS

Local Housing, Electrical, Plumbing, Mechanical Codes.................. 10-5
G. EMERGENCY REPAIR ITEMS ....ooiieeeee s 10-5
H. CONSEQUENCES IF OWNER IS RESPONSIBLE
(NON-EMERGENCY ITEMS) ..ot 10-5
ADatemeENt. ... .. 10-6
Reduction of Payments..........cooooiiiiiiiii i 10-6
Termination of Contract..........ocovviiiiii i 10-7
l. DETERMINATION OF RESPONSIBLITY ..o 10-7
J. CONSEQUENCES IF FAMILY IS RESPONSIBLE............cccvvivn. 10-8
CHAPTER ELEVEN
OWNER RENTS, RENT REASONABLENESS, AND PAYMENT STANDARDS
INTRODUCTION . .. sttt ittt e e et e e e e e e e et e e e e e eaees 11-1
A. RENT TO OWNER IN THE HOUSING CHOICE VOUCHER
PROGRAM et sttt bbb b e ens 11-1
B. MAKING PAYMENT TO OWNERS. ... 11-2
EXCESS PaYMENTS ... 11-2
C. RENT REASONABLENESS DETERMINATIONS........cccoovienineneneseene 11-2
Rent Reasonableness Methodology......cccceovveieccecececcie e, 11-4
D. PAYMENT STANDARDS FOR THE VOUCHER PROGRAM................. 11-4
E. ADJUSTMENTS TO PAYMENT STANDARDS. ..o 11-4
Assisted Families’ Rent BUrdens ........ccocveverineienenene s 11-5
Quality of Units Selected ... 11-5
PHA DeCiSION POINT ..o 11-5
ReNt t0 OWNEr INCIEASES .....cceiiieeeeeie e 11-5
Time to Locate HOUSING ooviviiiie e 11-5
Lowering of the Payment Standard..........c.ccocvoviiieneninencnene. 11-5
Financial FeasibDility ......ccovoeiieiece e 11-6
File DOCUMENTALION ..coiiiiieciceeee e 11-6
F. EXCEPTION PAYMENT STANDARDS.......ccooi i 11-6
G. OWNER PAYMENT IN THE PREMERGER REGULAR
CERTIFICATE PROGRAM ..ottt 11-6

TOC- vii -



CHAPTER TWELVE

RECERTIFICATIONS
INTRODUCTIONS ..ottt te et ste e s e sseenensneenteeneesseensennsnns 12-1
A. ANNUAL ACTIVITIES... .ot 12-1
B. ANNUAL RECERTIFICATION/REEXAMINATION ....ccooooiriiiieeneerieene, 12-2
Moves Between ReexaminatioNS......cccoceveeveneenennieseeseenee s 12-2
Reexamination Notice to the Family .......cccoovieveiviccnicec 12-2
Completion of Annual Recertification .......ccccccevevieive e, 12-2
Collection of INTOrMation ........coceeeiieieee e 12-3
Requirements to AtteNd ... 12-3
Failure to Respond to Notification to Recertify .......cccccoeveneee. 12-3
Documents Required From the Family ... 12-4
Verification of INfOrmation ........ccccceevcvecesceere e 12-4
Tenant RENT INCrEASE ..o 12-4
Tenant ReNt DECIEASE........coci it 12-4
C. REPORTING INTERIM CHANGES — HOUSEHOLD & INCOME........... 12-5
INCreases iN INCOME ... 12-5
Interim Reexamination POlICY .....ccccoovviieii i 12-5
Decreases iN INCOME ... e 12-5
PHA EFTOIS oottt s 12-5
D. OTHER INTERIM REPORTING ISSUES. ........ccoo i 12-6
E. INCOME CHANGES RESULTING FROM WELFARE PROGRAM
REQUIREMENTS ..ottt sttt nns 12-6
Definition of Covered Family ......cccooeoviieiieie i 12-6
Definition of "Imputed Welfare Income" .........ccoevvviieviecieenen, 12-6
Verification Before Denying a Request to Reduce Rent........ 12-7
Cooperation AGreemMENTS ......cccvcceeieereere e eee e see e sree e e 12-7
Family Dispute of Amount of Imputed Welfare Income.......... 12-8
G. NOTIFICATION OF RESULTS OF RECERTIFICATIONS.........cccvvuennee. 12-8
H. CHANGES IN VOUCHER SIZE AS A RESULT OF FAMILY
COMPOSITION CHANGES. ..ot 12-8
l. CONTINUANCE OF ASSISTANCE FOR “MIXED” FAMILIES. ............. 12-8
J. MISREPRESENTATION OF FAMILY CIRCUMSTANCES.................. 12-11
CHAPTER THIRTEEN
MOVES WITH CONTINUED ASSISTANCE/PORTABILITY
INTRODUGCTION oottt et e e s besneesneeneennnea 13-1
A. ALLOWABLE MOVES ..ottt 13-1
B. RESTRICTIONS OF MOVES........oo ettt 13-1
C. PROCEDURE FOR MOVES.........oo it 13-2

TOC- viii -



[SSUANCE OFf VOUCKET .o 13-2

NOtiCe REQUITEMENTS ..o e 13-2
Time of Contract Change.......ccoceeieieeieierese e 13-2
D. PORTABILITY oottt sttt 13-2
E. OUTGOING PORTABILITY oottt 13-3
Restrictions on Portability ... 13-3
F. INCOMING PORTABILITY ottt s 13-4
Absorption or AdMINIStratioN ........ccccceeveeiiecvee s 13-4

Income and Total Tenant Payment of Incoming
POrtables ... 13-5
Requests of Approval of Tenancy .......ccccceceveveevecve e, 13-5
Regular Program FUNCLIONS .......cociiiriiinienee e 13-6
=001 = U e T S 13-6
Required DOCUMENTS ....cccuiieececie e 13-6
Billing ProCeAUIES ..o 13-6

CHAPTER FOURTEEN
CONTRACT TERMINATIONS

INTRODUCTIONS ..ottt sne b nre s 14-1
A. CONTRACT TERMINATION ..ottt 14-1
B. TERMINATION BY THE FAMILY: MOVES.......cccoooiiieeeecsece e 14-1
C. TERMINATION OF TENANCY BY THE OWNER: EVICTIONS........... 14-2
Evidence of Criminal ACHIVILY ...coccoveriinieneeeceee e 14-2
Termination of Tenancy DEeCISIONS ......cccccvverirerieeierese s 14-2
Exclusion of culpable household member ... 14-3
Consideration of Rehabilitation ... 14-3
D. TERMINATION OF THE CONTRACT BY PHA ..o 14-4
Notice of TErmMinNation ......ccocevereriiiee s 14-4

CHAPTER FIFTEEN
DENIAL OR TERMINATION OF ASSISTANCE

INTRODUCTIONS ..ottt s na et snennenneens 15-1
A. GROUNDS FOR DENIAL/TERMINATION .....ooeieieeeceeeeeeeee e 15-1
Form of Denial/Termination..........cccceeeeveeieeie s 15-1
Mandatory Denial and Termination .........cccoceeveeneeienceenensie s 15-2

TOC- ix -



B.

C.

T om

Grounds for Denial or Termination of Assistance................... 15-2
SCREENING & TERMINATION FOR DRUG ABUSE AND OTHER

CRIMINAL ACTIVITY ettt sttt ee ettt s snenneas 15-4
PUIPOSE. . e e e 15-4
AdMINISTIAtION .o e 15-4
Screening of APPlICANTS ...o.ooeiiiiie e 15-4
HUD DEefiNITIONS .o 15-5
Standard for VIiolation ... 15-5
Drug Related and Violent Criminal ACtiVItY .....ccccccviviiniinienne 15-6
Denial of Assistance for Sex Offenders.......cccccvvvvvnenenenene. 15-7
Termination of Assistance for Participants .......cccccocevveveeenenee. 15-7

...for Drug-related Criminal Activity or Violent Activity
...for Alcohol Abuse by Household Members

Notice of Termination of ASSIStaNCe ........cccocvvevriieienesesenee 15-9
Required EVIAENCE......ccooieeeee e 15-9
Confidentiality of Criminal Records.........ccccooovenininencnenene 15-10
FAMILY OBLIGATIONS .. ..ottt 15-10
Housing Authority DISCretion .......cccccce e eveecce e 15-12
Enforcing Family Obligations .........ccocviiiiiiininc e 15-12
Explanations & TermsS......ccccvevierceveeie e 15-12
HQS Breach ...t 15-12
Lease VIolatioNS ... 15-12
Notification of EVICTION ...ccocceevveceeeveee e 15-13
Proposed Additions to the Family .....c...ccoovevviecienen. 15-13
Family Member Moves OUt......cccoceveeiinenenrenee e 15-13
Limitation on Profit-making Activity in Unit ............... 15-14
INtErest in UNit......oooiiiiiieeee e 15-14
Fraud.....oo e 15-14
PROCEDURES FOR NON-CITIZENS. ......ccootiiieeieeeere e 15-14
Denial or Termination due to Ineligible Immigrant
SEALUS oo 15-14
False or Incomplete Information ..........ccccoeoeeevveeneninncnseceee 15-14
Procedure for Denial or Termination ........cccccveeveevvneeneeeenne 15-15
ZERO ($0) ASSISTANCE TENANCIES. ..ot 15-15
HAP Contracts On or After October 2, 1995 ... 15-15
OPTION NOT TO TERMINATE FOR MISREPRESENTATION........... 15-15
MISREPRESENTATION IN COLLUSION WITH OWNER................... 15-15
MISSED APPOINTMENTS AND DEADLINES.......ccccoivinineneneene 15-16
Procedure when Appointments are Missed or Information not
PrOVIAEa. ... oot 15-16

TOC- x -



CHAPTER SIXTEEN
OWNER DISAPPROVAL AND RESTRICTION

INTRODUGCTION. ..ot e e et e e e e e e 16-1
A. DISAPPROVAL OF OWNER.......coiiiieieeeee s 16-1
B. OWNER RESTRICTION AND PENALTIES.......ccooiis 16-3
C. CHANGE IN OWNERSHIP ....oooiiiiiiic e 16-3

SEE PROGRAM INTEGRITY ADDENDUM FOR GUIDANCE AS TO HOW OWNER
FRAUD WILL BE HANDLED.

CHAPTER SEVENTEEN
CLAIMS, MOVE-OUT AND CLOSE-OUT INSPECTIONS

(For HAP Contracts Effective Before October 2, 1995)

This Chapter has been removed.

CHAPTER EIGHTEEN
OWNER OR FAMILY DEBTS TO THE PHA

INTRODUGCTION . ..ot e e e e e e e e e e e e 18-1
A. PAYMENT AGREEMENT FOR FAMILIES ... 18-1
B. DEBTS OWED FOR CLAIMS ..ot 18-2
Late PayMENTS ... e 18-2
C. DEBTS DUE TO MISREPRESENTATIONS/NON-REPORTING
OF INFORMATION ..ottt 18-3
(SEE PROGRAM INTEGRETY ADDENDUM)
Family Error/Late RepOrting .....ccccceveeieceeeeeie e 18-3
Program Fraud.........oeeeeee s 18-3
Payment Procedures for Program Fraud.........c.cccceevnininenenne. 18-3
D. DEBTS DUE TO MINIMUM RENT TEMPORARY HARDSHIP............... 18-4
E. GUIDELINES FOR PAYMENT AGREEMENTS.......ccoooiiiieee 18-4
F. OWNER DEBTS TO THE PHA ..o 18-4
G. WRITING OFF DEBTS ..ot 18-5

TOC- xi -



CHAPTER NINETEEN

COMPLAINTS AND APPEALS
INTRODUCTION . .. ettt et e e e e e e e e e e e e e e e eaees 19-1
A. COMPLAINTS TO THE PHA ...t 19-1
Categories of Complaints ......cccccveveveeiecce e 19-1
B. PREFERENCE DENIALS......co ittt 19-2
C. INFORMAL REVIEW PROCEDURES FOR APPLICANTS......cccveveeee 19-2
Procedure fOr REVIEW ... s 19-3
D. INFORMAL HEARING PROCEDURES..........cccoovitnirinirierenie e 19-3
Notification Of HEaring ......ccurerieieiesereseeee e 19-5
The PHA’s Hearing ProCedures .......cccocevveceneerescee e 19-5
E. HEARING AND APPEAL PROVISIONS FOR “RESTRICTIONS”
ON ASSISTANCE TO NON-CITIZENS .....coooereeeeeeeeeeeeeere e 19-7
INS Determination of Ineligibility ... 19-8
F. MITIGATING CIRCUMSTANCES FOR
APPLICANTS/PARTICIPANTS WITH DISABILITIES......cccooceveieeieene. 19-9
CHAPTER TWENTY
SPECIAL HOUSING TYPES
INTRODUCTIONS oottt e e e e e e e e e e e e e en e 20-1
A. SINGLE ROOM OCCUPANCY-NA ...ttt 20-1
B. CONGREGATE HOUSING......coiiirirentirieee e 20-1
C. GROUP HOMES ...ttt 20-2
D. SHARED HOUSING. ..ottt 20-4
E. MANUFACTURED HOMES........co ot 20-5
E. COOPERATIVE HOUSING - NA ..o 20-6
G. HOME OWNERSHIP - NA ...t 20-6
GLOSSARY
A. GLOSSARY OF TERMS IN SUBSIDIZED HOUSING..........ccoeuennee. GL1-16
B. ACRONYMS USED IN SUBSIDIZED HOUSING........ccccecereninieriennnn GL-17

TOC- xii -



ADDENDUMS

INCOME ... . o n e ADDENDUM |
EXCLUSIONS FROM INCOME ..ot ADDENDUM I
DEDUCTIONS FROM ANNUAL INCOME .......cccooiviiiinicnicrc ADDENDUM Il
NOTICE FROM HUD CONCERNING INCOME .......c.ccoceoirieininnnne. ADDENDUM IV
DISALLOWANCE OF INCREASE IN EARNED INCOME

(FOR DISABLED FAMILIES) ..c.oeiiiiieieeseeeseseeee s ADDENDUM V
VERIFICATIONS. ... ..o s ADDENDUM VI
HOUSING QUALITY STANDARDS.......cco o ADDENDUM VII
PROGRAM INTEGRETY ....oooiiiirini s ADDENDUM VI

TOC- xiii -



ADDENDUM VI
PROGRAM INTEGRETY

INTRODUCGCTION ottt st sttt st nnenneens PI-1
A. CRITERIA FOR INVESTIGATION OF SUSPECTED ABUSE
y N VT I = N 1 | 5 2 PI-2
B. STEPS THE PHS WILL TAKE TO PREVENT PROGRAM ABUSE
AND FRAUD. ...ttt st nae st sbe e ans PI-3
C. STEPS THE PHA WILL TAKE TO DETECT PROGRAM ABUSE
AND FRAUD. ...ttt st nae st sbe e ans Pl-4
D. THE PHA'S HANDLING OF ALLEGATIONS OF POSSIBLE ABUSE
y N VT I = N 1 | 5 2 Pl-4
E. OVERPAYMENTS TO OWNERS ... PI1-5
F. HOW THE PHA WILL INVESTIGATE ALLEGATIONS OF ABUSE
y N VT I = N 1 | 5 2 PI1-6
G. PLACEMENT OF DOCUMENTS, EVIDENCE AND STATEMENTS
OBTAINED BY THE PHA ..o PI-7
H. CONCLUSION OF THE PHA'S INVESTIGATIVE REVIEW. ................... PI-7
l. EVALUATION OF THE FINDINGS.......cocooiiiirenine e PI-7
J. ACTION PROCEDURES FOR VIOLATIONS WHICH HAVE BEEN
DOCUMENTED. .....titiieieiesese sttt snesnesneens PI1-8
Procedural Non-complianCe ..o PI-8
Procedural Non-compliance-Overpaid Assistance.................. PI-8
Intentional MisrepresentationsS........cccveveeieneeneece e PI-9
Dispositions of Cases Involving Misrepresentation.............. P1-10
CasSe CONTEIBNCE. ..o PI1-10
Notification to Participant of Proposed Action..........ccceeuu...e. Pl-11

TOC- xiv -



TOC-1 -



CHAPTER ONE

STATEMENT OF POLICIES AND OBJECTIVES

LN I @ 151 L @ 1 [ 1-1
A...... HOUSING AUTHORITY MISSION STATEMENT OR HISTORICAL
INFORMATION ON THE AGENCY oo 1-1
B. LOCAL GOALS ...ttt sttt nnens 1-2
C. PURPOSE OF THE PLAN ...ttt 1-3
D. ADMINISTRATIVE FEE RESERVE ......c.ocooieieeeee e 1-3
E. RULES AND REGULATIONS. ......o oottt 1-3
F. TERMINOLOGY ...otitiieiesienieisie ettt s se s st e s saenessessenes 1-4
G. FAIR HOUSING POLICY oottt 1-4
H. REASONABLE ACCOMMODATIONS POLICY ...cooieirineeeseeeeeie e 1-5
Verification of DiSability ......cccoeeiiiriiiieee e 1-7
ApPlying fOr AAMISSION ..o 1-7
l. TRANSLATION OF DOCUMENTS ..ottt 1-7
J. MANAGEMENT ASSESSMENT OBJECTIVES. ..., 1-8
K. RECORDS FOR MONITORING PHA PERFORMANCE.........ccccovevruenen. 1-9
L. PRIVACY RIGHTS ...ttt s et 1-9
M. FAMILY OQUTREACH ...t st 1-10
N. OWNER QUTREACH ...ttt s 1-10

TOC-1



CHAPTERTWO

ELIGIBILITY FOR ADMISSION

INTRODUGCTION ...ttt sttt se et sae e ssesaenennessennas 2-1

A. ELIGIBILITY FACTORS ...ttt et 2-1

B. FAMILY COMPOSITION ....oouiiiiiiieiesienieese et 2-2

Head of HOUSENOId ..o 2-3

SPOUSE OF HEAU ... e 2-3

(@0 1 == To PR 2-3

Live-in AtENAANTS ....cccoiiiie e e 2-3

Split Households Prior to Voucher Issuance.........cccccceveevvieennen. 2-4

Multiple Families in the Same Household .........ccccccevvecvieveennnn, 2-5

Joint Custody of Children ... 2-5

C. INCOME LIMITATIONS ...ttt s 2-5

D. MANDATORY SOCIAL SECURITY NUMBERS.........ccccooiviiinineneeeiee, 2-6

E. CITIZENSHIP/ELIGIBLE IMMIGRATION STATUS......ccoieeieeeeeceeceee, 2-6

F. OTHER CRITERIA FOR ADMISSIONS......ccootiereseieese e 2-6

G. TENANT SCREENING ...ttt 2-7
H. CHANGES IN ELIGIBILITY PRIOR TO EFFECTIVE DATE OF THE

(@@ ]\ I 3 O OSSR 2-8

l. INELIBIBLE FAMILIES. ...t e 2-8

PROHIBITED ADMISSIONS CRITERIA ..o 2-8



CHAPTER THREE

APPLYING FOR ADMISSION

INTRODUGCTION ...ttt sttt se et sae e ssesaenennessennas 3-1

A. OVERVIEW OF THE APPLICATION TAKING PROCESS..........ccceeueee. 3-1

B. OPENING/CLOSING OF APPLICATION TAKING .....ccccovveirerereeeeene 3-1

Closing the Waiting LiSt .....ccceoiieiiniieresereeeeeeeee e 3-2

Limits on Who May APPIY e 3-2

C. “INITIAL” APPLICATION PROCEDURES........cccoooieee e, 3-3

D. APPLICANT STATUS WHILE ON WAITING LIST ...ooeiiveereceeeeiee 3-3

E. TIME OF SELECTION ..otiiiciiseiet st 3-4
F. COMPLETION OF A FULL APPLICATION (PERSONAL

DECLARATION) .ottt sttt 3-4

G. R = | [ AN I L S 3-5

H. FINAL DETERMINATION AND NOTIFICATION OF ELIGIBILITY ......... 3-5



CHAPTER FOUR

ESTABLISHING PRREFERENCES AND MAINTAINING THE WAITING LIST

INTRODUCGCTION e e 4-1
A. WAITING LIST et 4-1
B PREFERENCES NOT APPLICABLE TO THIS AGENCY ......ccccvciiinns 4-2
C. INCOME TARGETING ...t e 4-2
D REMOVAL FROM WAITING LIST & PURGING.........cccoociiiriiriirieies 4-2



CHAPTER FIVE

SUBSIDY STANDARDS
INTRODUGCTION oottt sttt sae e enenne e 5-1
A. DETERMINING FAMILY UNIT (VOUCHER) SIZE .....ccccooveveiieceeceeen, 5-1
B. EXECEPTIONS TO SUBSIDY STANDARDS.......cccoiiereneeeene e 5-2
Request for Exceptions to Subsidy Standards.........ccccceceevennne 5-3
PHA EFTOF et s 5-3
Changes for AppliCantS ... 5-3
Changes for PartiCipants ... 5-3
Underhoused and Overhoused Families ........ccccooeveveiinnniennnne 5-3
Transfer Waiting LiSt ... 5-4

C. UNIT SIZE SELECTED ...t 5-4



CHAPTER SIX

FACTORS RELATED TO TOTAL TENANT PAYMENT AND FAMILY SHARE
DETERMINATION

INTRODUCGCTION ettt ee ettt e e e e e e e en e e nae e e e ne e e s nne e ennaeeennes 6-1
A. INCOME AND ALLOWANCES.......coooieteieesereeee et 6-1
See Addendum I- Income
See Addemdum Il — Exclusions From Income
See Addendum Ill — Deductions from Annual Income
See Addendum Iv — Notice from HUD Concerning Income
B. DISALLOWANCE OF EARNED INCOME FROM RENT DETERMINATIONS

FOR PERSONS WITH DISABILITIES ..ot 6-2
Initial Twelve-Month EXCIUSION ... 6-3
Second Twelve-Month Exclusion & Phase-In.........cccccceeveeenne. 6-4
Maximum Four Year Disallowance........ccccocvniininninneenenne 6-4

Applicability to child Care & Disability Assistance Expense

D 7=T0 LU T4 A o] o K= SRS 6-4
Tracking the Earned Income EXCIUSION .....ccooviiieeiciiicsecee 6-4
Inapplicability to AdMISSION ..cceccieceecece e 6-5
C. MINIMUM RENT ...ttt 6-5
MiNTMUM RENT ..o e 6-5

Hardship Requests for and Exception to Minimum

RENT .. s 6-6
Criteria for Hardship EXCeption .....cccccovveieiieiiie e 6-6
PHA Notification to Families of Right to Hardship

EXCEPLION o e 6-6
Suspension of Minimum ReNt ... 6-7
Temporary HardShip ..o 6-7
Long-Term Duration HardShips ... 6-7
Retroactive Determination ... 6-8

10f3



D.

O zxr =X

DEFINITION OF TEMPORARILY/PERMANENTLY ABSENT................. 6-8

Absence of ANY MEMDET ..o 6-8
Absence due to Medical REasONS .......ccccevvereriiriienenene e 6-8
Absence Due to Full-time Student Status ..., 6-9
Absence due to INncarceration.........cccoeveneneninieeiesesese e 6-9
Absence of Children due to Placement in Foster Care ............ 6-9
Absence of Entire Family ......cccoceveeiiieie e 6-9
Caretaker for Children ... 6-10
RV o S 6-11
Reporting Additions to Owner and PHS............................6-12
Reporting Absences to the PHA ... 6-12
AVERAGING INCOME .......cooiiiieisiineieie e seenes 6-12
MINIMUM INCOME .......ooo ittt 6-13
INCOME OF PERSON PERMANENTLY CONFINED TO NURSING
HOME ettt 6-13
REGULAR CONTRIBUTIONS AND GIFTS....ccoie e 6-13
ALIMONY AND CHILD SUPPORT.....ccctieieesinieese s 6-14
LUMP SUM RECEIPTS ...ttt 6-14
Prospective Calculation Methodology .....cccccecevieieciececiiece, 6-15
Retroactive Calculation Methodology .......cccceeereiinenencncnee 6-15
ATLOTNEY FEES ..ot 6-15
CONTRIBUTIONS TO RETIREMENT FUNDS-ASSETS......cccccvvveevnen. 6-16
ASSETS DISPOSED OF FOR LESS THAN FAIR MARKET VALUE ..6-16
CHILD CARE EXPENSES ...ttt 6-16
MEDICAL EXPENSES......... et 6-17
PRORATION OF ASSISTANCE FOR “MIXED” FAMILIES................... 6-18
APPHCADTIITY .o 6-18
Prorated Assistance Calculation ........ccccvvvenininienenesene e 6-18
INCOME CHANGES RESULTING FROM WELFARE PROGRAM
REQUIREMENTS ...ttt sttt 6-18
REDUCTION IN BENEFITS....ooo e 6-19
UTILITY ALLOWANCE AND UTILITY REIMBURSEMENT
PAYMENTS ..ottt e 6-20



30f3



CHAPTER SEVEN

VERIFICATION PROCEDURES

INTRODUCTION oottt s
A. METHODS OF VERIFICATION AND TIME ALLOWED............
Third-Party Written Verification ........cccccevevvvvnceecvcnenee.
Third-Party Oral Verification ........ccccocceveieninnnnenne
Review O0f DOCUMENTS .....cccceveeeeeereee e
Self-Certification/Self-Declaration ........c..ccoccevceevvneenens
B. RELEASE OF INFORMATION .....ooiiiii e
C. COMPUTER MATCHING......cooiiieeiseseese e
D. ITEMS TO BE VERIFIED .....ovieee e

E. VERIFICATION OF INCOME.......ccociiiiiiniie e

(Also See Addendum V — Verification Chart)

Employment INCOME ......ccveeeciceceeee e

Social Security, Pensions, Supplementary Security

Income (SSI), Disability Income. ........ccceueeeee.

Unemployment Compensation.......cccccccveveeiciecieesnene

Welfare Payments or General Assistance...................

Alimony or Child Support Payments ........cccccecevvevuennen.

Net Income from a BUSINESS .....ccocevveevveieneee e

Child Care BUSINESS ..o

RecUrring GIftS ...

Zero INCOME SEALUS ....eevieeeeieeiee e

Full-time Student Status.........ccocoeveveriinieneeeeee e

F. INCOME FROM ASSETS......ooeteeeenesieese et

Saving Account Interest Income and Dividends .......

Interest Income from Mortgages or Similar

Arrangements ...

Net Rental Income from Property Owned by Family

1of2



VERIFICATION OF ASSETS

= 0 L YA AN ] =

CHAPTER SEVEN (Continued)

VERIFICATION PROCEDURES

Assets Disposed of for Less than Fair Market Value
(FMV) During Two Years Preceding Effective Date

of Certification or Recertification .........ccccceceveeieneennns
VERIFICATION OF ALLOWABLE DEDUCTIONS FROM INCOME ....
Child Care EXPENSES...ccvcieieeieee ettt
Medical EXPENSES ......ooiieeiee e
Assistance to Persons with Disabilities .......c.ccccocvvniniinennen.
VERIFYING NON-FINANCIAL FACTORS
Verification of Legal Identity .......ccccovvveveeiicceceeee e
Verification of Marital Status........cccveveeieneneee e

Familial RelationShiPsS ..o

Verification of Permanent Absence of Family

Verification of Change in Family Composition .........cccecueneee.

Verification of DiSability ......cccceoeiirinininee e

Verfication of Citizenship/Eligible Immigrant

SEALUS e
Time of VerifiCation ...
Verification of social Security Numbers ...
Medical Need for Larger Unit .......cccoceveeeecceeniece e
VERIFICATION OF WAITING LIST PREFERENCES (N/A)

20f2



CHAPTER EIGHT

VOUCHER ISSUANCE AND BRIEFINGS

INTRODUGCTION oottt sttt sae e enenne e 8-1
A. ISSUANCE OF VOUCHERS ...t 8-1
B. BRIEFING TYPES AND REQUIRED ATTENDANCE.......ccccceivienrerienn. 8-2
Initial Applicant Briefing.....cccceneeee e 8-2
Briefing PacCKet ... 8-2
MOVE BFIEFING woiieieie ettt 8-4
OWNET BIIEFING .ot 8-4
C. ENCOURANGING PARTICIPATION IN AREAS WITHOUT LOW
INCOME OR MINORITY CONCENTRATION ....ccocieeee e 8-4
D. ASSISTANCE TO FAMILIES WHO CLAIM DISCRIMINATION .............. 8-5
SECURITY DEPOSIT REQUIREMENTS .......ooii e 8-5
F. TERM OF VOUCHER ..ottt 8-5
EXPIFTALIONS .ttt s sne e 8-5
YU Sy 0 1= 1] Lo o 1 8-5
EXTENSIONS .o e 8-6
Assistance to Voucher HOIders ... 8-6
G. VOUCHER ISSUANCE DETERMINATION FOR SPLIT
HOUSEHOLDS ...ttt st 8-6

H. REMAINING MEMBER OF TENANT FAMILY — RETENTION OF
VOUCHER e 8-7



CHAPTER NINE

REQUEST FOR APPROVAL OF TENANCY AND CONTRACT EXECUTION

INTRODUCGCTION ettt s e e e e ae e ene e e naa e e e e e e sne e e ennaeesnnes 9-1
A. REQUEST FOR APPROVAL OF TENANCY ... 9-2
Disapproval Of RFAT ... 9-2
B. ELIGIBLE TYPES OF HOUSING ......coccoiierieiceseee e 9-3
C. LEASE REVIEW ...ttt ettt s 9-3
Action Before Lease Term ... s 9-4
D. SEPARATE AGREEMENTS ..ot 9-5
E. INITIAL INSPECTIONS ..ottt 9-5
F. RENT LIMITATION ..ottt 9-5
G. DISAPPROVAL OF PROPOSED RENT .....cccotiirereeeeese e 9-6
H. INFORMATION TO OWNERS.......coi ettt 9-6
l. OWNER DISAPPROVAL ...ttt e 9-7
J. CHANGE IN TOTAL TENANT PAYMENT (TTP) PRIOR TO HAP
EFFECTIVE DATE... .ottt ettt ettt et 9-7
K. CONTRACT EXECUTION PROCESS. ......cccoitiiieeseieisese e 9-7

L. CHANGE IN OWNERSHIP ...t 9-8



CHAPTER TEN

HOUSING QUALITY STANDARDS AND INSPECTIONS

INTRODUCGCTION ettt e e et e e e saee e s e e ennn e e s nne e e sneeesnnneeens 10-1
A. GUIDELINES/TYPES OF INSPECTIONS.......ccccitiireeeesesiees e 10-1
B. INITIAL HQS INSPECTIONS......ooi e 10-2
Timely Initial HQS INSPECLION ...cceecvvceeceeeeeceee e 10-2
C. ANNUAL HQS INSPECTIONS......cc ettt 10-3
Time Standards fOr REPAITS ....cccccevveeevieie e 10-4
RENTINCIEASES ... e e e 10-4
SPECIAL/COMPLAINT INSPECTIONS.......ooiieeeceesee e 10-4
QUALITY CONTROL INSPECTIONS......coitieeeisesieeee e 10-4
F. ACCEPTABILITY CRITERIA AND EXCEPTIONS TO HQS .................. 10-5
See Addendum VI - HQS
Local Housing, Electrical, Plumbing, Mechanical Codes ......10-5
G. EMERGENCY REPAIR ITEMS ..ot 10-5
H. CONSEQUENCES IF OWNER IS RESPONSIBLE
(NON-EMERGENCY ITEMS) ....coiiiiiiireneirese st 10-5
ADALEMENT ... e 10-6
Reduction of PAymMeNntsS ......cccceeoevevieie e 10-6
Termination of CONracCt .......ccooceiieiiiee e 10-7
l. DETERMINATION OF RESPONSIBILITY oo 10-7
J. CONSEQUENCES IF FAMILY IS RESPONSIBLE.........ccovvviie, 10-8



CHAPTER ELEVEN
OWNER RENTS, RENT REASONABLENESS, AND PAYMENT STANDARDS

INTRODUCGCTION ettt e e e e nna e e sne e e sneeesnneeeens 111
A. RENT TO OWNER IN THE HOUSING CHOICE VOUCHER

PROGRAM ettt e e e e s ba e ebe e snnee s 111

B. MAKING PAYMENT TO OWNERS. ...t 11-2

EXCESS PayMENTS ..ot 11-2

C. RENT REASONABLENESS DETERMINATIONS.......ccco oo, 11-2

Rent Reasonableness Methodology ......ccccevvveveccececceccie e, 11-4

D. PAYMENT STANDARDS FOR THE VOUCHER PROGRAM................. 11-4

E. ADJUSTMENTS TO PAYMENT STANDARDS. ..o 11-4

Assisted Families’ Rent BUrdens ........ccocoovieiiicicncncseseens 11-5

Quality of Units Selected ........ccovevveevicie e 11-5

PHA DeCiSION POINt ..o e 11-5

ReNt to OWNEr INCIrEASES ......ceevieeeeeee e 11-5

Time to Locate HOUSING ..o 11-5

Lowering of the Payment Standard..........c.ccocvovvriiinnenencnene. 11-5

Financial Feasibility ... 11-6

File DOCUMENTALION ...oovieeieceeeee e 11-6

F. EXCEPTION PAYMENT STANDARDS.......cccoiiiereie e 11-6

G. OWNER PAYMENT IN THE PREMERGER REGULAR
CERTIFICATE PROGRAM ....ooiiiiii e 11-6



CHAPTER TWELVE

RECERTIFICATIONS

INTRODUCTIONS ..ttt e e s e e s nneeesneeeens 12-1
A. ANNUAL ACTIVITIES ...ttt 12-1
B. ANNUAL RECERTIFICATION/REEXAMINATION ...cccccovvieeiiecieecie 12-2
Moves Between ReexaminationsS........cccovvevenenenienenenesenenes 12-2
Reexamination Notice to the Family .......cccccooeviievie i cvee e, 12-2
Completion of Annual Recertification ........cccocvvvveninnencnene. 12-2
Collection of INfOrmMation ........ccoceveiirininic e 12-3
Requirements to AtteNd ..o 12-3
Failure to Respond to Notification to Recertify .......cccccocuneee. 12-3
Documents Required From the Family ... 12-4
Verification of INfOrmation .........coccoceveienin v 12-4
Tenant ReNt INCIrease ... 12-4
Tenant ReNt DECIEASE........c.ccveiiereeee e 12-4
C. REPORTING INTERIM CHANGES — HOUSEHOLD & INCOME........... 12-5
INCreases iN INCOME ..o 12-5
Interim Reexamination POlICY .....ccccocvviieiieciie e 12-5
DecCreases iN INCOME ... 12-5
PHA EITOIS oot s 12-5
D. OTHER INTERIM REPORTING ISSUES. ........cc oo 12-6

E. INCOME CHANGES RESULTING FROM WELFARE PROGRAM
REQUIREMENTS ...ttt 12-6
Definition of Covered Family ..o 12-6
Definition of "Imputed Welfare Income" ........cccooeeviieneninnene 12-6
Verification Before Denying a Request to Reduct Rent......... 12-7
Cooperation AgreemMeENtS......ccvcceeiieciie s e 12-7
Family Dispute of Amount of Imputed Welfare Income.......... 12-8
G. NOTIFICATION OF RESULTS OF RECERTIFICATIONS........ccccveunee. 12-8

1of2



CHAPTER TWELVE (Continued)
RECERTIFICATIONS

CHANGES IN VOUCHER SIZE AS A RESULT OF FAMILY COMPOSITION

CHANGES ... e e e e 12-8
CONTINUANCE OF ASSISTANCE FOR “MIXED” FAMILIES................... 12-8
MISREPRESENTATION OF FAMILY CIRCUMSTANCES.............cooi e, 12-11

20f2



CHAPTER THIRTEEN
MOVES WITH CONTINUED ASSISTANCE/PORTABILITY

INTRODUCGCTION ettt e e e e nna e e sne e e sneeesnneeeens 13-1
A. ALLOWABLE MOVES ..ottt 13-1
B. RESTRICTIONS OF MOVES. ...t 13-1
C. PROCEDURE FOR MOVES. ...ttt 13-2
ISSUANCE Of VOUCKET ..o 13-2
NOtiCe REQUITEMENTS. ..ot 13-2
Time of Contract Change.......cccceeece e, 13-2
D. @ 2N = | N I S 13-2
E. OUTGOING PORTABILITY ettt 13-3
Restrictions on Portability ... 13-3
F. INCOMING PORTABILITY oottt 13-4
Absorption or AdminiStration ..o 13-4

Income and Total Tenant Payment of Incoming

POrtabIes ..o 13-5
Requests of Approval of TENANCY .....ccccvvvvirininireeeree e 13-5
Regular Program FUNCLIONS .....ccccceviieeiie e 13-6
=001 g = U e T S 13-6
Required DOCUMENTS ....cccuiceecece e 13-6

BilliNg ProCeAUIES ...t 13-6



CHAPTER FOURTEEN

CONTRACT TERMINATIONS
INTRODUCTIONS ..ttt e e s e e s nneeesneeeens 14-1
A. CONTRACT TERMINATION ...ttt 14-1
B. TERMINATION BY THE FAMILY: MOVES ... 14-1
C. TERMINATION OF TENANCY BY THE OWNER: EVICTIONS........... 14-2
Evidence of Criminal ACHIVILY ..cccccv i, 14-2
Termination of Tenancy DECISIONS .....ccccoveverinirinieiere e 14-2
Exclusion of culpable household member ... 14-3
Consideration of Rehabilitation ... 14-3
D. TERMINATION OF THE CONTRACT BY PHA ..o 14-4

NOLICE OF TeIMINATION <. e e 14-4



CHAPTER FIFTEEN
DENIAL OR TERMINATION OF ASSISTANCE

INTRODUCTIONS ..ttt e e s e e s nneeesneeeens 15-1
A. GROUNDS FOR DENIAL/TERMINATION .....cccoiiiieieeeene e 15-1
Form of Denial/Termination..........ccoeeveneeneeneneeneeesee e 15-1
Mandatory Denial and Termination .........ccceccvveeeveevesceeneesie s 15-2
Grounds for Denial or Termination of Assistance................... 15-2

B. SCREENING & TERMINATION FOR DRUG ABUSE AND OTHER
CRIMINAL ACTIVITY ottt sttt s esse s e 15-4
PUIPOS . 15-4
AdMINISTFAION ..o 15-4
Screening of ApPPlICANTS ..o 15-4
HUD DEefiNITIONS .ot s 15-5
Standard for VIiolation ... 15-5
Drug Related and Violent Criminal ACtiVity .....ccccccvveereeiiennnnne. 15-6
Denial of Assistance for Sex Offenders........ccccocevvnineeienene 15-7
Termination of Assistance for Participants .........ccccccevivinennns 15-7

...for Drug-related Criminal Activity or Violent Activity

...for Alcohol Abuse by Household Members

Notice of Termination of ASSIStanCe ........ccocveevveeveienesenee 15-9
Required EVIAENCE........ooi e 15-9
Confidentiality of Criminal Records........ccccevvviveieecniiesieenene, 15-10
C. FAMILY OBLIGATIONS ...t 15-10
Housing Authority DISCretion ......cccccvevvvceevecce e 15-12
Enforcing Family Obligations .......ccceoireiinin e 15-12
..Explanations & TEerms ......ccccvieveeiesceeneece e 15-12

A HOS BreacCh e 15-12
..Lease ViolationsS ... 15-12
...Notification of EVICHION ......cccceveriviiiiinevens 15-13
...Proposed Additions to the Family .........cc.ccoovninnnens 15-13

1of2



I o mm

CHAPTER FIFTEEN (Continued)
DENIAL OR TERMINATION OF ASSISTANCE

...Family Member Moves Out.......ccccceieneninineneneenns 15-13

...Limitation on Profit-making Activity in Unit .......... 15-14

cdnterest in Unit . 15-14

Fraud ... s 15-14

PROCEDURES FOR NON-CITIZENS. .....ccccositreisisereeesesieeee e, 15-14
Denial or Termination due to Ineligible Immigrant

SEALUS oo 15-14

False or Incomplete Information ..........cccceeeveiinenenincnceeens 15-14

Procedure for Denial or Termination .........ccccocvvevenenienenennnn 15-15

ZERO ($0) ASSISTANCE TENANCIES. ..ot 15-15

OPTION NOT TO TERMINATE FOR MISREPRESENTATION........... 15-15

MISREPRESENTATION IN COLLUSION WITH OWNER................... 15-15

MISSED APPOINTMENTS AND DEADLINES ..o, 15-16

Procedure when Appointments are Missed or
Information not provided ..., 15-16

20f2



CHAPTER SIXTEEN
OWNER DISAPPROVAL AND RESTRICTION

INTRODUGCTION e 16-1
A. DISAPPROVAL OF OWNER......ccooiiiii e 16-1
B. OWNER RESTRICTION AND PENALTIES.......ccoiiiiieieeeeeeees 16-3
C. CHANGE IN OWNERSHIP ...t 16-3

SEE PROGRAM INTEGRITY ADDENDUM FOR GUIDANCE AS TO HOW
OWNER FRAUD WILL BE HANDLED.



CHAPTER SEVENTEEN
CLAIMS, MOVE-OUT AND CLOSE-OUT INSPECTIONS

(For HAP Contracts Effective Before October 2, 1995)

This Chapter has been removed.



CHAPTER EIGHTEEN
OWNER OR FAMILY DEBTS TO THE PHA

INTRODUCGCTION ettt e e e e nna e e sne e e sneeesnneeeens 18-1
A. PAYMENT AGREEMENT FOR FAMILIES. .....cccoooiieinvieeeeseeeese e 18-1
B. DEBTS OWED FOR CLAIMS ...ttt 18-2
Late PayMENTS ...t 18-2

C. DEBTS DUE TO MISREPRESENTATIONS/NON-REPORTING
OF INFORMATION ..ottt s ettt e et e s e s e snnne e snn e e snneeennes 18-3
Family Error/Late RepOrting .....ccccceveececeeneeie e 18-3
Program Fraud........eeee s 18-3
Payment Procedures for Program Fraud..........cccceoveeevveiieenenne 18-3
D. DEBTS DUE TO MINIMUM RENT TEMPORARY HARDSHIP .............. 18-4
E. GUIDELINES FOR PAYMENT AGREEMENTS......ccccooiviireenereeee e 18-4
F. OWNER DEBTS TO THE PHA ...ttt 18-4
G. WRITING OFF DEBTS ..ottt 18-5



CHAPTER NINETEEN

COMPLAINTS AND APPEALS

INTRODUCGCTION ettt e e ne e e na e snn e e e
A. COMPLAINTS TO THE PHA ...t
Categories of Complaints ...
B. PREFERENCE DENIALS.......oi it
C. INFORMAL REVIEW PROCEDURES FOR APPLICANTS................
Procedure fOr REVIEW .....cccvveeieere e
D. INFORMAL HEARING PROCEDURES.........cccoviineiriseeeeseseeese e
Notification of HEaring .......ccceeeeieienese e
The PHA’s Hearing ProCedures .......cccoovevevieeieeceseesecee e,

E. HEARING AND APPEAL PROVISIONS FOR “RESTRICTIONS”
ON ASSISTANCE TO NON-CITIZENS ......ccooeerireereseeese s
INS Determination of Ineligibility ...

F. MITIGATING CIRCUMSTANCES FOR

APPLICANTS/PARTICIPANTS WITH DISABILITIES.......ccccooiirieene



CHAPTER TWENTY
SPECIAL HOUSING TYPES

INTRODUCTIONS ..ottt sn e 20-1
A. SINGLE ROOM OCCUPANCY - NA ..o 20-1
B. CONGREGATE HOUSING.....ccciiiiieirreee e 20-1
C. GROUP HOMES ... 20-2
D. SHARED HOUSING......cooiiiiiie s 20-4
E. MANUFACTURED HOMES.........coi e 20-5
F. COOPERATIVE HOUSING - NA ...t 20-6
G. HOME OWNERSHIP - NA Lo 20-6



Chapter 1
STATEMENT OF POLICIESAND OBJECTIVES

INTRODUCTION

The Section 8 Program was enacted as part of the Housing and Community Development Act of 1974,
which recodified the U.S. Housing Act of 1937. The Act has been amended from time to time, and its
requirements, as they apply to the Section 8 Tenant-Based Assistance Program, is described in and
implemented throughout this Administrative Plan. The Section 8 tenant- based assi stance programs are
federdly funded and administered for the City of Pittsburg by the Pittsbur g Public Housing Agency
through its Section 8 housing office.

Adminigration of the Section 8 Program and the functions and respongibilities of the Housing Authority
(PHA) gaff shdl bein compliance with the PHA's Personnd Policy and the Department of Housing and
Urban Development's (HUD) Section 8 Regulations aswell as al Federd, State and loca Fair Housing
Laws and Regulations.

Jurisdiction
Thejurisdiction of the PHA isthe City of Pittsburg.

A. HOUSING AUTHORITY MISSION STATEMENT ORHISTORICAL
INFORMATION ON THE AGENCY

"To serve our community's housing needs using al resources available.”

To provide affordable housing for dl resdents through cregtive partnerships with public and private
collaborators.”

"Our Mission isto provide quality housing opportunities to improve the lives of the citizenswho arein
need."

"To provide safe, decent, affordable housing for digible residents of the City of Fittsburg.”

"To provide affordable housing that isin good repair, to be stewards of public funds and trust, and to
serve dl customers with respect.”

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan
To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use
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B. LOCAL GOALS [24 CFR 982.1]

These goals should reflect the Agency Plan five year goals.
Part |

PHA Goal: Improve the quality of assisted housing

Objectives:
Al Improve voucher management: (SEMAP score)
Al Ensure equal opportunity and affirmatively further fair housng
v Undertake affirmative measures to ensure access to asssted housing regardless of race, color,

religion nationd origin, sex, familid gatus, and disability:
Part 11
The PHA hasthe fallowing godsfor the program:

To attain and maintain a high leved of standards and professonalism in our day-to-day
management of all program components.

Toadminister an efficient, high-perfor ming agency through continuous improvement of
the PHA’s support systems and commitment to our employees and their development.

To provide decent, safe, and sanitary housing for very low income familieswhile
maintaining their rent payments at an affordable level.

Toensurethat all units meet Housing Quality Standards and families pay fair and
reasonablerents.

To promotefair housing and the opportunity for very lon-income families of all ethnic
backgroundsto experience freedom of housing choice.

To promote a housing program which maintains quality service and integrity while
providing an incentiveto private property ownersto rent to very low-income families.

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan
To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use
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C. PURPOSE OF THE PLAN [24 CFR 982.54]

The purpose of the Adminigrative Plan isto establish policies for carrying out the programs in a manner
congstent with HUD requirements and local gods and objectives contained in the Agency Plan. The
Housing Choice Voucher Program was implemented on 10/1/99, and pre-merger Housing Voucher
tenancies and Over Fair Market Rent tenancies converted automeatically to Housing Choice Voucher
tenancies on that date. All other existing contracts remained in effect until the family’ s second
reexamination after the merger date or when a new |lease was executed.

The PHA is responsible for complying with al changesin HUD regulations pertaining to these programs.
If such changes conflict with this Plan, HUD regulations will have precedence. The PHA will revise this
Adminigrative Plan as needed to comply with changesin HUD regulaions. The origind Plan and any

changes must be gpproved by the Board of Commissioners of the agency, the pertinent sections
included in the Agency Plan, and a copy provided to HUD.

This Adminigtrative Plan is a supporting document to the PHA Agency Plan, and is available for public
review as required by CFR 24 Part 903.

Applicable regulations include:
24 CFR Part 5. Generd Program Requirements
24 CFR Part 8: Nondiscrimination
24 CFR Part 982: Section 8 Tenant-Based Assstance: Housing Choice Voucher Program

D. _ ADMINISTRATIVE FEE RESERVE [24 CFR 982.54(c)(21)]

Expenditures from the Adminigrative Reserve (Operating Reserve) for other housing purposes shdl not
exceed $5,000.00 per occurrence nor more than $30,000.00 in the aggregete for each fisca year
without the prior gpprova of the City of Pittsburg Board of Commissioners.

E. RULES AND REGULATIONS [24 CFR 982.52]

This Adminigrative Plan is set forth to define the PHA's local policies for operation of the housing
programs in the context of Federal laws and Regulations. All issuesrelated to Section 8 not addressed
in this document are governed by such Federd regulations, HUD Memos, Notices and guidelines, or
other gpplicable law. The paliciesin this Adminigrative Plan have been designed to ensure compliance
with the consolidated ACC and al HUD-approved gpplications for program funding.

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan
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F. TERMINOLOGY

The Pittsburg Public Housing Agency is referred to as "PHA™ or "Housing Authority” throughout this
document.

"Family" is used interchangesbly with "Applicant” or "Participant” and can refer to asingle person family.
"Tenant" is used to refer to participants in terms of their relation to landlords.

"Landlord" and "owner" are used interchangeably.

"Disability" is used where "handicap” was formerly used.

"Non-citizens Rule' refers to the regulation effective June 19, 1995 redtricting assstance to U.S. citizens
and digible immigrants

The Section 8 program is aso known as the Housing Choice Voucher Program.
"HQS' means the Housing Quality Standards required by regulations as enhanced by the PHA.

"Failure to Provide" refersto dl requirementsin the first Family Obligation. See "Denid or Termination
of Assstance" chapter.

Merger date refersto October 1, 1999, which is the effective date of the merging of the Section 8
Certificate and VVoucher programs into the Housing Choice VVoucher Program.

See Glossary for other terminology.

G. __FAIR HOUSING POLICY [24 CFR 982.54(d)(6)]

It isthe policy of the Housing Authority to comply fully with al Federd, State, and loca
nondiscrimination laws and with the rules and regulations governing Fair Housing and Equa Opportunity
in housing and employment.

The PHA shdl not deny any family or individua the equa opportunity to apply for or recelve assstance
under the Section 8 Programs on the basis of race, color, sex, religion, creed, nationd or ethnic origin,
age, familid or marital status, handicap or disability or sexual orientation.

To further its commitment to full compliance with gpplicable Civil Rights laws, the PHA will provide
Federd/Stae/locd information to Voucher holders regarding unlawful discrimination and any recourse
available to familieswho bdieve they are victims of adiscriminatory act. Such information will be made
available during the family briefing sesson, and dl gpplicable Far Housing Information and
Discrimination Complaint Formswill be made a part of the VVoucher holder's briefing packet and
available upon request at the front desk.

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan

To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use

1-4



All Housng Authority staff will be required to atend fair housing training and informed of the importance
of affirmatively furthering fair housing and providing equa opportunity to al families, induding providing
reasonable accommodations to persons with disabilities, as a part of the overdl commitment to qudity
customer service. Fair Housing posters are posted throughout the Housing Authority officels, including
in the lobby and interview rooms and the equa opportunity logo will be used on al outreach materias.
Staff will attend locd fair housing update training sponsored by HUD and other local organization to
keep current with new developments.

Except as otherwise provided in 24 CFR 8.21(c)(1), 8.24(a), 8.25, and 8.31, no individud with
disabilities shall be denied the benefits of, be excluded from participation in, or otherwise be subjected
to discrimination because the PHA's facilities are inaccessible to or unusable by persons with disabilities.
Posters and housing information are displayed in locations throughout the PHA's office in such a manner
asto be eadly readable from awhedchair.

The Pittsburg Public Housing Agency officeis accessible to persons with disabilities. Accessbility
for the hearing impaired is provided by the TTD telephone service provider.

H. REASONABLE ACCOMMODATIONSPOLICY [24 CFR 700.245(c)(3)]

It isthe policy of this PHA to be service-directed in the administration of our housing programs, and to
exercise and demondtrate a high level of professonadism while providing housing services to families

A participant with adisability must first ask for a specific change to apolicy or practice asan
accommodation of their disability before the PHA will treat a person differently than anyone dlse. The
PHA'’s palicies and practices will be designed to provide assurances that persons with disabilities will be
given reasonable accommodations, upon request, so that they may fully access and utilize the housing
program and related services. The availability of requesting an accommodation will be made known by
including notices on PHA forms and letters. This policy isintended to afford persons with disabilities an
equa opportunity to obtain the same result, to gain the same benefit, or to reachthe same levd of
achievement as those who do not have disabilities and is gpplicable to al stuations described in this
Adminigrative Plan including when afamily initiates contact with the PHA, when the PHA initiates
contact with afamily including when afamily applies, and when the PHA schedules or reschedules
gppointments of any kind.

Tobeédigibleto request areasonable accommodation, therequester must first certify (if
apparent) or verify (if not apparent) that they are a person with a disability under the following
ADA definition:

A physcd or mentd imparment that subgtantidly limits one or more of the mgor life activities of
anindividud,
A record of such impairment; or

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan
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Being regarded as having such an impairment
Note: Thisis not the same as the HUD definition used for purposes of determining allowances.

Rehabilitated former drug users and acohoalics are covered under the ADA. However, a current drug
user is not covered. In accordance with 5.403, individuals are not considered disabled for digibility
purposes solely on the basis of any drug or alcohol dependence. Individuals whose drug or acohol
addiction isameaterid factor to their disability are excluded from the definition. Individuas are
consdered disabled if disabling menta and physicd limitations would persst if drug or dcohol abuse
discontinued.

Once the person's satus as a qudified person with adisability is confirmed, the PHA will require that a
professiond third party competent to make the assessment, provides written verification using the exact
wording in the HUD definitions, that the person needs the pecific accommodation due to their disability
and the change is required for them to have equa access to the housing program.

If the PHA finds that the requested accommodation crestes an undue adminigirative or financial burden,
the PHA will either deny the request and/or present an aternate accommodation that will sill meet the
need of the person.

An undue adminigrative burden is one that requires a fundamenta dteration of the essentid functions of
the PHA (i.e.,, waiving afamily obligation).

An undue financia burden is one that when considering the available resources of the agency asa
whole, the requested accommodation would pose a severe financid hardship on the PHA.

The PHA will provide awritten decision to the person requesting the accommodation within 7 (seven)
calendar days. If aperson is denied the accommodation or fedls that the dternative suggestions are
inadequate, they may request an informal hearing to review the PHA’ s decision.

Reasonable accommoaodation will be made for persons with a disability that requires an advocate or
accessble offices. A designee will be dlowed to provide some information, but only with the
permission of the person with the disability.  All PHA mallings will be made available in an accessble
format upon request, as a reasonable accommodation.
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Verification of Disability

The PHA will verify disabilities under definitions in the Fair Housng Amendments Act of 1988, Section
504 of the 1973 Rehabilitation Act, and Americans with Disabilities Act.

Applying for Admission

All persons who wish to apply for any of the PHA’ s programs must submit an gpplication in written
format, asindicated in our public notice. Applicationswill be made available in an accessible format
upon request from a person with a disability.

To provide specific accommodation to persons with disabilities, upon request, the information may be
mailed to the gpplicant and, if requested, it will be mailed in an accessble format.

The full application is completed a the digibility gppointment in the gpplicant’ s own handwriting, unless
assistance is needed, or arequest for accommodation is requested by a person with a disability.
Applicants will then be interviewed by PHA gaff to review the information on the full gpplication form.
Verification of disability asit rdates to 504, Fair Housing, or ADA reasonable accommodation will be
requested a thistime. Thefull gpplication will dso include questions asking dl applications whether
reasonable accommodations are necessary.

l. TRANSLATION OF DOCUMENTS

In determining whether it is feasble to provide trandation of documents written in English into other
languages, the PHA will consider the following factors:

Number of applicantsand participantsin thejurisdiction who do not speak English and
speak the other language.

Estimated cost to PHA per client of trandation of English written documentsinto the
other language.

Theavailability of local organizationsto provide trandation servicesto non-English
gpeaking families.
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J. MANAGEMENT ASSESSMENT OBJECTIVES

The PHA operaes its housing assstance program with efficiency and can demongtrate to HUD auditors
that the PHA isusing its resourcesin a manner that reflects its commitment to qudity and service. The
PHA policies and practices are cons stent with the areas of measurement for the following HUD
SEMAP indicators.

1. Sdection from the Waiting List

2. Reasonable Rent

3. Determination of Adjusted Income
4. Utility Allowance Schedule

5. HQS Qudity Control Ingpections
6. HQS Enforcement

7. Expanding Housing Opportunities
8. Payment Standards

9. Annud Re-examinations

10. Correct Tenant Rent Calculations
11. Pre-Contract HQS Inspections
12. Annuad HQS Inspections

13. Lease-up

Supervisory qudlity control reviews will be performed by a PHA Supervisor or other qualified person
other than the person who performed the work, as required by HUD, on the following SEMAP factors:.

Sdection from the waiting list
Rent reasonableness
Determination of adjusted income
HQS Enforcement

HQS Quadlity Control
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The annua sample of files and records will be drawn in an unbiased manner, leaving a clear audit trail.
The minimum sample size to be reviewed will rdate directly to each factor.

K. RECORDS FOR MONITORING PHA PERFORMANCE

In order to demonstrate compliance with HUD and other pertinent regulations, the PHA will maintain
records, reports and other documentation for atime that is in accordance with HUD requirements and
in amanner that will dlow anauditor, housing professona or other interested party to follow, monitor
and or assess the PHA' s operationa procedures objectively and with accuracy and in accordance with
SEMAP requirements with internal supervisory audits.

L. PRIVACY RIGHTS[24 CFR 982.551 and 24 CFR 5.212]

Applicants and participants, including al adults in their households, are required to sgn the HUD 9886
Authorization for Release of Information. This document incorporates the Federa Privaecy Act
Statement and describes the conditions under which HUD/PHA will release family information.

The PHA's policy regarding release of information is in accordance with State and locd laws, which
may redtrict the release of family information.

Any and dl information which would lead one to determine the nature and/or severity of a person's
disability must be kept in a separate folder and marked "confidentid™ or returned to the family member
after itsuse. The persona information in this folder must not be released except on an "as needed” basis
in cases where an accommodation is under consderation. All requests for access and granting of
accommodeations based on this information must be approved by the Executive Dir ector.

The PHA's practicesand procedures are designed to safeguard the privacy of applicantsand
program participants. All applicant and participant fileswill be stored in a secure location,
which isonly accessible by authorized staff.

PHA staff will not discuss family information contained in files unlessthereisabusiness
reason to do so. I nappropriate discussion of family information or improper disclosure of
family information by staff will result in disciplinary action.

All filesmust be signed for when removed from the office or files.
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M. FAMILY OUTREACH

The PHA will publicize and disseminate information to make known the availability of housing assstance
and related services for very low-income families on aregular bass When the PHA's waiting list is
open, the PHA will publicize the availability and nature of housing assistance for very low-income
familiesin anewspaper of generd circulaion, minority media, and by other suitable means. Notices will
aso be provided in English.

To reach persons, who cannot read the newspapers, the PHA will distribute fact sheets to the
broadcasting media, and initiate persona contacts with members of the news media and community
service personnd. The PHA will aso utilize public service announcements.

The PHA will communicate the status of housing availability to other service providersin the
community, and advise them of housing digibility factors and guidelinesin order that they can
make proper referralsfor housing assistance.

N.  OWNER OUTREACH [24 CFR 982.54(d)(5)]

The PHA makes a concerted effort to keep private owners informed of legidative changes in the tenant-
based program, which are designed to make the program more attractive to owners. Thisincludes
informing participant owners of gpplicable legidative changesin program requirements.

The PHA encourages owners of decent, safe and sanitary housing units to lease to Section 8 families.

The PHA conducts periodic meetings with participating owners to improve owner relations and to
recruit new owners.

The PHA maintainsal lig of interested landlords for the Section 8 Program and updatesthislist
at least annudly.

Printed material is offered to acquaint owners and manager s with the opportunities available
under the program.
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The PHA shall periodically:
Develop working relationships with ownersand real estate broker associations.

Establish contact with civic, charitable or neighborhood or ganizations which have an
interest in housing for low-income families and public agencies concer ned with
obtaining housing for displacements.

Explain the program, including equal opportunity requirements and nondiscrimination
requirements, including Fair Housng Amendments Act of 1988 and Americanswith
Disabilities Act, to real estate agents, landlords, and other groupsthat have dealings
with lonrincome familiesor are interested in housing such families.
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Chapter 2
ELIGIBILITY FOR ADMISSION
[24 CFR Part 5, Subparts B, D & E; Part 982, Subpart E]

INTRODUCTION

This Chapter defines both HUD and the PHA's criteria for admission and denid of admisson to the
program. The policy of this PHA isto drive for objectivity and congstency in gpplying these criteriato
evauae the digibility of families who apply. The PHA saff will review dl information provided by the
family carefully and without regard to factors other than those defined in this Chapter. Familieswill be
provided the opportunity to explain their circumstances, to furnish additiona information, if needed, and
to receive an explanation of the basis for any decision made by the PHA pertaining to ther digibility.

A. _ ELIGIBILITY FACTORS[982.201(b)]

The PHA accepts gpplications only from families whose head or spouseis at least 18 years of age or
emancipated minorsunder State law.

To bedigible for participation, an applicant must meet HUD's criteria, as well as any permissible
additiond criteria established by the PHA.

The HUD digihility criteriaare:
An gpplicant mugt be a"family”
An applicant must be within the appropriate Income Limits
An gpplicant must furnish Sociad Security Numbersfor dl family members age six and older

An gpplicant mugt furnish dedlaration of Citizenship or Eligible Immigrant Status and verification
where required

At least one member of the gpplicant family must be either aU.S. citizen or have digible
immigration status before the PHA may provide any financid assistance.
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Reasons for denid of admission are addressed in the "Denid or Termination of Assstance” chapter.
These reasons for denid condtitute additiona admission criteria.

The Family'sinitid digibility for placement on the waiting list will be made in accordance with the
igibility factors.

Eligibility factorswill be reviewed and an initial determination of eigibility made based on
information provided by the family before the family is placed on the waiting list.

Evidence of Citizenship/Eligible Immigrant Status will not be verified until the family is
selected from the waiting list for final eligibility processing for issuance of a Voucher, unless
the PHA determines that such igibility isin question, whether or not the family is & or near the top of
the waiting lid.

B. FAMILY COMPOSITION [24 CFR 982.201(c)]

INSTRUCTION: HUD defines the definition of an Elderly family by regulation, but they allow
PHAs discretion to define what groups of persons constitute a non-elderly family. PHAs should
be aware that if their definition istoo restrictive, it may result in legal challenges.

The gpplicant must qudify asaFamily. A Family may be asingle person or agroup of persons.

A “family” indludes afamily with or without a child or children. A group of persons consisting of two or
more elderly persons or disabled persons living together, or one or more ederly or disabled persons
living with one or more live-in aidesisafamily. The PHA determinesif any other group of persons
qudifiesasa“family”.

A sngle person family may be:
An dderly person
A displaced person
A person with a disability

Individuals may not be consdered disabled for digibility purposes solely on the basis of
any drug or acohol dependence.

Any other single person

A child who is temporarily away from home because of placement in foster care is consdered a
member of the family. This provison only pertainsto the foster child's temporary absence from the
home, and is not intended to artificidly enlarge the gpace available for other family members.

Copyright 19992001 by Nan McKay & Associates 06/18/01 Admin Plan6/1/01 AdminPlan
To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use

2-2



A family also includes:

Two or more personswho intend to shareresidency whose income and resources are
available to meet the family's needs and who have a history as a family unit or show
evidence of a stable family relationship.

Two or more elderly or disabled persons living together, or one or more elderly, near ederly or
disabled persons living with one or more live-in adesisafamily.

Head of Household

The head of household is the adult member of the household who is designated by the family as head, is
wholly or partly responsible for paying the rent, and has the lega capacity to enter into alease under
Statelloca law. Emancipated minorswho qualify under State law will be recognized as head of
household.

Spouse of Head

Spouse means the husband or wife of the head.

For proper application of the Non-citizens Rule, the definition of spouseis the marriage partner who, in
order to dissolve the relationship, would have to be divorced. It includes the partner in acommon law
marriage. The term "spouse’ does not apply to boyfriends, girlfriends, significant others, or co-heads.

Co-Head

Anindividud in the household who is equdly responsible for the lease with the Head of Household. A
family may have a gpouse or co-head, but not both. A co-head never quaifies as a dependent.

Live-in Attendants

A Family may indude alive-in aide provided that such live-in aide:

Is determined by the PHA to be essentia to the care and well being of an elderly person, a
near-elderly person, or a person with disabilities,

Is not obligated for the support of the person(s), and

Would not be living in the unit except to provide care for the person(s).
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A live-in ade istreated differently than family members:

Income of the live-in ade will not be counted for purposes of determining digibility or level of
bendfits.

Live-in aides are not subject to Non-Citizen Rule requirements.
Live-in aides may not be consdered as aremaining member of the tenant family.

Relatives are not automaticaly exduded from being live-in aides, but they must meet dl of the dements
in the live-in aide definition described above.

A Livein Aide may only resdein the unit with the gpprova of the PHA. Written verification will be
required from areliable, knowledgeable professional, such as a doctor, socia worker, or case worker.
The verification provider mugt certify that alive-in aideis needed for the care of the family member who
iselderly, near-elderly (50-61) or disabled.

The PHA will approve alive-in aide if needed as a reasonable accommodation to make the program
accessble to and usable by the family member with a disability. Approvd of alive-in adefor
reasonable accommodation will be in accordance with CFR 24 Part 8 and the reasonable
accommodations section in Chapter 1 of this adminigtrative plan.

Verification must include the hoursthe care will be provided.
[24 CFR 982.316]

At any time, the PHA will refuse to approve a particular person asalive-in aide or may
withdraw such approval if:

The person commitsfraud, bribery, or any other corrupt or criminal act in connection
with any federal housing program;

The person commitsdrug-related criminal activity or violent criminal activity; or

The person currently owesrent or other amountsto the PHA or to another PHA in
connection with Section 8 or public housing assistance under the 1937 Act.

Split Households Prior to Voucher | ssuance

When afamily on the waiting ligt splitsinto two otherwise digible families due to divorce or legd
separation, and the new families both claim the same placement on the waiting list, and there is no court
determination, the PHA will make the decison taking into consideration the following factors:
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Which family unit retainsthe children or any disabled or elderly members.
Role of domestic violencein the split.

Recommendations of social service agencies or qualified professionals such as
children's protective services.

Documentation of these factorsistheresponsbility of the applicant families. If either or
both of the families do not provide the documentation, they may be denied placement on
thewaiting list for failureto supply information requested by the PHA.

In cases wher e domestic violence played arole, the standard verification will be used.

The PHA will require evidence that the family has been displaced as aresult of fleeing
violencein the home.

Multiple Familiesin the Same Household

When families apply which conss of two families living together, (such as amother and father, and a
daughter with her own husband or children), if they goply as afamily unit, they will be treated as afamily
unit.

Joint Custody of Children

Children who are subject to ajoint custody agreement but live with one parent at least 51% of
the time will be considered members of the household. " 51% of thetime" isdefined as 183
days of theyear, which do not haveto run consecutively.

When both parentsare on the Waiting List and both aretrying to claim the child, the parent
whose addressislisted in the school recordswill be allowed to claim the school-age child asa
dependent.

C. INCOME LIMITATIONS [24 CFR 982.201(b), 982.353]

INSTRUCTION: The Quality Housing and Work Responsibility Act of 1998 authorizes PHAs to
admit families whose income does not exceed the low-income limit (80% of median area income)
provided the PHA has included this part of the admissions policy in the PHA's Annual Plan and
specifiesthe criteria.

To bedigible for assstance, an applicant must:

Have an Annua Income at the time of admission that does not exceed the low-income limits for
occupancy established by HUD.
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To determineif the family isincome-dligible, the PHA compares the Annua Income of the family to the
goplicable income limit for the family's size.

Families whose Annua Income exceeds the income limit will be denied admission and offered an
informd review.

Portability: For initid lease-up a admisson, families who exercise portability must be within the
goplicable income limit for the jurisdiction of the receiving PHA in which they want to live.

D. MANDATORY SOCIAL SECURITY NUMBERS[24 CFR 5.216, 5.218]

Families are required to provide verification of Socid Security Numbersfor dl family members age 6
and older prior to admission, if they have been issued a number by the Socia Security Administration.
This requirement aso gpplies to persons joining the family after admisson to the program.

Failure to furnish verification of socid security numbersis grounds for denia or termination of assistance.

Persons who have not been issued a Socid Security Number must Sign a certification that they have
never been issued a Socia Security Number.

Persons who disclose their Socia Security Number but cannot provide verification must Sgn a
certification and provide verification within 60 days. Elderly persons must provide verification within 120

days.
E. CITIZENSHIP/ELIGIBLE IMMIGRATION STATUS [24 CFR Part 5, Subpart E]

In order to recaive asssance, afamily member must be aU.S. citizen or digible immigrant. Individuds
who are neither, may eect not to contend their status. Eligible immigrants are persons who are in one of
the immigrant categories as specified by HUD.

For the Citizenship/Eligible Immigration requirement, the status of each member of the family is
consdered individualy before the family's satusis defined.

Higblefamily: An digible family will be comprised or citizen(s), nationd(s) or noncitizen(s) with
eligible immigrant gatus

Indigible family: An indigible family is onein which no member isacitizen, naiond or digible immigrant.
Applicant families thet include no digible members are indigible for assstance. Such familieswill be
denied admission and offered an opportunity for a hearing.

Mixed Families. Mixed families are comprised of citizen(s) or digible noncitizen(s) and those without
citizenship or eigible noncitizen gatus. A family is digible for assstance aslong as a least one member
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isadtizen or digibleimmigrant. Families that indude digible and indigible individuas are cdled "mixed."
Such applicant families will be given notice thet their assistance will be pro-rated and that they may
request a hearing if they contest this determination.

Non-citizen sudents. Defined by HUD in the non-citizenregulations at 24 CFR 5.522 are not digible
for assistance.

Appeds. For this digibility requirement only, the gpplicant is entitled to a hearing exactly like those
provided for participants.

F. OTHER CRITERIA FOR ADMISSIONS [24 CFR 982.552(b)]

A family will not be admitted to the program if any member of the family has been evicted from federaly
assisted housing for serious violation of the lease within the past 3 (three) years.

A family will be denied admisson to the program if any member of the family fals to sgn and submit
consent forms for obtaining information required by the PHA, including Form HUD-9886.

The PHA will apply thefollowing criteria, in addition to the HUD digibility criteria, as grounds
for denial of admission to the program:

The family must not have violated any family obligation during a previous participation
in the Section 8 program for 90 days prior to final digibility determination.

The PHA will make an exception, if the family member who violated the family
obligation isnot a current member of the household on the application.

Thefamily must pay any outstanding debt owed the PHA or another PHA asaresult of
prior participation in any federal housing program within one year of PHA noticeto

repay.

Thefamily must bein good standing regarding any current payment agreement made
with another PHA for a previous debt incurred, beforethis PHA will allow participation
in its Section 8 program.

The PHA will check criminal history for all adultsin the household to determine
whether any member of the family has violated any of the prohibited behaviors as
referenced in the section on screening and terminations policy in the " Denial or
Termination of Assistance’ chapter.
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If any applicant deliberately misr epresents the infor mation on which digibility or
tenant rent is established, the PHA may deny assistance and may refer the family
filefrecord to the proper authoritiesfor appropriate disposition. (See Program Integrity
Addendum).

G. TENANT SCREENING [24 CFR 982.307)]

The PHA will take into consderation any of the criteriafor admission described in the "Denid or
Termination of Assistance" chapter.

The PHA will not screen family behavior or suitability for tenancy. The PHA will not be liable or
responsible to the owner or other persons for the family’s behavior or the family’s conduct in tenancy.

The owner isresponsible for screening and selection of the family to occupy the owner’ s unit. At or
before PHA approva of the tenancy, the PHA will inform the owner that screening and selection for
tenancy is the responsility of the owner.

The owner is responsible for screening families based on their tenancy higtories, including such factors
as[24 CFR 982.307(a)(3)]

Payment of rent and utility bills

Caring for aunit and premises

Respecting the rights of other residents to the peaceful enjoyment of their housing

Drug-related crimind activity or other crimind activity thet isathreet to the hedlth, safety or
property of others; and

Compliance with other essential conditions of tenancy.

The PHA will give the owner:
The family’s current and prior address as shown in the PHA's records; and
The name and address (if known by the PHA) of the landlord at the family’ s current and prior
address.

The PHA will advise families how to file acomplaint if they have been discriminated againg by an
owner. The PHA will advise the family to make a Fair Housing complaint. The PHA may aso report the
owner to HUD (Fair Housing/Equa Opportunity) or the local Fair Housing Organization.

H. CHANGESIN ELIGIBILITY PRIOR TO EFFECTIVE DATE OF THE CONTRACT
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Changes that occur during the period between issuance of a voucher and lease up may affect the
family's digibility or share of the renta payment.

l. INELIGIBLE FAMILIES

Familieswho are determined to be indigible will be natified in writing of the reason for denid and given
an opportunity to request an informa review, or an informd hearing if they were denied due to
noncitizen status. See "Complaints and Appeds' chapter for additiona information about reviews and
hearings.

J. PROHIBITED ADMISSIONS CRITERIA [982.202(b)]

Admission to the program may not be based on where the family lives before admission to the program.
Admission to the program may not be based on:

Where afamily lives prior to admission to the program.

Where the family will live with assstance under the program.

Discrimination because members of the family are unwed parents, recipients of public
assistance, or children born out of wedlock.

Discrimination because afamily includes children.
Whether afamily decides to participate in afamily sdf sufficiency program; or

Other reasons as listed in the " Statement of Policies and Objectives' chapter under the Fair
Housing and Reasonable Accommodations sections.
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Chapter 3
APPLYING FOR ADMISSION
[24 CFR 982.204]

INTRODUCTION

The policy of the PHA isto ensure that dl families who express an interest in housing assstance are
given an equa opportunity to apply, and are treeted in afair and consistent manner. This Chapter
describes the policies and procedures for completing an initia gpplication for assstance, placement and
denid of placement on the waiting ligt, and limitations on who may apply. The primary purpose of the
intake function is to gather information about the family, but the PHA will also utilize this process to
provide information to the family so that an accurate and timely decision of digibility can be made.
Applicants will be placed on the waiting list in accordance with this Plan.

A. OVERVIEW OF THE APPLICATION TAKING PROCESS

The purpose of gpplication taking isto permit the PHA to gather information and determine placement
on thewaiting list. The gpplication will contain questions designed to obtain pertinent program
information.

Familieswho wish to gpply for any one of the PHA's programs must complete a written application
form when application taking is open. Applicationswill be made available in an accessble format
upon request from a person with adisability.

When thewaiting list is open, any family asking to be placed on the waiting list for Section 8
rental assistance will be given the opportunity to complete an application.

Applicationswill be mailed to interested families upon request with the approval of the
Executive Director.

B.  OPENING/CLOSING OF APPLICATION TAKING [24 CFR 982.206, 982.54(c)(1)]

The PHA will utilize the following procedures for opening the waiting lit.

When the PHA opensthe waiting lig, the PHA will advertise through public notice in the following
newspapers, minority publications and media entities, location(s), and program(s) for which applications
are being accepted:

TheMorning Sun and any local radio/TV stations.
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The notice will contain:
The dates, times, and the |locations where families may apply.
The programs for which gpplications will be taken.
A brief description of the program.
Limitations, if any, on who may apply.

The noticeswill be made in an accessble format if requested. They will provide potentia applicants with
information that includes the PHA address and tel ephone number, how to submit an gpplication,
information on digihbility requirements, and the availability of loca preferences.

Upon request from a person with adisability, additiond time will be given as an accommodation for
submission of an gpplication after the closing deadline. This accommodation isto alow persons with
disabilities the opportunity to submit an application in cases when a socia service organization provides
inaccurate or untimely information about the closing date.

If the waiting list is open, the PHA will accept gpplications from digible families unless there is good
cause for not accepting the application, such as denid of assistance because of action or inaction by
members of the family for the grounds tated in the "Denid or Termination of Assistance’ chapter of this
Adminigrative Plan. [24 CFR 982.206(b)(2)]

Closing the Waiting List

The PHA may stop applicationsif there are enough applicants to fill anticipated openings for the next 12
months. The waiting list may not be closed if it would have a discriminatory effect inconssent with
goplicable avil rights laws.

The PHA will announce the closing of the waiting list by public notice.

The open period shall be long enough to achieve awaiting list adequate to cover projected turnover and
new dlocations over the next 12 months. The PHA will give & lesst three days notice prior to closing
the list. When the period for accepting applicationsis over, the PHA will add the new applicants to the

lit by:

Limitson Who May Apply

When the waiting list is open:

Any family asking to be placed on thewaiting list for Section 8 rental assistance will be
given the opportunity to complete an application.
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When the gpplication is submitted to the PHA:

It establishes the family's date and time of application for placement order on the
waiting list.

C. "INITIAL" APPLICATION PROCEDURES [24 CFR 982.204(b)]

The PHA will utilize an initial application form. The information isto be filled out by the gpplicant
whenever possible. To provide specific accommodation for persons with disabilities, the information
may be completed by a staff person over the telephone. It may aso be mailed to the gpplicant and, if
requested, it will be mailed in an accessible format. Trandationswill be provided for non-English
speaking applicants/if requested prior to gpplication date.

Theinitid application form will contain  least the following information:
Applicant name
Date and time of application
Racid or ethnic designation of the head of household

Indigible families will be placed on the waiting list.

Pre-gpplications will not require an interview. The information on the gpplication will be verified until
the gpplicant has been selected for find digibility determination. Find digibility will be determined when
the full application processis completed and dl information is verified.

D. APPLICANT STATUSWHILE ON WAITING LIST CFR 982.204

Applicantsarerequired to inform the PHA inwriting of changesin address. Applicantsare also
required to respond to requests from the PHA to update infor mation on their application and
to determinetheir interest in assistance.

If after areview of the pre-gpplication the family is determined to be digible, they will be notified in
writing or in an accessible format upon request, as a reasonable accommodation.

Thiswritten natification of prdiminary digibility will be:
Mailed to the applicant by first class mail
If the family is determined to be indligible based on the information provided in the pre-application, the

PHA will natify the family in writing (in an accessible format upon request as areasonable
accommodation), state the reason(s), and inform them of their right to an informal review. Persornswith
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disabilities may request to have an advocate attend the informal review as an accommodation. See
"Complaints and Appedls' chapter.

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan
To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use

34



E. TIME OF SELECTION [24 CFR 982.204]

When funding is available, families will be sdected from the waiting ligt in their determined sequence,
regardless of family Sze, subject to income targeting requirements.

When thereisinsufficient funding available for the family at the top of the ligt, the PHA will not admit any
other goplicant until funding is available for the first goplicant.

F. COMPLETION OF A FULL APPLICATION (PERSONAL DECLARATION)

Completion a Personal Declaration Form at the time of issuance of the Voucher or
prior to Lease-up will be considered the PHA' sfull application.

Requirement to Attend I nterview

The PHA utilizes the full application interview to discuss the family's circumstances in greater detall, to
clarify information which has been provided by the family, and to ensure that the information is
complete. Theinterview is dso used as a vehicle to meet the informationa needs of the family by
providing information about the gpplication and verification process, aswell asto advise the family of
other PHA services or programs which may be available.

The head of household isrequired to attend theinterview. If the head cannot attend,
the spouse will be allowed to complete the application and the head and/or all other adults
must come into the office within seven days from the date of the application to completethe
necessary paperwork.

Should the application not be completed within the seven days following theinitial application,
the application will be placed inactive.

Reasonable accommodation will be made for persons with a disability who require an advocate or
accessible offices. A designee will be dlowed to participate in the interview process, but only with
permission of the person with adisability.

Every adult household member must Sign a consent form to release crimind conviction records and to
alow the PHA to receive records and to use them in accordance with HUD regulations.

In an gpplication is denied due to failure to attend the full gpplication interview, the gpplicant will be
notified in writing and offered an opportunity to request an informd review. (See"Complaints and

Appeals’ chapter.)

All adult members must sgn the HUD Form 9886, Release of Information and dl supplementa forms
required by the PHA, the declarations and consents related to citizenship/immigration status and any
other documents required by the PHA. Applicants will be required to sign specific verification forms for
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information, which is not covered by the HUD Form 9886. Failure to do so will be cause for denid of
the gpplication for failure to provide necessary certifications and releases as required by the PHA.

If the PHA determines a or after the interview that additiona information or documents are needed, the
PHA will required the document or information in writing. The family will be given seven daysto supply
the informetion.

If the information is not supplied in thistime period, the PHA will provide the family a notification of
denid for assstance. (See"Complaints and Appeds’ Chapter).

G. __ VERIFICATION [24 CFR 982.201(€)]

Information provided by the applicant will be verified, usng the verification proceduresin the
"Verification Procedures’ chapter. Family composition, income, alowances and deductions, assets, full-
time student satus, digibility and rent cdculation factors, and other pertinent information will be verified.
Verifications may not be more than 60 days old at the time of issuance of the Voucher.

H. _ FINAL DETERMINATION AND NOTIFICATION OF ELIGIBILITY [24 CFR
982.201]

After the verification process is completed, the PHA will make afind determingtion of digibility. This
decison is based upon information provided by the family, the verification completed by the PHA, and
the current digibility criteriain effect. If the family is determined to be digible, the PHA will mail a
natification of digibility. A briefing will be scheduled for the issuance of avoucher and the family's
orientation to the housing program.
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Chapter 4
ESTABLISHING PREFERENCES AND MAINTAINING THE WAITING LIST
[24 CFR Part 5, Subpart D; 982.54(d)(1); 982.204, 982.205, 982.206, 982.207]

INTRODUCTION

It isthe PHA's objective to ensure thet families are placed in the proper order on the waiting list and
sdected from the waiting list for admissonsin accordance with the policies in this Adminigtrative Plan.

By maintaining an accurate waiting lit, the PHA will be able to perform the activities which ensure that
an adequate pool of quaified gpplicants will be available so that program funds are used in atimely
manner.

A. WAITING LIST [24 CFR 982.204]

The PHA usesasingle waiting ligt for admission to its Section 8 tenant-based ass stance program.

Applicants will be sdected from the PHA waiting list in accordance with policies and income targeting
requirements defined in this Adminidrative Plan.

The PHA will maintain information that permits proper selection from the waiting lig.
Thewaiting ligt contains the following information for each gpplicant listed:
Applicant Name
Family Unit Size (number of bedrooms family quaifies for under PHA subsdy standards)
Date and time of application
Racid or ethnic designation of the head of household
Annud gross family income
Number of personsin family

Applicantswill be placed on the waiting list in date and time order.
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B. PREFERENCESARE NOT APPLICABLE TO THISAGENCY

C. INCOME TARGETING

In accordance with the Quaity Housing and Work Responsibility Act of 1998, each fisca year the
PHA will reserve aminimum of seventy-five percent of its Section 8 new admissions for families whose
income does not exceed 30 percent of the area median income. HUD refers to these families as
Extremey Low-Income families. The PHA will admit families who quaify under the Extremdy Low-
Income limit to meet the income-targeting requirement.

PHA'’ s income targeting requirement does not gpply to low income families continuoudy asssted as
provided for under the 1937 Housing Act.

The PHA isdso exempted from this requirement where the PHA is providing assstance to low income
or moderate-income families entitled to preservation assistance under the tenant-based program as a
result of a mortgage prepayment or opt-out.

D. REMOVAL FROM WAITING LIST AND PURGING [24 CFR 982.204(c)]

Families on the Waiting List will be placed inactive for the following reasons.
Failureto respond to update request

Failureto discloseillegal/criminal activity

Failureto supply requested documents

Failureto provide signatures asrequested

Failureto attend scheduled appointments

Voucher has expired

Family does not meet the program €ligibility requirements

Total tenant payment exceeds payment standard

Mail returned by post office and no contact or change of addressreported
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Chapter 5
SUBSIDY STANDARDS
[24 CFR 982.54(d)(9)]

INTRODUCTION

HUD guiddinesrequire that PHA's establish subsidy standards for the determination of  family unit size,
and that such sandards provide for a minimum commitment of subsidy while avoiding overcrowding.
The gandards used for the unit Sze sdected by the family must be within the minimum unit sze
requirements of HUD's Housing Quality Standards. This Chapter explains the subsidy standards which
will be used to determine the voucher sze (family unit size) for various Szed families when they are
selected from the waiting list, aswell asthe PHA's procedures when afamily's Size changes, or afamily
sects a unit Sze that is different from the Voucher.

A. DETERMINING FAMILY UNIT (VOUCHER) SIZE [24 CFR 982.402]

The PHA does not determine who shares a bedroom/degping room, but there must be at least one
person per bedroom on the Voucher. The PHA's subsidy standards for determining voucher size shdl
be applied in amanner consstent with Fair Housing guidelines.

For subsidy standards, an adult isa person 18 yearsor older.

All gandardsin this section relate to the number of bedrooms on the V oucher, not the family's actud
living arrangements.

The unit Sze on the VVoucher remains the same as long as the family composition remains the same,
regardless of the actual unit size rented.

One bedroom will be generally be assigned for each two family members. The PHA will
consider factorssuch asfamily characteristicsincluding sex, age, or relationship.
Consideration will also be given for medical reasons and the presence of a live-in aide.

Generally, the PHA assigns one bedroom to two people within the following guidelines:

Foster children will beincluded in determining unit size only if they will bein the unit
for morethan six (6) months.

Live-in attendantswill generally be provided a separate bedroom. No additional
bedroomsare provided for the attendant’s family.

Single parentswith children under the age of 12 (twelve) months at time of application.
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Space will not be provided for a family member, other than a spouse, who will be
absent most of the time, such asa member who isaway in the military or away at
college.

A single pregnant woman with no other family members must betreated as a two-
person family.

Single person families shall be allocated one bedroom.

GUIDELINESFOR DETERMINING VOUCHER SIZE

Voucher Size Personsin Household

Minimum Number Maximum Number
0 Bedroom 1 1
1 Bedroom 1 2
2 Bedrooms 2 6
3 Bedrooms 3 8
4 Bedrooms 4 10
5 Bedrooms 6 12
6 Bedrooms 8

B. EXCEPTIONSTO SUBSIDY STANDARDS [24 CFR 982.403(a) & (b)]

The PHA shdl grant exceptions from the subsdy standards if the family requests and the PHA
determines the exceptions are judtified by the relaionship, age, sex, hedth or disability of family
members, or other individua circumstances.

The PHA will grant an exception upon request as an accommodation for persons with disabilities.
Circumstances may dictate alarger Size than the subsidy standards permit when persons cannot share a
bedroom because of aneed, suchasa

Verified medical or health reason; or (See Chapter 7 for acceptable verification)

Elderly personsor personswith disabilitieswho may require alive-in attendant.
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Request for Exceptionsto Subsdy Standards

Thefamily may request alarger sized voucher than indicated by the PHA’ s subsidy standards.
Such request must be madein writing within 7 (seven) days of the PHA’ s deter mination of
bedroom size. Therequest must explain the need or judtification for alarger bedroom.
Documentation verifying the need or justification will be required as appropriate.

The PHA will not issue a larger voucher due to additions of family members other than by
birth, adoption, marriage, or court-awarded custody.

Reguests based on health related reasons must be verified by a doctor/medical/pr ofessional/ social
service professional.

PHA Error

If the PHA errsin the bedroom size designation, the family will be issued aVVoucher of the gppropriate
sze.

Changesfor Applicants

The voucher Szeis determined prior to the briefing by comparing the family composition to the PHA
subsidy standards. If an applicant requires a change in the voucher size, based on the requirements of
the PHA subsidy standards, the above referenced guideines will apply.

Changesfor Participants

The members of the family resding in the unit must be approved by the PHA. The family must obtain
approval of any additiona family member before the new member occupies the unit except for additions
by birth, adoption, or court-awarded custody, in which case the family must inform the PHA within
thirty (30) calendar days. The above referenced guidelines will goply.

Under Housed Families

If aunit does not meet HQS space standards due to an increase in family size, (unit too small), the PHA
will issue anew voucher of the gppropriate Sze and assst the family in locating a suitable unit.

The PHA will dso notify the family of the circumstances under which an exception will be granted, such
&

If a family with a disability isunder housed in an accessible unit.

If afamily requiresthe additional bedroom because of a health problem, which has
been verified by the PHA.
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Transfer Waiting List

Familieswill be given gppropriate size voucher at recertification based upon the information of the
family compogition & thet time:

A participant family (whose family composition has been approved by the PHA) who
requiresa changein Voucher size becausethey arelivingin a unit which is
over crowded accor ding to Housing Quality Standards.

A participant family (whose family composition has been approved by the PHA) who
requiresa changein Voucher size under the Subsidy Standards, but not under Housing
Quality Standards.

All otherswho require atransfer as determined by the PHA.

C. UNIT SIZE SELECTED [24 CFR 982.402(c)

The family may sdect adifferent Sze dwelling unit than that listed on the VVoucher. There are three
criteriato consder:

Subsdy Limitation The family unit Sze as determined for afamily under the PHA subsidy
standard for afamily asssted in the voucher program is based on the PHA’ s adopted payment
gandards. The payment sandard for afamily shall be the lower of:

The payment standard amount for the family unit Sze; or
The payment standard amount for the unit size rented by the family.

Utility Allowance: The utility dlowance used to calculate the gross rent is based on the actua
gze of the unit the family sdects, regardiess of the Sze authorized on the family's Voucher.
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Housing Qudity Standards: The standards allow two persons per living/degping room
and permit maximum occupancy leves (assuming aliving roomisused asa
living/degping areg) as shown in the table below. The levels may be exceeded

if aroom in addition to bedrooms and living room is used for degping.

HQSGUIDELINESFOR UNIT SIZE SELECTED

Unit Size Maximum Number in Household
0 Bedroom 1
1 Bedroom 4
2 Bedrooms 6
3 Bedrooms 8
4 Bedrooms 10
5 Bedrooms 12
6 Bedrooms 14
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Chapter 6

FACTORSRELATED TO TOTAL TENANT PAYMENT AND FAMILY SHARE
DETERMINATION

[24 CFR Part 5, Subparts E and F; 982.153, 982.551]

INTRODUCTION

The PHA will use the methods as sat forth in this Adminidrative Plan to verify and determine that family
income at admisson and at annual reexamination is correct. The accurate calculation of Annua Income
and Adjusted Income will ensure that families are not paying more or less money for rent than their
obligation under the Regulations.

This Chapter defines the allowable expenses and deductions to be subtracted from Annua Income and
how the presence or absence of household members may affect the Tota Tenant Payment (TTP).
Income and TTP are calculated in accordance with 24 CFR Part 5, Subparts E and F, and further
ingructions set forth in HUD Notices and Memoranda. The formulafor the calculation of TTPis
specific and not subject to interpretation. The PHA's policies in this Chapter address those areas which
alow the PHA discretion to define terms and to develop standards in order to assure consistent
gpplication of the various factors that relate to the determination of TTP.

A. INCOME AND ALLOWANCES [24 CFR 5.609]

SEE ADDENDUMSI-IV ON INCOME

Income: Includes dl monetary amounts, which are received on behdf of the family. For purposes of
caculating the Tota Tenant Payment, HUD defines what is to be caculated and what isto be excluded
in the federd regulaions. In accordance with this definition, al income, which is not specificdly excluded
in the regulations, is counted.

Annua Income is defined as the gross amount of income anticipated to be received by the family during
the 12 months after certification or recertification. Grossincome is the amount of income prior to any
HUD dlowable expenses or deductions, and does not include income, which has been excluded by
HUD. Annua income is used to determine whether or not applicants are within the gpplicable income
limits

Adjusted Income is defined as the Annud income minus any HUD dlowable expenses and deductions.
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HUD hasfive alowable deductions from Annua Income:

Dependent Allowance: $480 each for family members (other than the head or spouse) who are
minors, and for family members who are 18 and older who are full-time students or who are
disabled.

Elderly/Disabled Allowance: $400 per family for families whose head or spouseis 62 or over or
disabled.

Allowable Medica Expenses. Deducted for dl family members of an digible ederly/disabled
family.

Child Care Expenses. Deducted for the care of children under 13 when child care is necessary
to dlow an adult member to work, attend school, or actively seek employment.

Allowable Disability Assstance Expenses. Deducted for attendant care or auxiliary apparatus
for persons with disabilities if needed to enable the individua or an adult family member to
work.

B. DISALLOWANCE OF EARNED INCOME FROM RENT DETERMINATIONS

FOR PERSONSWITH DISABILITIES [24 CFR 5.617; 982.201(b)(3)]

INSTRUCTION: This section was effective April 20, 2001. Between April 20, 2001 and March
15, 2002, the disallowance was available only to disabled members of disabled families.
Technical amendments published February 13, 2003, extended the disallowance to all qualifying
family members with disabilities effective March 15, 2002. Exclusion of income during
participation in training programs under 24 CFR 5.609[c][8][V] is till applicable. PHAs must
take all necessary steps to ensure those families eligible for the mandatory earned income
disallowance receive the disallowance.

The annud income for qudified families may not be increased as aresult of increases in earned income
of afamily member who is a person with disabilities beginning on the date on which the increase in
earned income begins and continuing for acumulative 12-month period. After the disabled family
recaives 12 cumulative months of the full excluson, annua income will include a phase-in of hdf the
earned income excluded from annual income.

A family qudified for the earned income excluson is afamily that is recaiving tenant- based rental
ass stance under the Housing Choice Voucher Program; and

Whose annua income increases as aresult of employment of afamily member who isaperson
with disabilities and who was previoudy unemployed for one or more years prior to employment;
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Whose annua income increases as aresult of increased earnings by afamily member whoisa
person with disabilities during participation in any economic self-sufficiency or other job training
program; or

Whose annud incomeincreases, as aresult of new employment or increased earnings of afamily
member during or within Sx months after recelving assstance, benefits or services under any State
program for TANF provided that the total amount over a Six-month period is at least $500. The
quaifying TANF assstance may consist of any amount of monthly income maintenance, and/or at
least $500 in such TANF benefits and services as one-time payments, wage subsidies and
trangportation assistance.

The HUD definition of "previoudy unemployed” includes a person with disabilities who has earned in the
previous 12 months no more than the equivaent earnings for working 10 hours per week for 50 weeks
a the minimum wage. Minimum wage is the prevailing minimum wage in the Siate or locdity.

The HUD definition of economic sdlf-sufficiency program is: any program designed to encourage, assis,
train or facilitate economic independence of assisted families or to provide work for such families. Such
programs may include job training, employment counsding, work placement, basic skillstraining,
education, English proficiency, workfare, financia or household management, apprenticeship, or any
other program necessary to ready a participant to work (such as substance abuse or mental hedlth
treatment).

Qudifying increases are any earned income increases of afamily member who is a person with
disabilities during participation in an economic sdf-sufficiency or job training program and not increases
that occur after participation, unless the training provides assstance, training or mentoring after
employment.

The amount that is subject to the disalowance is the amount of incrementd increase in income of a
family member who is a person with disabilities. The incrementa increasein incomeis calculated by
comparing the amount of the disabled family member’ s income before the beginning of qudifying
employment or increase in earned income to the amount of such income after the beginning of
employment or increase in earned income.

Initial Twelve-M onth Exclusion

During the cumulative 12-month period beginning on the date a member who is a person with disabilities
of aqudified family isfirs employed or the family first experiences an increase in annud income
attributable to employmert, the PHA will exclude from annua income of aqudified family any increase
in income of the family member who is a person with disabilities as a result of employment over the prior
income of that family member.
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Second Twelve-Month Exclusion and Phase-in

During the second cumulative 12-month period after the expiration of the initid cumulative 12-month
period referred to above, the PHA must exclude from annud income of aqudified family 50 percent of
any increase in income of afamily member who is a person with disahilities as aresult of employment
over income of that family member prior to the beginning of such employment.

Maximum Four Year Disallowance

The earned income disdlowance is limited to alifetime 48-month period for each family member who is
aperson with disabilities. For each family member who is a person with disabilities, the disalowance
only gpplies for amaximum of 12 months of full exclusion of incrementd increase, and a maximum of 12
months of phase-in excluson during the 48-month period sarting from the date of the initia excluson.

If the period of increased income does not last for 12 consecutive months, the disallowance period may
be resumed at any time within the 48-month period, and continued until the disallowance has been
goplied for atotal of 12 months of each disdlowance (the initid 12-month full excluson and the second
12-month phase-in excluson).

No earned income disallowance will be applied after the 48-month period following the initiad date the
excluson was applied.

Applicability to Child Car e Expense Deductions

The amount deducted for child care necessary to permit employment shal not exceed the amount of
employment income that isincluded in annua income. Therefore, for families entitled to the earned
income disallowance, the amounts of the full and phase-in exclusions from income shdl not be used in
determining the cap for child care deductions.

Tracking the Earned | ncome Exclusion

The earned income exclusion will be reported on the HUD 50058 form. Documentation will be included
in the family’ sfile to show the reason for the reduced increase in rent.

Such documentation will include:
Datetheincrease in earned income wasreported by the family
Name of the family member whose ear ned income increased

Reason (new employment, participation in job training program, within 6 months after
receiving TANF) for the increasein earned income

Amount of theincreasein earned income (amount to be excluded)
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Datetheincreasein incomeisfirst excluded from annual income

Date(s) earned income ended and resumed during theinitial cumulative 12-month *
period of exclusion (if any)

Date the family member hasreceived a total of 12 months of theinitial exclusion
Date the 12-month phase-in period began

Date(s) ear ned incomeended and resumed during the second cumulative 12-month period
(phase-in) of exclusion (if any)

Date the family member hasreceived atotal of 12 months of the phase-in exclusion

Ending date of the maximum 48-month (four year) disallowance period (48 monthsfrom
the date of theinitial earned income disallowance)

The PHA will maintain atracking system to ensure correct gpplication of the earned income
disalowance.

INSTRUCTION: It isa PHA policy decision whether or not to conduct interim reexaminations
for income increases. HUD has not provided guidance on how the mandatory earned income
disallowance isto be implemented for PHAs that do not conduct interim reexaminations for
income increases.

I napplicability to Admission

The earned income disdlowance is only gpplied to determine the annud income of familieswho are
participants in the Housing Choice VVoucher Program, and therefore does not apply for purposes of
admission to the program (including the determination of income digibility or any income targeting that
may be applicable).

C. MINIMUM RENT [24 CFR 5.616]

Minimum Rent

"Minimum rent" is $50. 00. Minimum rent refers to the Minimum Total Tenant Payment and indludes
the combined amount afamily pays towards rent and/or utilitieswhen it is applied.
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Har dship Reguestsfor an Exception to Minimum Rent

The PHA recognizes that in some circumstances even the minimum rent may create afinancid hardship
for families. The PHA will review al rdevant circumstances brought to the PHA’ s atention regarding
financid hardship asit applies to the minimum rent. The following section states the PHA' s procedures
and paliciesin regard to minimum rent financia hardship as set forth by the Quality Housing and Work
Responsibility Act of 1998. HUD has defined circumstances under which a hardship could be clamed.
(24 CFR 5.630)

Criteriafor Hardship Exception

In order for afamily to quaify for a hardship exception the family’ s circumstances must fal under one of
the following HUD hardship criteria

Thefamily haslog digihility or isawaiting an digibility determination for Federd, Sate, or locd
assgtance, including afamily with a member who is a noncitizen lavfully admitted for
permanent residence under the Immigration and Nationdity Act, and who would be entitled to

public benefits but for Title 1V of the Personal Responsibility and Work Opportunity Act of
1996.

The family would be evicted as aresult of the impogition of the minimum rent requirement;
The income of the family has decreased because of changed circumstances, including:
Loss of employment
Desgth in the family
Other circumstances as determined by the PHA or HUD

PHA Notification to Families of Right to Hardship Exception

The PHA will notify dl families subject to minimum rents of their right to request a minimum rent
hardship exception.  Bubject to minimum rent means the minimum rent was the grestest figure in the
cdculation of the greatest of 30% of monthly-adjusted income, 10% of monthly income, minimum rent
or welfare rent.

If the minimum rent isthe greatest figurein the calculation of Total Tenant Payment, PHA
staff will include a copy of the notice regarding har dship request provided to the family in the
family’sfile.
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The PHA natification will advise families that hardship exception determinations are subject to PHA
review and hearing procedures.

The PHA will review dl family requests for exception from the minimum rent due to financid hardships.
All requests for minimum rent hardship exceptions arerequired to bein writing.

Requestsfor minimum rent exception must include a statement of the family hardship that
qualify the family for an exception.

Suspension of Minimum Rent

The PHA will grant the minimum rent exception to al familieswho request it, effective the firgt of the
following month.

The minimum rent will be suspended until the PHA determines whether the hardship is:
Covered by statute
Temporary or long term

"Sugpension” means that the PHA must nat use the minimum rent calculation until the PHA has made
this decison.

During the minimum rent suspension period, the family will not be required to pay aminimum rent and
the housing assstance payment will be increased accordingly.

If the PHA determines that the minimum rent is not covered by Statute, the PHA will impose aminimum
rent induding payment for minimum rent from the time of suspension.

Temporary Hardship

If the PHA determines that the hardship is temporary, a minimum rent will not be imposed for a period
of up to 90 days from the date of the family's request. At the end of the temporary suspension period, a
minmum rent will be imposad retroactively to the time of suspension.

The PHA will offer arepayment agreement to the family for any such rent not paid during the temporary
hardship period. (See "Owner and Family Debts to the PHA" chapter for Repayment agreement

policy).
Long-Term Duration Hardships[24 CFR 5.616(c)(3)]
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If the PHA determines that there is a qudifying long-term financid hardship, the PHA must exempt the
family from the minimum rent requirements for as long as the hardship continues. The exemption from
minimum rent shall goply from the firgt day of the month following the family’ s request for exemption.

Retroactive Deter mination

The PHA will reimburse the family for any minimum rent charges, which took effect after October 21,
1998 that qualified for one of the mandatory exceptions.

The PHA will not provide a cash refund for amounts owed to the family which are less than $100.00
and will offset the amount againgt future HAP payments.

D.  DEFINITION OF TEMPORARILY/PERMANENTLY ABSENT
[24 CFR 982.54(d)(10), 982.551]

The PHA must compute al gpplicable income of every family member who is on the lease, including
those who are temporarily absent. In addition, the PHA must count the income of the spouse or the
head of the household if that personistemporarily absent, even if that person is not on the lease.

"Temporarily absent” isdefined asaway from the unit for lessthan 30 days.

Income of persons permanently absent will not be counted. If the spouse is temporarily absent and in
the military, al military pay and alowances (except hazardous duty pay when exposed to hostile fire and
any other exceptions to military pay HUD may define) is counted asincome.

It is the responghility of the head of household to report changes in family compostion. The PHA will
evauae absences from the unit using this policy.

Absence of Any Member

Any member of the household will be considered permanently absent if She is away from the unit for 3
(three) consecutive monthsin a 12 (twelve) month period except as otherwise provided in this
Chapter.

Absence dueto M edical Reasons

If any family member leaves the household to enter afacility such as hospitd, nursng home, or
rehabilitation center, the PHA will seek advice from ardiable qudified source asto the likelihood and
timing of ther return. If the verification indicates thet the family member will be permanently confined to
anurgng home, the family member will be considered permanently absent. If the verification indicates
that the family member will return in lessthan 90 consecutive days, the family member will not be
considered permanently absent.
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If the person who is determined to be permanently absent is the sole member of the household,
assistance will be terminated in accordance with the PHA's " Absence of Entire Family” policy.
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Absence Dueto Full-time Student Status

Full time students who attend school away from the home will be treeted in the following manner:

A student (other than head of household or spouse) who attends school away from
home but lives with the family during school recesses may, at the family's choice, be
congdered either temporarily or permanently absent. If the family decidesthat the
member is permanently absent, income of that member will not beincluded in total
household income, the member will not be included on the lease, and the member will
not beincluded for determination of Voucher size.

Absence dueto I ncarceration

If the sole member isincarcerated for more than (90) consecutive days, She will be consdered
permanently absent. Any member of the household, other than the sole member, will be consdered
permanently absent if ghe isincarcerated for three (3) consecutive months.

The PHA will determineif thereason for incarceration isfor drug-related or violent criminal
activity.

Absence of Children dueto Placement in Foster Care

If the family includes achild or children temporarily aosent from the home due to placement in foster
care, the PHA will determine from the appropriate agency when the child/children will be returned to the
home.

If the time period isto be greater than six (6) months from the date of removal of the child/ren, the
Voucher size will be reduced. If dl children are removed from the home permanently, the voucher sze
will be reduced in accordance with the PHA's subsidy standards.

Absence of Entire Family

These policy guiddines address Stuations when the family is absent from the unit, but has not moved out
of the unit. In cases where the family has moved out of the unit, the PHA will terminate assstancein
accordance with appropriate termination procedures contained in this Plan.

Families are required both to notify the PHA before they move out of a unit and to give the PHA
information about any family absence from the unit.

Familiesmust notify the PHA & least seven (7) days before leaving the unit, if they are going to be
absent from the unit for more than thirty (30) consecutive days.
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If the entire family is absent from the asssted unit for more than 180 consecutive days, the unit will be
considered to be vacated and the assistance will be terminated.

If it isdetermined that the family is absent from the unit, the PHA will not continue assistance
payments.

HUD regulations require the PHA to terminate assstance if the entire family is absent from the unit for a
period of more than 180 consecutive calendar days.

"Absence’ means that no family member isresding in the unit.

In order to determineif the family is aosent from the unit, the PHA may:
Write lettersto the family at the unit
Tdephonethefamily at the unit
I nterview neighbors
Verify if utilitiesarein service
Check with the post office

A person with adisability may request an extension of time as an accommodation, provided that the
extenson does not go beyond the HUD-allowed 180 consecutive caendar days limit.

If the absence which resulted in termination of assistance was dueto a per son's disability, and
the PHA can verify that the per son was unable to notify the PHA in accor dance with the
family'sresponsbilities, and if funding is available, the PHA may reinstate the family asan
accommodation if requested by the family, aslong as the period was within 180 days.

Caretaker for Children

If neither parent remainsin the household and the gppropriate agency has determined that another adult
isto be brought into the assisted unit to care for the children for an indefinite period, the PHA will treet
that adult as avigtor for thefirg thirty (30) days.

If by the end of that period, court-awarded custody or lega guardianship has been awarded to the
caretaker, the Voucher will be transferred to the caretaker.

If the appropriate agency cannot confirm the guardianship status of the caretaker, the PHA will review
the status at thirty (30) day intervals.
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If the court has not awarded custody or legd guardianship, but the action isin process, the PHA will
secure verification from socia services saff or the attorney asto the status.

The caretaker will be allowed to remain in the unit, asa vistor, until a deter mination of
custody ismade.

When the PHA approves a person to reside in the unit as caretaker for the child/ren, the income should
be counted pending afind digpostion. The PHA will work with the appropriate service agencies and the
landlord to provide a smooth trangtion in these cases.

If amember of the household is subject to a court order that restricts himv/her from the home for more
than three (3) months, the person will be consdered permanently absent.

Vistors

Any adult not included on the HUD 50058 who has been in the unit more than thirty (30) consecutive
dayswithout PHA approvd, or atota of thirty (30) daysin a 12-month period, will be consdered to
be living in the unit as an unauthorized household member.

Absence of evidence of any other addresswill be considered verification that the visitor isa
member of the household.

Statements from neighbor s and/or the landlord will be considered in making the deter mination.

Use of the unit addressasthe visitor's current resdence for any purposethat isnot explicitly
temporary shall be construed as per manent residence.

Theburden of proof that the individual isa visitor restson the family. In the absence of such
proof, the individual will be consdered an unauthorized member of the household and the PHA
will terminate assistance since prior approval was not requested for the addition.

Minors and college students who were part of the family but who now live away from home during the
school year and are no longer on the lease may vigt for up to ninety (90) days per year without being
considered a member of the household.

Inajoint custody arrangement, if the minor isin the household less than 182 days per year, the minor will
be consdered to be an digible vistor and not afamily member.
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Reporting Additionsto Owner and PHA

Reporting changes in household composition to the PHA is both aHUD and a PHA requirement.

The family obligations require the family to request PHA gpprova to add any other family member asan
occupant of the unit and to inform the PHA of the birth, adoption or court-awarded custody of a child.
The family must request prior goprova of additional household membersin writing. If any new family
member is added, the income of the additiona member will be included in the family income as
gpplicable under HUD regulations.

If the family does not obtain prior written approval from the PHA, any person the family has
permitted to move in will be consdered an unauthorized household member.

In the event that a visitor continuesto resdein the unit after the maximum allowabletime, the
family mug report it to the PHA in writing within seven (7) days of the maximum allowable time.

Familiesarerequired to report any additionsto the household in writing to the PHA within thirty
(30) days of the move-in date.

An interim reexamination will be conducted for any additions to the household.

In addition, the lease may require the family to obtain prior written gpprova from the owner when there
are changesin family composition other than birth, adoption or court awarded custody.

Reporting Absencesto the PHA

Reporting changes in household compasition is both aHUD and a PHA requirement.

If afamily member leaves the household, the family must report this change to the PHA, in writing, within
thirty (30) days of the change and certify asto whether the member is temporarily absent or
permanently absent.

The PHA will conduct an interim evauation for changes, which affect the Totd Tenant Payment in
accordance with the interim policy.

E. AVERAGING INCOME

When Annua Income cannot be anticipated for afull twelve months, the PHA may:
Average known sour ces of income that vary to compute an annual income, or

Annualize current income and conduct an interim reexamination if income changes.
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If there are bonuses or overtime, which the employer cannot anticipate for the next twelve months,
bonuses and overtime received the previous year, will be used.

If, by averaging, an estimate can be made for those families whose income fluctuates from month to
month, this estimate will be used s0 as to reduce the number of interim adjustments.

The method used depends on the regularity, sour ce and type of income.

F. MINIMUM INCOME

There is no minimum income requirement. Families who report zero income are required to complete a
written certification every thirty-(30) days.

Familiesthat report zero income will berequired to provide information regarding their means
of basic subsistence, such asfood, utilities, transportation, etc.

If the family’s expenses exceed their known income, the PHA will make inquiry of the head of
household asto the nature of the family’s accessible resour ces.

G. __INCOME OF PERSON PERMANENTLY CONFINED TO NURSING HOME
[24 CFR 982.54(cl)(10)]

If afamily member is permanently confined to a hospital or nuraing home and thereis afamily member
left in the household, the PHA will calculate the income by using the following methodology and use the
income figure, which would result in alower payment by the family:

Exclude the income of the person permanently confined to the nursing home and give
the family no deductions for medical expenses of the confined family member.

OR

I nclude theincome of the person permanently confined to the nursing home and give
the family the medical deductions allowable on behalf of the person in the nursing
home.

H. REGULAR CONTRIBUTIONSAND GIFTS [24 CFR 5.609]

Regular contributions and gifts recelved from persons outside the household are counted as income for
caculation of the Total Tenant Payment.

Any contribution or gift received every three-(3) months or more frequently will be consdered a
“regular" contribution or gift, unless the amount is less than $100.00 per year. Thisincludes rent and
utility payments made on behdf of the family and other cash or non-cash contributions provided on a
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regular basis. It does not include casua contributions or sporadic gifts. (See "Verification Procedures’
chapter for further definition.)

If the family's expenses exceed its known income, the PHA will inquire of the family regarding
contributions and gifts.

l. ALIMONY AND CHILD SUPPORT [24 CFR 5.609]

Regular dimony and child support payments are counted asincome for caculation of Tota Tenant
Payment.

If the amount of child support or alimony received islessthan the amount awarded by the
court, the PHA will use the amount awar ded by the court unlessthe family can verify that they
are not receiving the full amount and verification of item(s) below are provided.

The PHA will accept verification thet the family is receiving an amount less than the award if:

The PHA receives verification from the agency responsible for enforcement or
collection.

The family furnishes documentation of child support or alimony collection action filed
through a child support enfor cement/collection agency, or hasfiled an enforcement or
collection action through an attor ney.

It isthe family's responsibility to supply a certified copy of the divor ce decree.

J. LUMP SUM RECEIPTS [24 CFR 5.609]

Lump-sum additions to Family assets, such as inheritances, insurance payments (including payments
under health and accident insurance and worker's compensation), capital gains, and settlement for
personal or property losses, are not included in income but may be included in assets.

Lump-sum payments caused by delaysin processing periodic payments such as unemployment or
welfare assstance are counted as income. Lump sum payments from Socid Security or SSl are
excluded from income, but any amount remaining will be considered an asset. Deferred periodic
payments which have accumulated due to adispute will be trested the same as periodic payments which
are deferred due to delays in processing.

In order to determine amount of retroactive tenant rent that the family owes as aresult of the lump sum
receipt:

The PHA will calculate prospectively if the family reported the payment within thirty (30)
days and retroactively to date of receipt if thereceipt was not reported within that time
frame.
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Pr ospective Calculation M ethodology

If the payment isreported on atimely basis, the calculation will be done prospectively and will
result in an interim adjustment calculated asfollows:

Theentirelump-sum payment will beadded totheannual incomeat thetimeof theinterim.

The PHA will determine the percent of the year remaining until the next annual
recertification as of the date of the interim.

At the next annual recertification, the PHA will apply the percentage balance to the
lump sum and add it to therest of the annual income.

Thelump sum will be added in the same way for any interims, which occur prior to the
next annual recertification.

If amortizing the payment over oneyear will cause the family to pay more than thirty (30) of
the family's adjusted income (befor e the lump sum was added) for Total Tenant Payment, the
PHA and family may enter into a Payment Agreement, with the approval of Executive Director,
for the balance of the amount over thefifty (50) % calculation. The beginning datefor this
Payment Agreement will start as soon asthe one-year isover.

Retr oactive Calculation M ethodology

The PHA will go back to the date the lump-sum payment wasreceived, or to the date of
admission, whichever iscloser.

The PHA will determine the amount of incomefor each certification period, including the lump
sum, and recalculate the tenant rent for each certification period to deter mine the amount due
the PHA.

The family hasthe choice of paying this" retroactive’ amount to the PHA in alump sum.
At the PHA's option, the PHA may enter into a Payment Agreement with the family.

The amount owed by the family is a collectible debt even if the family becomes unassisted.

Attorney Fees

Thefamily's attor ney fees may be deducted from lump-sum payments when computing annual
income if the attorney's efforts have recovered a lump-sum compensation, and therecovery
paid to the family does not include an additional amount in full satisfaction of the attorney
fees.

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan
To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use

6-16



K. CONTRIBUTIONSTO RETIREMENT FUNDS - ASSETS [24 CFR 5.603(d)]

Contributions to company retirement/pension funds are handled as follows.

While an individud is employed, count as assets only amounts the family can withdraw without
retiring or terminating employmert.

After retirement or termination of employment, count any amount the employee dects to receive

asalump sum.
L. ASSETS DISPOSED OF FOR LESSTHAN FAIR MARKET VALUE [24
CFR 5.603(d)(3)]

The PHA must count assets disposed of for less than fair market vaue during the two years preceding
certification or reexamination. The PHA will count the difference between the market value and the
actua payment recelved in calculating tota assets.

Assets disposed of as aresult of foreclosure or bankruptcy are not considered to be assets disposed of
for lessthan fair market value. Assets disposed of as aresult of adivorce or separation are not
considered to be assets disposed of for less than fair market value.

The PHA's minimum threshold for counting assets disposed of for lessthan Fair Market value
is $5,000.00. If the total value of assets disposed of within a one-year period islessthan
$5,000.00, they will not be considered an asset.

M. CHILD CARE EXPENSES [24 CFR 5.603]

Childcare expenses for children under 13 may be deducted from annud income if they enable an adult to
work or attend school, or to actively seek employment.

In the case of a child attending private school, only after-hours care can be counted as
childcar e expenses.

In cases wher e an adult family member is available to provide child care:

Child care expenses will not be allowed as a decuction unlessthereisa documented
reason that the family member isunableto carefor the child.

Allowability of deductions for childcare expensesis based on the following guidelines:
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Child careto work: The maximum child care expense dlowed must be less than the amount
earned by the person enabled to work which isincluded in the family's annuad income. The
" per son enabled towork™ will be the adult member of the household who earnsthe
least amount of income from working.

Child carefor school: The number of hours claimed for child care may not exceed the
number of hoursthe family member isattending school, including reasonabletravel
timeto and from schoal.

Amount of Expense: The PHA will survey thelocd care providers in the community/collect
dataasaguideline. If the hourly rate materially exceeds the guideline, the PHA may
calculate the allowance using the guideline.

N.  MEDICAL EXPENSES [24 CFR 5.609(8)(2), 5.603]

When it isunclear in the HUD rules asto whether or not to allow an item as a medical
expense, IRS Publication 502 will be used as a guide.

Nonprescription medicines must be doctor-recommended in order to beconsidered a medical
expense.

Nonprescription medicines will be counted toward medical expensesfor familieswho qualify if
the family furnisheslegiblereceipts.
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O. PRORATION OF ASSISTANCE FOR "MIXED" FAMILIES [24 CFR 5.520]

Applicability

Proration of assstance must be offered to any "mixed" gpplicant or participant family. A "mixed’ family is
one that includes at least one U.S. citizen or digible immigrant and any number of indligible members,

Prorated Assistance Calculation

Prorated assistance is calculated by determining the amount of assstance payable if dl family members
were digible and multiplying by the percent of the family members who actudly are digible. Caculaions
for each housing program are performed on the HUD 50058 form.

P. INCOME CHANGES RESULTING FROM WEL FARE PROGRAM
REQUIREMENTS

INSTRUCTION: The QHWRA establishes new requirements for the treatment of income
changes resulting from welfare program requirements. The PHA must take procedural steps
expeditiously, which establish the foundation for imposing the HUD required changes.

The PHA will not reduce the renta contribution for families whose welfare asssance is reduced
specificaly because of:

fraud by afamily member in connection with the welfare program; or
failure to participate in an economic sdf-sufficiency program; or
noncompliance with awork activities requirement
However, the PHA will reduce the renta contribution if the welfare assistance reduction is aresult of:
The expirdion of alifetime time limit on receiving benefits, or
A gtuation where afamily member has not complied with other welfare agency requirements; or

A stuation where afamily member has complied with welfare agency economic sdf-sufficiency
or work activities requirements but cannot or has not obtained employment, such asthe family
member has complied with welfare program requirements, but the durationd time limit, such as
acap on the length of time afamily can receive benefits, causes the family to lose their welfare
bendfits.
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Imputed welfare income is the amount of annua income not actualy received by afamily asaresult of a
specified wefare benefit reduction that is included in the family’ s income for rental contribution.

Imputed welfare incomeis not included in annua income if the family was not an assisted resident at the
time of sanction.

The amount of imputed welfare incomeis offset by the amount of additiond income afamily receives
that begins after the sanction was imposed.

When additiond incomeis a least equd to the imputed wefare income, the imputed wdfare
incomeis reduced to zero.

Verification Before Denying a Reguest to Reduce Rent

The PHA will obtain written verification from the welfare agency stating that the family's benefits
have been reduced for fraud or noncompliance with economic salf-sufficiency or work activities
requirements befor e denying the family's request for rent reduction.

The welfare agency, at the request of the PHA, will inform the PHA of:
amount and term of specified welfare benefit reduction for the family;
reason for the reduction; and
subsequent changes in term or amount of reduction.

Cooper ation Agreements

The PHA has a unwritten cooper ation agreement in place with the local welfar e agency which
assiststhe PHA in obtaining the necessary infor mation regar ding welfar e sanctions.

Q. REDUCTION IN BENEFITS

See Chapter on recertifications on how to handle income changes resulting from welfare program
requirements.
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R. UTILITY ALLOWANCE AND UTILITY REIMBURSEMENT PAYMENTS [24
CFR 982.153, 982.517]

The same Utility Allowance Scheduleis used for dl tenant-based programs.

The utility dlowance is intended to cover the cost of utilities not included in the rent. The dlowanceis
based on the typica cost of utilities and services paid by energy-conservative households that occupy
housing of smilar sze and type in the same locdlity. Allowances are not based on an individud family's
actuad energy consumption.

The PHA' s utility dlowance schedule, and the utility dlowance for an individud family, must indude the
utilities and services that are necessary in the locdlity to provide housing that complies with the housing
qudity standards.

The PHA may not provide any alowance for non-essentid utility codts, such as costs of cable or satdllite
tlevison.

The PHA mugt dlassify utilitiesin the utility alowance schedule according to the following generd
categories. space heating, air conditioning, cooking, water heating, water, sewer, trash collection, other
eectric, refrigerator (for tenant supplied refrigerator), range (cost of tenant-supplied range); and other
specified services.

An dlowance for tenant-paid air conditioning will be provided in those cases where the mgority of
housing units in the market have centrd ar conditioning or are wired for tenant ingtalled air conditioners
[24 CFR 982.517].

Themajority of housing unitsin the area with central air conditioning is defined by the PHA as
mor ethan seventy (70) per cent of housing units surveyed based on information gathered from
local property owners/ newspaper ads and telesurveying

A tenant-paid ar conditioning alowance will be provided throughout our jurisdiction OR

The PHA will review the utility alowance schedule annudly. If the review finds a utility rate has changed
by 10 percent or more since the last revison of the utility allowance schedule, the schedule will be
revised to reflect the new rate. Revised utility alowances will be gpplied in a participant family's rent
caculdion at their next reexamination.
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The approved utility dlowance schedule is given to families dong with their Voucher. The utility
dlowance is based on the actud unit Size sdlected.

Where families provide their own range and refrigerator, the PHA will establish an dlowance adequate
for the family to purchase or rent arange or refrigerator, even if the family dready owns either gppliance.
Allowances for ranges and refrigerators will be based on the lesser of the cost of leasing or purchasing
the appropriate appliance over atwelve-(12) month period.

Where the cdculation on the HUD 50058 results in a utility rembursement payment due the family [24
CFR 982.514 (b)], the PHA will provide a Utility Reimbursement Payment for the family each month.
The check will be made out:

directly to the utility company
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Chapter 7
VERIFICATION PROCEDURES
[24 CFR Part 5, Subparts B, D, E and F; 24 CFR 982.158; 24 CFR 5.617]

INTRODUCTION

HUD regulations require that the factors of digibility and Tota Tenant Payment/Family Share be verified
by the PHA. PHA gaff will obtain written verification from independent sources whenever possible and
will document tenant files whenever third party verifications are not possible asto why third party
verification was impossible to obtain.

Applicants and program participants must provide true and complete information to the PHA whenever
information is requested. The PHA's verification requirements are designed to maintain program
integrity. This Chapter explains the PHA's procedures and standards for verification of preferences,
income, assets, dlowable deductions, family status, and changesin family composition. The PHA will
obtain proper authorization from the family before requesting information from independent sources.

FOR FURTHER CLARIFICATION: SEE ADDENDUM VI- VERIFICATIONS

A. METHODS OF VERIFICATION AND TIME ALLOWED [24 CFR 982.516]

The PHA will verify information through the four methods of verification acceptable to HUD in the
following order:

1. Third-Party Written

2. Third-Party Oral

3. Review of Documents

4. Certification/Sdf-Declaration

The PHA will dlow two (2) weeks for return of third-party verifications and two (2) weeks to obtain
other types of verifications before going to the next method. The PHA will document the file as to why
third party written verification was not used.

For gpplicants, verifications may not be more than 60 days old at the time of Voucher issuance. For
participants, they arevalid for 120 daysfrom date of receipt.
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Third-Party Written Verification

Third-party verification is used to verify information directly with the source. Third-party written
verification forms will be sent and returned viafirst dass mall. The family will be required to Sgn an
authorization for the information source to release the specified information.

Verifications received dectronicdly directly from the source are considered third party written
veificaions

Third party verification formswill not be hand carried by the family under any circumstances.

The PHA will accept verificationsin the form of computerized printouts delivered by the
family from the following agencies:

Social Security Administration
Veterans Administration

Welfare Assistance

Unemployment Compensation Board
City or County Courts

The PHA will send requestsfor third party written verificationsto the source at all times
regar dless of whether the family providesa computerized printout.

Third-Party Oral Verification

Oral third-party verification will be used when written third-party verification isdelayed or not
possible. When third-party oral verification isused, staff will berequired to completea
Certification of Document Viewed or Person Contacted form, noting with whom they spoke,
the date of the conver sation, and the facts provided. If oral third party verification isnot
available, the PHA will compare the information to any documents provided by the Family. If
provided by telephone, the PHA must originate the call.
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Review of Documents

In the event that third- party written or ord verification is unavailable, or the information has not been
verified by the third party within four (4) weeks, the PHA will annotate the file accordingly and utilize
documents provided by the family as the primary source if the documents provide complete information.

All such documents, excluding gover nment checks, will be photocopied and retained in the
applicant file. In cases where documents ar e viewed which cannot be photocopied, staff
viewing the document(s) will complete a Certification of Document Viewed or Person
Contacted form or document.

The PHA will accept the following documents from the family provided that the document is
such that tampering would be easily noted:

Printed wage stubs

Computer printoutsfrom the employer

Housing Authority employment verification form

Other documents noted in this Chapter as acceptable verification
ThePHA will accept faxed documents.
ThePHA will accept photocopies, except social security card.

If third-party verification is received after documents have been accepted as provisond verification, and
there is a discrepancy, the PHA will utilize the third party verification.

The PHA will not delay the processing of an application beyond [60] days because athird
party information provider doesnot return the verification in atimely manner.

Salf-Certification/Saf-Declaration

When verification cannot be made by third-party verification or review of documents, familieswill be
required to submit a self-certification.

Sdf-certification means a notarized statement/affidavit/certification/statement under penalty of
perjury and must be witnessed.
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B. RELEASE OF INFORMATION [24 CFR 5.230]

Adult family memberswill be required to sign the HUD 9886 Release of Information/Privacy Act form.

In addition, family memberswill be required to Sign specific authorization forms when informeation is
needed that is not covered by the HUD form 9886, Authorization for Release of Information/Privacy
Act Notice.

Each member requested to consent to the release of specific information will be provided with
a copy of the appropriate formsfor their review and signature.

Family refusa to cooperate with the HUD prescribed verification system will result in denid of
admission or termination of assstance because it is afamily obligation to supply any information and to
sgn consent forms requested by the PHA or HUD.

C. COMPUTER MATCHING

INSTRUCTION: The 1988 McKinney Act legisation authorized State wage record keepers to
release to both HUD and PHAs information pertaining to wages and unemployment
compensation. How PHASs access this information varies. Most PHAs that do computer matching
have signed an agreement with the appropriate State agency so that they can compare the name
and social security number of applicants and participants with the records of the State agency.
Note: HUD has suspended itsincome matching program. PHAswere instructed to stop all
wor k on 1998 discrepancy notices. Tenant data for 1999 and later has not been released.

For sometime, HUD has conducted a computer matching initiative to independently verify resident
income. HUD can access income information and compare it to information submitted by PHAs on the
50058 form. HUD can disclose Socid Security information to PHAS, but is precluded by law from
disclosing Federd tax return datato PHAS. If HUD receives information from Federd tax return data
indicating a discrepancy in the income reported by the family, HUD will natify the family of the
discrepancy. The family is required to disclose this information to the PHA (24 CFR 5.240). HUD's
letter to the family will aso natify the family that HUD has natified the PHA in writing that the family has
been advised to contact the PHA. HUD will send the PHA alist of families who have received "income
discrepancy” letters.

When the PHA receives natification from HUD that afamily has been sent an "income discrepancy™
|etter, the PHA will:

Wait 40 days after the date of notification before contacting tenant.
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After 40 days following the date of notification, the PHA will contact the tenant by mail asking
the family to promptly furnish any letter or other notice by HUD concerning the amount or
veification of family income.

The PHA will fully document the contact in the tenant's file, induding a copy of the letter to
the family.

When the family provides the required information, the PHA will verify the accuracy of the income
information received from the family, review the PHA's interim recertification policy, will identify
unreported income, will charge retroactive rent as appropriate, and change the amount of rent or
terminate assstance, as gppropriate, based on the information.

If the amount of rent owed to the PHA exceeds $1000, the PHA will seek to terminate
assistance.

If tenant fails to respond to PHA:
The PHA will ask HUD to send a second |etter.
After an additional 40 days, the PHA will ask HUD to send athird letter.

After an additional 40 days, the PHA will send aletter to the head of household, warning of the
consequences if the family fails to contact the PHA within two weeks.

If the tenant cdlaims aletter from HUD was not received:

The PHA will ask HUD to send a second letter with a verified address for the tenant.
After 40 days, the PHA will contact the tenant family.

If the tenant family till dlaimsthey have not received a letter, the PHA will ask HUD to send a
third letter.

After an additiona 40 days, the PHA will st up ameeting with the family to complete IRS
forms 4506 and 8821.
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If the tenant family fails to meet with the PHA or will not sign the IRS forms, the PHA will send
awarning letter to the head of household, notifying the family that termination proceedings will
begin within one week if the tenant fails to meet with the PHA and/or sgn forms.

If tenant does receive a discrepancy letter from HUD:

The PHA will set up ameeting with the family.

If the family falls to attend the meeting, the PHA will reschedule the meeting.

If the family fails to atend the second meeting, the PHA will send a termination warning.
The family must bring the origind HUD discrepancy etter to the PHA.

If tenant disagrees with the Federd tax data contained in the HUD discrepancy letter:

The PHA will ask the tenant to provide documented proof that the tax datais incorrect.

If the tenant does not provide documented proof, the PHA will obtain proof to verify the
Federd tax data using third party verification.

D. ITEMSTO BE VERIFIED [24 CFR 982.516]

All income not specificaly excluded by the regulations.
Full-time student status including High School students who are 18 or over.
Current assets including assets digposed of for less than fair market value in proceeding two years.

Child care expense where it dlows an adult family member to be employed, or to actively seek work,
or to further his’er education.

Totd medica expenses of dl family membersin households whose head or spouse is ederly or
disabled.

Disability assistance expenses to include only those costs associated with attendant care or auxiliary
gpparaus for adisabled member of the family, whichalow an adult family member to be employed.

Disability for determination of alowances or deductions.
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U.S. dtizenship/digible immigrant Satus

Socia Security Numbersfor al family members over 6 years of age or older who have been issued a
socid security number.

Familial/Marital statuswhen needed for head or spouse definition.
Veification of Reduction in Benefits for Noncompliance:

The PHA will obtain written verification from the welfare agency stating that the family’ s benefits
have been reduced for fraud or noncompliance befor e denying the family’ s request for rent
reduction.

E. VERIFICATION OF INCOME [24 CFR 982.516]

This section defines the methods the PHA will use to verify various types of income.

Employment Income

Verification forms request the employer to specify the:
Dates of employment
Amount and frequency of pay
Date of the last pay increase

Likelihood of change of employment status and effective date of any known sdary increase
during the next 12 months

Y ear to date earnings

Estimated income from overtime, tips, bonus pay expected during next 12 months
Acceptable methods of verification include, in this order:
1 Employment verification form completed by the employer.

2. Check stubs or earning statements, which indicate the employee's gross pay, frequency of pay
or year to date earnings.

3. W-2 forms plus income tax return forms.

4, Self-certifications income tax returns sgned by the family may be used for verifying sdf-
employment income, or income from tips and other gratuities. For some self-employment
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types, where there is the potential for substantial income, self-certification will not be
acceptable.

Applicants and program participants may be requested to sgn an authorization for release of
information from the Internal Revenue Service for further verification of income.

In cases wherethere are questions about the validity of information provided by the family,
the PHA will requirethe most recent federal income tax statements.

Wher e doubt regarding income exists, areferral to IRSfor confirmation will be made on a
case-by-case basis.

Social Security, Pensions, Supplementary Security |ncome (SSl), Disability | ncome

Acceptable methods of verification include, in this order:

1 Benefit verification form completed by agency providing the benefits.

2. Award or benefit notification letters prepared and signed by the providing agency.
3. Computer report eectronically obtained or in hard copy.

4, Bank statements for direct deposits.

Unemployment Compensation

Acceptable methods of verification include, in this order:
1. Verification form completed by the unemployment compensation agency.

2. Compuiter report dectronicaly obtained or in hard copy, from unemployment office stating
payment dates and amounts.

3. Payment stubs.

Welfare Payments or General Assistance

Acceptable methods of verification include, in this order:
1 PHA verification form completed by payment provider.

2. Written statement from payment provider indicating the amount of grant/payment,
start date of payments, and anticipated changesin payment in the next 12 months.

3. Computer-generated Notice of Action.
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4, Computer-generated list of recipients from Welfare Department.
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Alimony or Child Support Payments

Acceptable methods of verification include, in this order:

1.

Copy of aseparation or settlement agreement or a divorce decree stating amount and type of
support and payment schedules.

A notarized letter from the person paying the support.

Copy of latest check and/or payment stubsfrom Court Trustee. PHA must record the
date, amount, and number of the check.

Family's self-certification of amount received and of the likelihood of support
payments being received in the future, or that support paymentsare not being
received.

If paymentsareirregular, the family must provide:

A copy of the separation or settlement agreement, or a divor ce decree stating the
amount and type of support and payment schedules.

A statement from the agency responsible for enforcing paymentsto show that the
family hasfiledfor enforcement.

A notarized affidavit from the family indicating the amount(s) received.

A welfar e notice of action showing amountsreceived by the welfare agency for child
support.

A written statement from an attorney certifying that a collection or enforcement action
has been filed.

Net | ncome from a Business

In order to verify the net income from a business, the PHA will view IRS and financia documents from
prior years and use this information to anticipate the income for the next 12 months.

Acceptable methods of verificaion indude:

1 IRS Form 1040, including:
Schedule C (Smdl Business)
Schedule E (Rentad Property Income)
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Schedule F (Farm Income)

If accelerated depreciation was used on the tax return or financia statement, an accountant's
caculation of depreciation expense computed using straight-line depreciation rules.

2. Audited or unaudited financid statement(s) of the business.

3. Documents such as manifests, appointment books, cashbooks, bank statements, and
receiptswill be used as a guidefor the prior sx months (or lesser period if not in
businessfor six months) to project incomefor the next 12 months. The family will be
advised to maintain these documentsin the futureif they are not available.

4, Family's self-certification asto net incomerealized from the business during previous
years.

Child Care Business

If an applicant/participant is operating alicensed day care business, income will be verified as with any
other business.

If the applicant/participant is operating a" cash and carry” operation (which may or may not
be licensed), the PHA will requirethat the applicant/participant complete aform for each
customer which indicates. name of per son(s) whose child (children) is/are being cared for,
phone number, number of hours child isbeing cared for, method of payment (check/cash),
amount paid, and signature of person.

If the family hasfiled a tax return, the family will berequired to provideit.

The PHA will conduct interim reevaluations every (90) days and require the participant to
provide alog with theinformation about customersand income.

If childcar e services wer e terminated, a third-party verification will be sent to the parent
whose child was cared for.

Recurring Gifts

The family must furnish a sdf-certification, which contains the following information:
The person who providesthe gifts
Thevdue of the gifts

The regularity (dates) of the gifts
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The purpose of the gifts

Zero lncome Status

Families cdlaming to have no income will be required to execute verification forms to determine that
forms of income such as unemployment benefits, TANF, SSl, etc. are not being received by the
household.

The PHA requests a declaration of NO Income Statement monthly.
The PHA will request information from the State Employment Development Depar tment.

Full-time Student Status

Only thefirst $480 of the earned income of full time students, other than heed, co-head, or spouse, will
be counted towards family income.

Financid ad, scholarships and grants are not counted towards family income.
Verification of full time sudent atus includes:
Written verification from the registrar's office or other school officid.

Schoal records indicating enrollment for sufficient number of credits to be consdered afull-time
student by the educational inditution.

F. INCOME FROM ASSETS [24 CFR 982.516]

Savings Account I nterest Income and Dividends

Acceptable methods of verification include, in this order:

1 Account statements, passbooks, certificates of deposit, or PHA verification forms completed by
the financid indtitution.

2. Broker's statements showing vaue of stocks or bonds and the earnings credited the family.
Earnings can be obtained from current newspaper quotations or ora broker's verification.

3. IRS Form 1099 from the financia ingtitution, provided that the PHA must adjust the information
to project earnings expected for the next 12 months.

Interest Income from Mortgages or Smilar Arrangements

Acceptable methods of verification include, in this order:
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1 A letter from an accountant, attorney, red estate broker, the buyer, or afinancid ingtitution
dating interest due for next 12 months. (A copy of the check paid by the buyer to the family is
not sufficient unless a breakdown of interest and principd is shown.)

2. Amortization schedule showing interest for the 12 months following the effective date of the
certification or recertification.

Net Rental | ncome from Property Owned by Family

Acceptable methods of verification include, in this order:
1. IRS Form 1040 with Schedule E (Renta Income).
2. Copies of latest rent receipts, leases, or other documentation of rent amounts.

3. Documentation of alowable operating expenses of the property: tax satements, insurance
invoices, billsfor reasonable maintenance and utilities, and bank statements or amortization
schedules showing monthly interest expense.

4, L essee'swritten statement verifying rent paymentsto the family and family's self-
certification asto net incomerealized.

G. VERIFICATION OF ASSETS

Family Assets

The PHA will require the information necessary to determine the current cash vaue of the family’s
assts, (the net amount the family would receive if the asset were converted to cash).

Acceptable verification may include any of the following:
Veification forms, letters, or documents from afinancia ingtitution or broker.

Passbooks, checking account statements, certificates of deposit, bonds, or financid statements
completed by afinancid inditution or broker.

Quotes from a stock broker or redlty agent as to net amount family would recaive if they
liquidated securities or red edtate.

Red edtate tax statements if the gpproximate current market value can be deduced from
assessment.

Financid statements for business assets.
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Copies of closng documents showing the selling price and the distribution of the sales proceeds.
Appraisas of persond property held as an investment.

Family's self-certification describing assets or cash held at the family'shomeor in safe
deposit boxes.

Assets Disposed of for Lessthan Fair Market Value (FMV) During Two Y ears Preceding
Effective Date of Certification or Recertification

For dl Certifications and Recertifications, the PHA will obtain the Family's certification as to whether
any member has disposed of assets for less than fair market value during the two years preceding the
effective date of the certification or recertification.

If the family certifies that they have digposed of assets for less than fair market vaue, verification or
certification isrequired that shows:. (@) al assets disposed of for lessthan FMV, (b) the date they were
disposed of, (c) the amount the family received, and (d) the market value of the assets at the time of
disposition. Third party verification will be obtained wherever possble.

H.  VERIFICATION OF ALLOWABLE DEDUCTIONS FROM INCOME
[24 CFR 982.516]

Child Care Expenses

Written verification from the person who receives the paymentsis required. If the child care provider is
an individud, she must provide a gatement of the amount they are charging the family for their services.

Veifications must specify the child care provider's name, address, telephone number, Social Security
Number, the names of the children cared for, the number of hours the child care occurs, the rate of
pay, and the typica yearly amount paid, including school and vacation periods.

Family's certification as to whether any of those payments have been or will be paid or reimbursed by
outside sources.

M edical Expenses

Familieswho daim medica expenses will be required to submit a certification as to whether or not any
expense payments have been, or will be, reimbursed by an outside source. All expense clams will be
verified by one or more of the methods listed below:

Written verification by a doctor, hospitd or clinic personnd, dentist, pharmacit, of (a) the
anticipated medicd costs to be incurred by the family and regular payments due on medicd hills;
and (b) extent to which those expenses will be reimbursed by insurance or a government

agency.
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Written confirmation by the insurance company or employer of hedth insurance premiumsto be
paid by the family.

Written confirmation from the Socid Security Administration of Medicare premiumsto be pad
by the family over the next 12 months. A computer printout will be accepted.

For attendant care:

A reliable, knowledgeable professond's certification that the assstance of an attendant
is necessary asamedica expense and a projection of the number of hours the care is
needed for calculation purposes.

Attendant's written confirmation of hours of care provided and amount and frequency of
payments received from the family or agency (or copies of canceled checks the family
used to make those payments) or stubs from the agency providing the services.

Receipts, canceled checks, or pay stubs that verify medica costs and insurance expenses likely
to beincurred in the next 12 months.

Copies of payment agreements or most recent invoice that verify payments made on outstanding
medica bills that will continue over dl or part of the next 12 months.

Receipts or other record of medical expensesincurred during the past 12 months that can be
used to anticipate future medica expenses. PHA may use this gpproach for "generd medica
expenses' such as non-prescription drugs and regular vidits to doctors or dentists, but not for
one time, nonrecurring expenses from the previous year.

The PHA will use mileage & the City rate, or cab, busfare, or other public transportation cost
for verification of the cost of trangportation directly related to medica treatment.

Assistance to Per sons with Disabilities [24 CFR 5.611(c)]

In All Cases,

Written certification from areliable, knowledgeable professona that the person with disabilities
requires the services of an attendant and/or the use of auxiliary gpparatus to permit himvher to
be employed or to function sufficiently independently to enable another family member to be
employed.

Family's certification as to whether they receive rembursement for any of the expenses of
disahility assstance and the amount of any reimbursement received.
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Attendant Care:

Attendant's written certification of amount received from the family, frequency of receipt, and
hours of care provided.

Certification of family and attendant and/or copies of canceled checks family used to make
payments.

Auxiliary Apparaus.

Receaipts for purchases or proof of monthly payments and maintenance expenses for auxiliary
apparatus.

In the case where the person with disabilities is employed, a satement from the employer that
the auxiliary gpparatusis necessary for employment.

|. ___ VERIFYING NON-FINANCIAL FACTORS[24 CFR 5.617(b)(2)]

Verification of Legal | dentity

In order to prevent program abuse, the PHA will require applicantsto furnish verification of
legal identity for all family members.

Thedocumentslisted below will be consider ed acceptable verification of legal identity for
adults. If adocument submitted by a family isillegible or otherwise questionable, morethan
one of these documents may berequired.

Certificate of Birth, naturalization papers

Church issued baptismal certificate

Current, valid Driver'slicense

U.S. military discharge (DD 214)

U.S. passport

Voter'sregistration

Company/agency I dentification Card

Department of Motor Vehicles | dentification Card

Hospital records

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan
To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use

7-16



Documents considered acceptable for the verification of legal identity for minors may be one or more of
the fallowing:

Certificate of Birth

Adoption papers

Custody agreement

Health and Human Services|D
School records

If none of these documents can be provided, a third party who knows the person may, at the
PHA'sdiscretion, provide a verification.

Verification of Marital Status

This would be used to deter mine spouse for income and deduction and noncitizen purposes
Verification of divorce status will be a certified copy of the divorce decree, sgned by a Court Officer.
Veification of a sgparation may be a copy of court-ordered maintenance or other records.
Verification of marriage Satusis a marriage certificate.

Familial Relationships

Certification will normally be consider ed sufficient verification of family relationships. In
cases wher e reasonable doubt exists, the family may be asked to provide verification.

Thefollowing verifications will always berequired if applicable:
Verification of reationship:
Official identification showing names
Birth Certificates
Baptismal certificates
Verification of guardianship is:

Court-ordered assgnment

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan
To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use

7-17



Affidavit of parent
Verification from social services agency
School records

Verification of Permanent Absence of Family M ember

If an adult member who was formerly a member of the household is reported permanently absent by the
family, the PHA will condder any of the fallowing as verification:

Husband or wife indtitutes divorce action.
Husband or wife indtitutes legal separation.
Order of protection/restraining order obtained by one family member againgt another.

Proof of another home address, such as utility bills, canceled checks for rent, driverslicense, or
lease or rental agreement, if available.

Statements from other agencies such as socid services or awritten statement from the landlord
or manager that the adult family member is no longer living & thet location.

If the adult family member isincarcerated, a document from the Court or correctiona faality
should be obtained stating how long they will be incarcerated.

If no other proof can be provided, the PHA will accept a salf-certification from the head
of household or the spouse or co-head, if the head isthe absent member .

Verification of Changein Family Composition

The PHA may verify changes in family compostion (either reported or unreported) through letters,
telephone calls, utility records, inspections, landlords, neighbors, credit data, school or DMV
records, and other sources.

Verification of Disability

Verification of disability must be recaipt of SS or SSA disability payments under Section 223 of the
Socid Security Act or 102(7) of the Developmentd Disabilities Assstance and Bill of Rights Act (42
U.S.C. 6001(7) or verified by appropriate diagnostician such as physician, psychiatrist,
psychologist, therapist, rehab specialist, or licensed social worker, usng the HUD language as
the verification format.

Verification of Citizenship/Eligible Immigrant Status[24 CFR 5.508, 5.510,5.512, 5.514]
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To be digible for assigtance, individuds must be U.S. citizens or digible immigrants. Individuaswho are
neither may eect not to contend their satus. Eligible immigrants must fal into one of the categories
specified by the regulations and must have their status verified by Immigration and Naturaization Service
(INS). Each family member must declare their status once. Assistance cannot be delayed, denied, or
terminated while verification of Satusis pending except that assistance to gpplicants may be delayed
while the PHA hearing is pending.

Citizens or Nationds of the United States are required to sign a declaration under pendty of perjury.

ThePHA will require citizens to provide documentation of citizenship.
Acceptable documentation will include at least one of the following original documents:
United States birth certificate
United States passport
Resident alien/registration card
Social Security card
Other appropriate documentation as determined by the PHA

Eligible Immigrants aged 62 or over are required to sign a declaration of eigible immigration status and
provide proof of age.

Non-ditizens with digible immigration datus must Sgn a declaration of status and verification consent
form and provide ther origina immigration documents which are copied front and back and returned to
the family. The PHA verifies the datus through the INS SAVE system. If this primary verification failsto
verify status, the PHA must request within ten days that the INS conduct a manua search.

Indigible family members who do not claim to be citizens or digible immigrants must be liged on a
satement of indigible family members signed by the head of household or spouse.

Nontcitizen students on student visas are indligible members even though they are in the country
lawfully. They must provide their student visa but their status will not be verified and they do not sgna
declaration but are listed on the statement of indigible members.

Failure to Provide. If an gpplicant or participant family member fails to sign required declarations and
consent forms or provide documents, as required, they must be listed as an indigible member. If the
entire family falls to provide and sign as required, the family may be denied or terminated for failure to
provide required information.
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Time of Verification

For applicants, verification of U.S. citizenship/eligible immigrant status occur sat the sametime
as verification of other factors of digibility for find digibility determination/at the time of initid
goplication.

Once verification has been completed for any covered program, it need not be repeated
except that, in the case of port-in families, if theinitial PHA does not supply the documents,
the PHA must conduct the determination.

Extensons of Time to Provide Documents

The PHA will grant an extenson of 30 days for families to submit evidence of digible immigrant satus.

Acceptable Documents of Eligible Immigration

The regulations stipulate that only the following documents are acceptable unless changes are published
in the Federd Regider.

Resident Alien Card (I-551)

Alien Regigration Receipt Card (I-151)
Arriva-Departure Record (1-94)
Temporary Resident Card (1-688)
Employment Authorization Card (1-688B)

Receipt issued by the INS for issuance of replacement of any of the above documents that
shows individud's entitlement has been verified

A birth certificate is not acceptable verification of satus. All documents in connection with U.S.
citizenship/digible immigrant status must be kept five years.

The PHA will verify the digibility of a family member at any time such digibility isin
guestion, without regard to the position of the family on the waiting list.

If the PHA determines that afamily member has knowingly permitted another individua who is not
eligible for assstance to reside permanently in the family's unit, the family's ass stance will be terminated
for 24 months, unlesstheindigible individua has dready been consdered in prorating the family's
assigtance.
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Verification of Social Security Numbers [24 CFR 5.216]

Socid security numbers must be provided as a condition of digibility for al family members age six and
over if they have been issued a number. Verification of Socia Security numbers will be done through a
Socid Security Card issued by the Socia Security Adminidration. If afamily member cannot produce a
Socid Security Card, only the documents listed below showing his or her Socia Security Number may
be used for verification. The family is aso required to certify in writing that the document(s) submitted in
lieu of the Socid Security Card information provided isare complete and accurate:

A driver'slicense
| dentification card issued by a Federa, State or local agency

| dentification card issued by amedical insurance company or provider (including Medicare and
Medicaid)

An identification card issued by an employer or trade union
An identification card issued by amedica insurance company
Earnings statements or payroll stubs

Bank Statements

IRS Form 1099

Benefit award letters from government agencies

Retirement benefit letter

Lifeinsurance policies

Court records such asred estate, tax notices, marriage and divorce, judgment or bankruptcy
records

Verification of benefits or Socid Security Number from Socia Security Adminigtration

New family members ages six and older will be required to produce their Socia Security Card or
provide the substitute documentation described above together with their certification that the substitute
information provided is complete and accurate. This information isto be provided at the time the change
in family composition isreported to the PHA.
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If an applicant or participant is able to disclose the Socid Security Number but cannot meet the
documentation requirements, the gpplicant or participant must Sgn a certification to that effect provided
by the PHA. The gpplicant/participant or family member will have an additiona seven (7) daysto
provide proof of the Socid Security Number. If they fail to provide this documentation, the family's
assstance will be terminated.

In the case of anindividua at least 62 years of age, the PHA may grant an extension for an additiona
60 daysto atotd of 120 days. If, at the end of thistime, the elderly individua has not provided
documentation, the family's assstance will be terminated.

If the family member states they have not been issued a number, the family member will be required to
sgn acetification to this effect.

Medical Need for L arger Unit

A written certification that alarger unit is necessary must be obtained from areliable, knowledgegble
professond.

J. VERIFICATION OF WAITING LIST PREFERENCES [24 CFR 982.207]

Not applicableto this agency.
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Chapter 8
VOUCHER ISSUANCE AND BRIEFINGS
[24 CFR 982.301, 982.302]

INTRODUCTION

The PHA's god's and objectives are designed to assure that families selected to participate are equipped
with the tools necessary to locate an acceptable housing unit. Families are provided sufficient knowledge
and information regarding the program and how to achieve maximum benefit while complying with
program requirements. When digibility has been determined, the PHA will conduct a mandatory briefing
to ensure that families know how the program works. The briefing will provide a broad description of
owner and family responghilities, PHA procedures, and how to lease a unit. The family will aso receive
abriefing packet that provides more detailed information about the program including the benefits of
moving outside areas of poverty and minority concentration. This Chapter describes how briefings will
be conducted, the information that will be provided to families, and the policies for how changesin the
family compaosition will be handled.

A. _ ISSUANCE OF VOUCHERS [24 CFR 982.204(d), 982.54(c)(2)]

When funding is available, the PHA will issue Vouchers to gpplicants whose digibility has been
determined. The number of Vouchersissued must ensure that the PHA stays as close as possible to 100
percent lease-up. The PHA performs amonthly caculation electronically /manually to determine
whether gpplications can be processed, the number of Vouchers that can be issued, and to what extent
the PHA can over-issue (issue more Vouchers than the budget alows to achieve leaseup).

The PHA may over-issue Vouchers only to the extent necessary to meet leasing gods. All Vouchers
that are over-issued must be honored. If the PHA findsit is over-leased, it must adjust future issuance of
Vouchersin order not to exceed the ACC budget limitations over the fisca yesar.
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B. BRIEFING TYPES AND REQUIRED ATTENDANCE [24 CFR 982.301]

Initial Applicant Briefing

A full HUD-required briefing will be conducted for gpplicant families who are determined to be digible
for assstance. The briefingswill be conducted in groups and/or individual meetings. Familieswho
attend group briefings and gill have the need for individua assstance will be referred to the Housing
Coordinator.

Briefingswill be conducted in English. Special accommodations will be made available to non-
English speaking applicants.

The purpose of the briefing is to explain how the program works and the documents in the V oucher
holder's packet to families so that they are fully informed about the program. Thiswill enable them to
utilize the program to their advantage, and it will prepare them to discussit with potential owners and

property managers.

The PHA will not issue a Voucher to afamily unless the household representative has attended a
briefing and signed the VVoucher. Applicants who provide prior notice of inability to attend a briefing will
automaticaly be scheduled for the next briefing. Applicants who fall to attend one scheduled briefings,
without prior notification and approva of the PHA, may be denied admission based on failure to supply
information needed for certification. The PHA will conduct individud briefings for families with
disabilities a their home, upon request by the family, if required for reasonable accommodation.

Briefing Packet [24 CFR 982.301(b)]

The documents and information provided in the briefing packet for the VVoucher program will comply
with al HUD requirements. The PHA also includes other information and/or materialsthat are
not required by HUD.

The family is provided with the following information and materids

The term of the voucher, and the PHA policy for requesting extensons or sugpensions of the
voucher (referred to astalling).

A description of the method used to caculate the housing assstance payment for afamily,
including how the PHA determines the payment sandard for afamily; how the PHA determines
totd tenant payment for afamily and information on the payment standard and utility alowance
schedule. How the PHA determines the maximum alowable rent for an asssted unit.

Where the family may lease a unit. For family that quaifiesto lease a unit outsde the PHA
jurisdiction under portability procedures, the information must include an explanation of how
portability works.
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The HUD required tenancy addendum, which must be included in the lease.

The form the family must use to request approva of tenancy (Request for Approva of Tenancy)
form and a description of the procedure for requesting gpprova for a tenancy.

A statement of the PHA policy on providing information about families to progpective owners.
The PHA Subsidy Standards including when and how exceptions are made.

The HUD brochure on how to sdect aunit or the HUD brochure" A Good Placeto Live"
on how to select a unit that complieswith HQS.

The HUD pamphlet on lead- based paint entitled * Protect Y our Family From Lead in Y our
Home’ and information about where blood level testing is available.

Information on federd, State and loca equal opportunity laws and a copy of the housng
discrimination complaint form. And the phone numbers of the locd fair housng agency and the
HUD enforcement office.

A lig of landlords or other partieswilling to lease to asssted families or help in the search The
list includes landlords or other parties who are willing to lease units or help families find units
outside areas of poverty or minority concentration.

If the family includes a person with disabilities, notice that the PHA will provide alist of available
access ble units known to the PHA upon request.

The Family Obligations under the program.

The grounds on which the PHA may terminate assistance for a participant family because of
family action or falureto act.

PHA informa hearing procedures including when the PHA isrequired to offer a participant
family the opportunity for an informa hearing, and how to request the hearing.

PH’s sample leases for ownerswho do not use a lease for their unassisted tenants.
An Owner's Handbook, an HQS checklist and sample contract.

Proceduresfor notifying the PHA and/or HUD of program abuses such asside
payments, extra charges, violations of tenant rights, and owner failureto repair.

Thefamily'srightsasatenant and a program participant.
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Requirementsfor reporting changes between annual recertifications.
Information on security depositsand legal referral services.
Pamphlet on “ A Good Placeto Live’.

If the family includes a person with disabilities, the PHA will ensure compliance with CFR 8.6 to ensure
effective communication.

Move Briefing

A move briefing will be held for participants who will be reissued a Voucher to move, and who
have been recertified within the last 120 days, and have given notice of intent to vacateto their
landlord. Thisbriefing includes incoming and outgoing portable families.

Owner Briefing

Briefingsare held for owners as necessary. All new ownersreceive a personal invitation and
current ownersare notified by mail. Prospective owners are also welcome. The pur pose of the
briefing isto assure successful owner participation in the program. The briefing coversthe
responsibilitiesand roles of the three parties.

C. ENCOURAGING PARTICIPATION IN AREASWITHOUT LOW INCOME OR
MINORITY CONCENTRATION

SEMAP requires the PHA to adopt and implement a written policy to encourage participation
by owners of units located outside areas of poverty or minority concentration. PHAs must inform
voucher holders of the full range of areas where they may lease units both inside and outside the
PHA’s jurisdiction and supply a list of landlords or other parties who are willing to lease units or
help families find units, including units outside areas of poverty or minority concentrations.

At the briefing, families are encouraged to search for housing in non-impacted areas and the PHA will
provide assstance to families who wish to do so.

The assistance provided to such families may include:
Providing families with a search record form to gather and record info.
Direct contact with landlords.

Counsdling with the family.
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D. ASSISTANCE TO FAMILIESWHO CLAIM DISCRIMINATION

The PHA will give participants a copy of HUD form 903 to file acomplaint.

E. SECURITY DEPOSIT REQUIREMENTS [24 CFR 982.313]

The owner is not required to but may collect a security deposit from the tenant.

Security depodts charged to families may be any amount the owner wishes to charge, subject to State
or local law.

Security deposits charged by owners may not exceed those char ged to unassisted tenants (nor
the maximum prescribed by State or local law.)

For lease-in-place families, respongbility for first and last month's rent is not considered a security
deposit issue. In these cases, the owner should settle the issue with the tenant prior to the beginning of
assistance.

F. _ TERM OF VOUCHER [24 CFR 982.303, 982.54(d)(11)]

During the briefing session, each household will be issued a 'V oucher which represents a contractua
agreement between the PHA and the Family specifying the rights and responghilities of each party. It
does not congtitute admission to the program that occurs when the lease and contract become effective.

Expirations

The Voucher isvdid for aperiod of at least Sxty caendar days from the date of issuance. The family
must submit a Request for Approvad of the Tenancy and Lease within the Sixty-day period unlessthe
PHA has granted an extenson.

If the Voucher has expired, and has not been extended by the PHA or expires after an extenson, the
family will be denied assstance. The family will not be entitled to areview or hearing. If the family is
currently asssted, they may remain as aparticipant in their unit if thereis an asssted lease/contract in
effect.

Suspensions

When a Request for Approva of Tenancy is received, the PHA will not deduct the number of days
required to process the request from the 60-day term of the voucher.
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Extensions

The final merger rule, published in the Federal Register on 10/22/99, revised 24 CFR 982.303 to alow
PHASs discretion to extend the cumulative voucher term beyond the prior 120-day limit, whether for
reasonable accommodeation or other good cause as determined by the PHA.

The PHA will extend the term up to 120 days from the beginning of theinitial term if the
family needs and request an extension as a reasonable accommodation to make the program
accessible to and usable by a family member with a disability. If asareasonable
accommodation, the family needs an extension in excess of 120 days, the PHA will request
such approval from the HUD field office.

A family may request awritten request for an extension of the Voucher time period. All
requestsfor extensons must be received prior to the expiration date of the Voucher.

Extensions are permissible at the discretion of the PHA up to a maximum of an additional 30
daysprimarily for these reasons:

Extenuating circumstances such as hospitalization or a family emergency for an
extended period of timethat has affected the family's ability to find a unit within the
initial sixty-day period. Verification isrequired.

The PHA issatisfied that the family has made a reasonable effort to locate a unit,
including seeking the assistance of the PHA, throughout the initial sixty-day period.

Assistance to Voucher Holders

Families who require additional assistance during their search may cdl the PHA Office to request
assistance. Voucher holders will be notified at their briefing session that the PHA periodically updates
the listing of available units and how the updated list may be obtained.

The PHA will assgt families with negatiations with owners and provide other assstance related to the
families search for housing.
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G. __ VOUCHER ISSUANCE DETERMINATION FOR SPLIT HOUSEHOLDS
[24 CFR 982.315]

In those instances when a family asssted under the Section 8 program becomes divided into two
otherwise digible families due to divorce, legd separation, or the division of the family, and the new
families cannot agree as to which new family unit should continue to recelve the assstance, and thereis
no determination by a court, the Executive Director shal consder the following factors to determine
which of the families will continue to be assgted:

Which of the two new family units has custody of dependent children.

Which family member wasthe head of household when the Voucher wasinitially issued
(listed on theinitial application).

Whether domestic violence wasinvolved in the breakup.
Documentation of these factors will be the responsibility of the requesting parties.

If documentation is not provided, the PHA will terminate ass stance on the basis of failure to provide
information necessary for a recertification.

H. REMAINING MEMBER OF TENANT FAMILY - RETENTION OF VOUCHER [24
CFR 982.315]

To be congdered the remaining member of the tenant family, the person must have been previoudy
gpproved by the PHA to beliving in the unit.

A live-in attendant, by definition, is not a member of the family and will not be consdered aremaining
member of the Family.

In order for aminor child to continueto receive assstance as a remaining family member :
The court hasto have awarded emancipated minor statusto the minor, or

The PHA hasto have verified that social services and/or the Juvenile Court has
arranged for another adult to be brought into the asssted unit to carefor the child
(ren) for an indefinite period.

A reduction in family Sze may require a reduction in the voucher family unit sze.
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Chapter 9
REQUEST FOR TENANCY APPROVAL AND CONTRACT EXECUTION
[24 CFR 982.302]
INSTRUCTION
Effective October 21, 1998 the Quality Housing and Work Responsibility Act of 1998 (QHWRA) made
permanent the 90 day owner termination and endless |ease requirements. PHAS are no longer limited to the
use of the endless lease, exclusively. Owners can how choose from the following options, but the initial term
must still be at least 12 months:
They can elect to have an indefinite extension of theinitial term (the endless lease). This
option allows that the owner can only terminate tenancy during the term of the lease by
instituting a court action, or
They can elect fixed, definite extensions of the initia term, such as month-to-month or year-to-
year. This option allows that the owner can terminate tenancy without cause at the end of the
initial term or any subsequent term.
However, the new legidation permits the HA to approve a shorter initia lease term, if the HA determines that:

Such shorter term would improve housing opportunities for the tenant, and

Such shorter term is the prevailing local market practice

INTRODUCTION [24 CFR 982.305(a)]

The PHA program operations are designed to utilize available resources in a manner that is efficient and
provides digible families timely assistance based on the number of units that have been budgeted. The PHA’s
objectives include maximizing HUD funds by providing assistance to as many eligible families and for as many
eligible units as the budget will alow.

After families are issued a voucher, they may search for a unit anywhere within the jurisdiction of the PHA,
or outside of the PHA's jurisdiction if they qualify for portability. The family must find an eligible unit under
the program rules, with an owner/landlord who is willing to enter into a Housing Assistance Payments
Contract with the PHA. This Chapter defines the types of eligible housing, the PHA's palicies which pertain to
initial inspections, lease requirements, owner disapproval, and the processing of Requests For Tenancy
Approva (RFTA).
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A. REQUEST FOR TENANCY APPROVAL [24 CFR 982.302, 982.305(b)]

The Request for Tenancy Approval (RFTA) and a copy of the proposed Lease, including the HUD prescribed
tenancy addendum, must be submitted by the family during the term of the voucher. The family must submit
the Request for Tenancy Approval in the form and manner required by the PHA.

The Request for Tenancy Approval must signed by both the owner and Voucher holder.

The PHA will not permit the family to submit more than one RFTA at atime.

The PHA will review the proposed lease and the Request for Tenancy Approval documents to determine
whether or not they are approvable. The Request will be approved if:

The unit is an eligible type of housing

The unit meets HUD's Housing Quality Standards (and any additional criteria as identified in this
Adminigtrative Plan)

Therent is reasonable
The Security Deposit is approvable in accordance with any limitations in this plan.
The proposed |lease complies with HUD and PHA requirements (See "L ease Review" section below).

The owner is approvable, and there are no conflicts of interest (See "Owner Disapproval” section
below).

In addition to the above, at the time afamily initially receives assistance in a unit (new admissions and
moves), if the gross rent for the unit exceeds the applicable payment standard for the family, the
family share of rent may not exceed 40 percent of the family monthly adjusted income (See "Owner
Rents, Rent Reasonableness and Payment Standards' chapter of this Administrative Plan).

Disapproval of RFTA

If the PHA determines that the Request cannot be approved for any reason, the landlord and the family will be
notified in writing. The PHA will instruct the owner and family of the steps that are necessary to approve the
request.

The owner will be given thirty (30) calendar days to submit an approvable RFAT from the date of
disapproval.

When, for any reason, an RFTA is not approved, the PHA will furnish another RFTA form to the family along
with the notice of disapproval so that the family can continue to search for eligible housing.
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B. ELIGIBLE TYPES OF HOUSING [24 CFR 982.353]

The PHA will approve any of the following types of housing in the VVoucher program:

All structure types can be utilized.

Manufactured homes where the tenant |eases the maobile home and the pad.

Independent Group Residences
A family can own arenta unit but cannot reside in it while being assisted, except in the case when the tenant
owns the mobile home and leases the pad. A family may lease in and have an interest in a cooperative housing

development.

The PHA may not permit a VVoucher holder to lease a unit which is receiving Project-Based Section 8
assistance or any duplicative rental subsidies.

C. LEASE REVIEW [24 CFR 982.308]

The PHA will review the lease, particularly noting the approvability of optiona charges and compliance with
regulations and State and local law. The tenant also must have legal capacity to enter a lease under State and
local law. Responsihility for utilities, appliances and optional services must correspond to those provided on
the on the Request For Tenancy Approval.
The family and owner must submit a standard form of lease used in the locality by the owner and that is
generally used for other unassisted tenants in the premises. The terms and conditions of the lease must be
consistent with State and local law.
The lease must specify:

The names of the owner and tenant

The address of the unit rented (including apartment number, if any)

The amount of the monthly rent to owner

The utilities and appliances to be supplied by the owner

The utilities and appliances to be supplied by the family

The HUD prescribed tenancy addendum must be included in the lease word-for-word before the lease is
executed.

Effective September 15, 2000, the owner's lease must include the Lead Warning Statement and
disclosure information required by 24 CFR 35.92(b).
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The lease must provide that drug-rlated crimind activity engaged in by the tenant, any household
member, or any guest on or near the premises, or any person under the tenant’s control on the premises
is grounds to terminate tenancy.

The lease mugt dso provide that owner may evict family when the owner determines that:
Any household member isillegdly using adrug; or

A paitern of illegd use of drug by any household member interferes with the hedlth, safety or
right to peaceful enjoyment of the premises by other residents.

The lease must provide that the following types of crimind activity by a"covered person” are grounds to
terminate tenancy:

Any crimind activity that threatens the hedth, safety or right to peaceful enjoyment of the
premises by other residents (including property management staff residing on the premises);

Any crimind activity that threatens the hedth, safety or right to peaceful enjoyment of ther
resdences by persons residing in the immediate vicinity of the premises; or

Any violent crimind activity on or near the premises by atenant, household member, or guest;
or

Any viodlent crimina activity on the premises by any other person under the tenant’ s control.

The lease mugt provide that the owner may terminate tenancy if atenant is.

Fleeing to avoid prosecution or custody or confinement after conviction for acrime, or atempt
to commit a crime, that is afeony under the laws of the place from which the individua flees
(high misdemeanor in NJ); or

Violating a condition of probation or parole imposed under Federd or State law.

House Rules of the owner may be attached to the lease as an addendum, provided they are approved
by the PHA to ensure they do not violate any fair housing provisions and do not conflict with the
tenancy addendum.

Actions Before Lease Term

All of the following must always be completed before the beginning of the initial term of the lease for a unit:
The PHA has inspected the unit and has determined that the unit satisfies the HQS;
The PHA has determined that the rent charged by the owner is reasonable; (See Chapter 11)

The landlord and the tenant have executed the lease, including the HUD-prescribed tenancy
addendum;
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The PHA has approved leasing of the unit in accordance with program regquirements; When the gross rent
exceeds the applicable payment standard for the family, the PHA must determine that the family share
(total family contribution) will not be more than 40% of the family’s monthly adjusted income.

D. SEPARATE AGREEMENTS

Separate agreements are not necessarily illega side agreements. Families and owners will be advised of the
prohibition of illegal side payments for additional rent, or for items normally included in the rent of unassisted
families, or for items not shown on the approved lease.

The family is not liable under the lease for unpaid charges for items covered by separate agreements and
nonpayment of these agreements cannot be cause for eviction.

Owners and families may execute separate agreements for services, appliances (other than range and
refrigerator) and other items that are not included in the lease if the agreement is in writing and approved by
the PHA.

Any appliances, services or other items, which are routinely provided to unassisted families as part of the
lease (such as air conditioning, dishwasher or garage) or are permanently installed in the unit, cannot be put
under separate agreement and must be included in the lease. For there to be a separate agreement, the family
must have the option of not utilizing the service, appliance or other item.

If the family and owner have come to a written agreement on the amount of allowable charges for a specific
item, so long as those charges are reasonable and not a substitute for higher rent, they will be allowed.

All agreements for special items or services must be attached to the lease approved by the PHA. If agreements
are entered into at a later date, they must be approved by the PHA and attached to the lease.

The PHA will not approve separate agreements for modifications to the unit for persons with
disabilities. The modifications ar e usually within the dwelling and are critical to the use of the
dwelling.

E INITIAL INSPECTIONS [24 CFR 982.305(a) & (b)]

See "Housing Quality Standards and Inspections’ Chapter 10 of this Administrative Plan.

F. RENT LIMITATIONS [24 CFR 982.507]

The PHA will make a determination as to the reasonableness (See Chapter 11 on instructions for Rent
Reasonableness) of the proposed rent in relation to comparable units available for lease on the private
unassisted market, and the rent charged by the owner for a comparable unassisted unit in the building or
premises.By accepting each monthly housing assistance payment from the PHA, the owner certifies that the
rent to owner is not more than rent charged by the owner for comparable unassisted units in the premises.
The owner is required to provide the PHA with information requested on rents charged by the owner on the
premises or elsewhere.
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G. DISAPPROVAL OF PROPOSED RENT [24 CFR 982.502]

In any of the programs, if the proposed Gross Rent is not reasonable, at the family’s request, the PHA will
negotiate with the owner to reduce the rent to a reasonable rent. If the rent is not affordable because the
family share would be more than 40% of the family’s monthly adjusted income, the PHA will negotiate with
the owner to reduce the rent to an affordable rent for the family.

At the family’s request, the PHA will negotiate with the owner to reduce the rent or include some or
all of the utilities in the rent to owner.

If the rent can be approved after negotiations with the owner, the PHA will continue processing the Request
for Tenancy Approval and Lease. If the revised rent involves a change in the provision of utilities, a new
Tenancy Request for Approval must be submitted by the owner.

If the owner does not agree on the Rent to Owner after the PHA has tried and failed to negotiate a revised
rent, the PHA will inform the family and owner that the lease is disapproved.

H. INFORMATION TO OWNERS [24 CFR 982.307(b), 982.54(d)(7)]

In accordance with HUD requirements, the PHA will furnish prospective owners with the family’s current
address as shown in the PHA’ s records and, if known to the PHA, the name and address of the landlord at the
family’s current and prior address.

The PHA will make an exception to thisrequirement if the family's whereabouts must be protected
due to domestic abuse or witness protection.

The PHA will inform owners that it is the responsibility of the landlord to determine the suitability of
prospective tenants. Owners will be encouraged to screen applicants for rent payment history, payment of
utility bills, eviction history, respecting the rights of other residents, damage to units, drug-related criminal
activity or other criminal activity that is a threat to the health, safety or property of athers, and compliance
with other essential conditions of tenancy.

A statement of the PHA’ s policy on release of information to prospective landlords will be included in the
briefing packet which is provided to the family.

The PHA will provide documented infor mation regarding tenancy history for the past three yearsto
prospective landlords upon request from the landlord.

The PHA will furnish prospective owners with information about the family's rental history, or any
history of drug trafficking.

The PHA will provide the following information, based on documentation in its possession:
Eviction history
Damage to rental units

Any monies owed to the PHA
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Any violation of family obligations

Drug Trafficking by family members
The information will be provided for the last three years.
The information will be provided orally or in writing.

Only the members of staff may provide this information. The PHA's policy on providing information to
ownersisincluded in the briefing packet and will apply uniformly to al families and owners.

. OWNER DISAPPROVAL [24 CFR 982.306]

See Chapter 16 on “Owner Disapprova and Restriction”.

J. CHANGE IN TOTAL TENANT PAYMENT (TTP) PRIOR TO HAP EFFECTIVE DATE

When the family reports changes in factors that will affect the Total Family Share prior to the effective date
of the HAP contract at admission, the information will be verified and the Total Family Share will be
recalculated. If the family does not report any change, the PHA need not obtain new verifications before
signing the HAP Contract, even if verifications are more than 60 days old.

K. CONTRACT EXECUTION PROCESS [24 CFR 982.305(c)]

The PHA prepares the Housing Assistance Contract and |lease for execution. The family and the owner will
execute the Lease agreement, and the owner and the PHA will execute the HAP Contract. Copies of the
documents will be furnished to the parties who signed the respective documents. The PHA will retain a copy
of all signed documents.

The PHA makes every effort to execute the HAP Contract before the commencement of the lease term. The
HAP Contract may not be executed more than 60 days after commencement of the lease term and no
payments will be made until the contract is executed.

The following PHA representative(s) iSare authorized to execute a contract on behalf of the PHA: Executive
Director.

Owners must provide the current address of their residence. |f families lease properties owned by
relatives, the owner's current address will be compared to the subsidized unit's address.

Owners must provide an Employer |dentification Number or Social Security Number

Owners must also submit proof of ownership of the property, such asa Grant Deed or Tax Bill, and a
copy of the Management Agreement if a management agent at the request of the PHA staff manages
the property.

The owner must provide a home telephone number and business number if applicable.

Unless their |ease was effective prior to June 17, 1998, a family may not lease properties owned by a parent,
child, grandparent, grandchild, sister or brother of any family member. The PHA will waive this restriction as
a reasonable accommodation for a family member who is a person with a disability.
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L. CHANGE IN OWNERSHIP

See "Owner Disapproval and Restriction” Chapter 16.
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Chapter 10
HOUSING QUALITY STANDARDS AND INSPECTIONS
[24 CFR 982.401]

INTRODUCTION

Housing Quality Standards (HQS) are the HUD minimum qudity standards for tenant-based programs.
HQS standards are required both at initial occupancy and during the term of the lease. HQS standards
goply to the building and premises, as well asthe unit. Newly leased units must pass the HQS ingpection
before the beginning date of the asssted lease and HAP contract.

The PHA will ingpect each unit under contract at least annually. The PHA will dso have an ingpection
supervisor perform quality control ingpections on the number of files required for file sampling by
SEMAP annudly to maintain the PHA’ s required standards and to assure conastency in the PHA's
program. This Chapter describes the PHA's procedures for performing HQS and other types of
ingpections, and PHA standards for the timeliness of repairs. It dso explains the responsibilities of the
owner and family, and the consequences of nor compliance with HQS requirements for both families
and owners. The use of theterm "HQS" in this Adminigrative Plan refers to the combination of both
HUD and PHA requirements. (See the additions to HQS listed under Acceptability Criteriaand
Exceptions to HQS later in this chapter.)

FOR FURTHER CLARIFICATION: SEE ADDENDUM VI1I1-HQS

A.  GUIDELINESTYPES OF INSPECTIONS[24 CFR 982.401(a), 982.405]

The PHA has adopted local requirements of acceptability in addition to those mandated by the
HUD Regulations.

All units must meet the minimum standar ds set forth in the City of Pittsburg’'sHousing Code.
In cases of inconsistency between the Code and these HQS, the stricter of the two shall
prevail.

Effortswill be made a dl timesto encourage owners to provide housing above HQS minimum
standards. The PHA will not promote any additiona acceptability criteria, which islikely to adversdy
affect the hedlth or safety of participant families, or severdly restrict housing choice.

All utilitiesmust bein service prior to theeffective date of the HAP contract. If the utilitiesare
not in service at the time of ingpection, the I nspector will notify the tenant or owner

(whomever isresponsblefor the utilities according to the RFTA) to havethe utilitiesturned
on. The Inspector will schedule a reingpection when the owner or tenant certify that the utilities are on.
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If the tenant isresponsible for supplying the stove and/or therefrigerator, the PHA will allow
the stove and refrigerator to be placed in the unit after the unit has passed all other HQS. The
family must then certify that the appliances are in the unit and working. The PHA will not conduct are-
ingpection.

There are five types of ingpections the PHA will perform:

1. Initia/Move-in: Conducted upon receipt of Request for Tenancy Approva.

2. Annud: Must be conducted within twelve months of the last annud ingpection.

3. Move-Out/V acate (for pre 10/2/95 contracts where there could be damage claims)
4, Specid/Complaint: At request of owner, family or an agency or third party.

5. Qudity Control

B. INITIAL HOSINSPECTION [24 CFR 982.401(a), 982.305(b)(2)]

Timdy Initial HOS | nspection

The PHA will inspect the unit, determine whether the unit satisfies the HQS and natify the family and
owner of the determination within 15 (fifteen) days after the family and the owner have submitted a
request for tenancy approval.

The same 15 (fifteen) day clock will be suspended during any period when the unit is not available for
ingpection.

The PHA will indude "date unit available for ingpection” on the RFTA form. Thisdate will determine
whether the PHA will be required to meet the same 15 (fifteen) day requirement or whether the PHA

will suspend the same 15 (fifteen) day period because the unit is not available for ingpection until after
the same 15 (fifteen) day period.

The PHA will make every reasonable effort to conduct initial HQS inspectionsfor the family
and owner in a manner that istime efficient and indicative of good customer service.

The Initiad Ingpection will be conducted to:
Determine if the unit and property meet the HQS defined in this Plan.

Document the current condition of the unit asto asss in future eva uations whether the condition
of the unit exceeds norma wear and tear.

Document the information to be used for determination of rent-reasonableness.
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If the unit fallstheinitid Housng Qudity Standards ingpection, the family and/or owner will be advised
to notify the PHA once repairs are compl eted.

On aninitid ingpection, the owner will be given up to thirty (30) days to correct the items noted as Fall,
at the Inspector's discretion, depending on the amount and complexity of work to be done.

The owner will be dlowed up to three (3) re-ingpections for repair work to be completed.

If the time period given by the Ingpector to correct the repairs has egpsed, or the maximum number of
failed re-inspections has occurred, the family must select another unit.

C. ANNUAL HOSINSPECTIONS [24 CFR 982.405(a)]

The PHA conducts an ingpection in accordance with Housing Quality Standards at least annudly,
ninety (90) days prior to the last annual ingpection, so that the ingpections are conducted at least
annually, as required by SEMAP. Specid inspections may be scheduled between anniversary dates.

The landlord must correct HQS deficiencies that cause aunit to fall unlessit isafail for which the tenant
isresponsible.

The family must alow the PHA to inspect the unit at reasonable times with reasonable notice. [24 CFR
982.551 (d)]

I ngpections will be conducted on business days only.
Reasonable hoursto conduct an inspection are between 8:00 am. and 5:00 p.m.

The PHA will notify the family in writing or by phone at least seven daysprior to the
inspection.

Ingpection: Thefamily is notified of the date and time of the ingpection gppointment by mail. If the family
is unable to be present, they must reschedul e the appointment so that the inspection is completed within
thirty (30) days.

If the family does not contact the PHA to reschedule the inspection, or if the family misses
one (1) inspection appointment, the PHA will consder the family to have violated a Family
Obligation and their assstance will be terminated in accor dance with the termination
proceduresin the Plan.

Thefamily isalso notified that it isa Family Obligation to allow the PHA to ingpect the unit.
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Time Standardsfor Repairs

Emergency items which endanger the family's hedth or safety must be corrected by the owner
within 24 hours of notification. (See Emergency Repair Items section.)

For non-emergency items, repairs must be made within 30 days.
For mgjor repairs, the Executive Director may approve an extension beyond 30 days.

Rent | ncreases

Rent to owner increases may not be gpproved if the unit isin afaled condition.

D. SPECIAL/COMPLAINT INSPECTIONS [24 CFR 982.405(c)]

If a any time the family or owner notifies the PHA that the unit does not meet Housing Qudlity
Standards, the PHA will conduct an ingpection.

Notification must bein the form of awritten letter with all items of concern listed and a
reasonable amount of timefor repairsto bemade. A copy of letter must be given to the PHA.
Emergency repair items must be corrected with 24 hours. (SEE " G")

The PHA may also conduct a special inspection based on information from third parties such
asneighborsor public officials.

The PHA will ingpect only the items which were reported, but if the Ingpector notices additiona
deficiencies that would cause the unit to fail HQS, the respongble party will be required to make the

necessary repairs.

If the annual ingpection date iswithin 120 days of a special inspection, and aslong as all items
areingpected that areincluded in an annual inspection, the special ingpection will be
categorized, asannual and all annual procedureswill be followed.

E. QUALITY CONTROL INSPECTIONS [24 CFR 982.405(b)]

Quadlity Control ingpections will be performed by the Executive Director on the number of files
required by SEMAP. The purpose of Quality Control ingpectionsis to ascertain that each inspector is
conducting accurate and complete ingpections, and to ensure that there is consistency among inspectors
in gpplication of the HQS.

The sampling of fileswill include recently completed inspections (within the prior 3 months), across-
section of neighborhoods, and a cross-section of ingpectors.
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F. ACCEPTABILITY CRITERIA AND EXCEPTIONSTO HOS [24 CFR 982.401 (a)]

The PHA adheres to the acceptability criteriain the program regulations and local codes with the
additions described below.

L ocal Housing, eectrical, plumbing, mechanical Codes[24 CFR 982.401(a)(4)]

G. _EMERGENCY REPAIR ITEMS[24 CFR 982.404(3)]

The following items are considered of an emergency nature and must be corrected by the owner or
tenant (whoever is responsible) within 24 hours of notice by the Inspector:

Major plumbing leaks or flooding
Natural gasleak or fumes
Electrical problem which could result in shock or fire

No heat when outside temperatureis below 32 degrees Fahrenheit and temperature
insgde unit isbelow 50 degr ees Fahr enheit.

Lack of functioning toilet

In those cases where thereisleaking gasor potential of fire or other threat to public safety,
and the responsible party cannot be notified or it isimpossible to make therepair, proper
authoritieswill be notified by the PHA.

If the emergency repair item(s) are not corrected in the time period required by the PHA, and the owner
is respong ble, the housing assistance payment will be abated and the HAP contract will be terminated.

If the emergency repair item(s) are not corrected in the time period required by the PHA, and itisan
HQS breach, which isafamily obligation, the PHA will terminate the assstance to the family.

H. CONSEQUENCESIF OWNER ISRESPONSIBLE (NON-EMERGENCY ITEMYS)

[24 CFR 982.405, 982.453]

When it has been determined that a unit on the program fails to meet Housing Quaity Standards, and
the owner is responsible for completing the necessary repair(s) in the time period specified by the PHA,
the assstance payment to the owner will be abated.
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Abatement

A Notice of Abatement will be sent to the owner, and the abatement will be effective from the day after
the date of the falled ingpection. The notice is generdly for thirty (30) days, depending on the nature of
the repair(s) needed.

The PHA will ingpect abated units within two (2) days of the owner's notification that the work has been
completed.

If the owner makes repairs during the abatement period, payment will resume on the day the unit passes
ingoection.

Thefamily or owner will be responsiblefor notifying the PHA to schedule an ingpection.

No retroactive payments will be made to the owner for the period of time the rent was abated and the
unit did not comply with HQS. The notice of abatement statesthat the tenant isnot responsible
for the PHA's portion of rent that is abated.

Reduction of Payments

The PHA will grant an extensonin lieu of abatement in the following cases:
The owner hasa good history of HQS compliance.
Thefailed itemsare minor in nature.

Thereisan unavoidable delay in completing repairs dueto difficultiesin obtaining
partsor contracting for services.

The owner makesagood faith effort to maketherepairs.
Therepairs must be delayed dueto climate conditions.

The extensonwill bemadefor a period of time not to exceed thirty (30) days. At the end of that
time, at the PHA's discretion, if thework isnot completed or subgtantialy completed, the PHA will
begin the abatement and/or termination of assistance.
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Termination of Contract

If the owner is respongible for repairs, and fails to correct dl the deficiencies cited prior to the end of the
abatement period, the owner will be sent a HAP Contract Proposed Termination Notice. Prior to the
effective date of the termination, the abatement will remain in effect.

If repairs are completed before the effective termination date, the PHA may rescind the termination if
the tenant chooses to remain in the unit. Only two Housing Quaity Standards inspections will be
conducted after the termination noticeis issued.

. DETERMINATION OF RESPONSIBILITY [24 CFR 982.404, 982.54(d)(14)]

Certain HQS deficiencies are congdered the respongbility of the family:
Tenant-pad utilities not in service
Fallure to provide or maintain family-supplied appliances

Damage to the unit or premises caused by a household member or guest beyond norma wear
and tear

"Normal wear and tear" isdefined asitems, which could not be charged against
the tenant's security deposit under state law or court practice.

The owner isresponsible for al other HQS violations.

The owner isrespongble for vermin infestation even if caused by the family's living habits. However, if
such infestation is serious and repeated, it may be considered a lease violation and the owner may evict
for serious or repeated violation of the lease. The PHA may terminate the family's assistance on that
basis.

Theingpector will make a deter mination of owner or family responsbility during the
inspection. The owner or tenant may appeal this determination to a mediator within ten (10)
days of the inspection.

If the family isresponsible but the owner carries out therepairs, the owner will be encour aged
to bill the family for the cost of therepairsand the family'sfilewill be noted.
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Theingpector will make a determination of owner or family responsibility during the
ingpection. * The owner or tenant may appeal this deter mination to a mediator within ten (10)
days of the inspection.

If the family isresponsible but the owner carries out the repairs, the owner will be encour aged
to bill the family for the cost of the repairsand the family'sfile will be noted.

J. CONSEQUENCESIF FAMILY ISRESPONSIBLE [24 CFR 982.404(b)]

If emergency or non-emergency violaions of HQS are determined to be the respongibility of the family,
the PHA will require the family make any repair(s) or corrections within thirty (30) days. If the
repair(s) or correction(s) are not made in this time period, the PHA will terminate assistance to the
family, after providing an opportunity for an informal hearing. Extensons in these cases must be
approved by The Executive Director. The owner's rent will not be abated for items, which are the

family's responghility.

If the tenant is respongble and corrections are not made, the HAP Contract will terminate when
assigtance is terminated.
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Chapter 11
OWNER RENTS, RENT REASONABLENESS, AND PAYMENT STANDARDS
[24 CFR 982.502, 982.503, 982.504, 982.505, 982.507]]

INTRODUCTION

The paliciesin this chapter reflect the amendments to the HUD regulations, which were implemented by
the Quality Housing and Work Responsibility Act of 1998 for the Section 8 Tenant-Based Assistance
Program. These amendments became effective on October 1, 1999, which is referred to as the merger
date. These amendments complete the merging of the Section 8 Certificate and VVoucher Programsinto
one program, called the Housing Choice Voucher Program.

All Section 8 participant families have been trangtioned to the Housing Choice VVoucher Program on or
before October 1, 2001. Rent calculation methods for the Housing Choice Voucher Program are
described at [24 CFR 982.505]. The rent caculation formulais specific and is not subject to
interpretetion.

The PHA will determine rent reasonableness in accordance with [24 CFR 982.507(a)] It isthe PHA's
responsibility to ensure that the rents charged by owners are reasonable based upon unassisted
comparablesin the rental market, using the criteria specified in [24 CFR 982.507(b)].

This Chapter explains the PHA's procedures for determination of rent-reasonableness, payments to
owners, adjustments to the Payment Standards, and rent adjustments.

A. RENT TO OWNER IN THE HOUSING CHOICE VOUCHER PROGRAM

The Rent to Owner islimited only by rent reasonableness. The PHA must demondreate that the Rent to
Owner is reasonable in comparison to rent for other comparable unassisted units.

The only other limitation on rent to owner is the maximum rent sandard at initia occupancy [24 CFR
982.508]. At thetimeafamily initidly receives tenant-based assstance for occupancy of adwelling
unit, whether it is anew admisson or amove to a different unit, if the gross rent for the unit exceeds the
goplicable payment standard for the family, the family share may not exceed 40 percent of the family’s
monthly adjusted income.

During theinitid term of the lease, the owner may not raise the rent to owner.
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B. MAKING PAYMENTS TO OWNERS[24 CFR 982.451]

Once the HAP Contract is executed, the PHA begins processing payments to the landlord. A HAP
Regigter will be used as a basis for monitoring the accuracy and timeliness of payments. Changes are
made manually to the HAP Register for the following month. Checks are disbursed by City of
Pittsburg Finance Dept. to the owner each month. Checks may be picked up by owner at the PHA.
Checks will only be disbur sed by the 10" of the month. Exceptions may be made with the
approval of Executive Director in cases of hardship.

Checksthat are not received will not be replaced until a written request has been received from the
payee and a stop payment has been put on the check.

Excess Payments

Thetotd of rent paid by the tenant plus the PHA housing ass stance payment to the owner may not be
more than the rent to owner. The owner must immediately return any excess payment to the PHA.

Owners who do not return excess payments will be subject to penaties as outlined in the "Owner or
Family Debts to the PHA™ chapter of this Adminigtrative Plan.

The PHA will not be obligated to pay any late payment pendty if HUD determines that late payment is
due to factors beyond the PHA'’ s control, such as adday in the receipt of program funds from HUD.
The PHA will use adminigrative fee income or the adminidrative fee reserve asits only source for late

payment pendty.
The PHA will not use any program funds for the payment of late fee pendties to the owner.

C. RENT REASONABLENESS DETERMINATIONS [24 CFR 982.507]

Current SEMAP guidelines require PHAs to have a reasonable written methodol ogy for
determining rent reasonableness in its Administrative Plan.

The PHA will determine and document on a case-by-case basis that the approved rent is reasonablein
comparison to rent for other comparable unasssted unitsin the market. This appliesto dl programs.

The PHA will not approve alease until the PHA determines that the initid rent to owner is areasonable
rent. The PHA must redetermine the reasonable rent before any increase in the rent to owner, and if
there is afive percent decrease in the published FMR in effect 60 days before the contract anniversary
(for the unit size rented by the family) as compared with the FMR in effect one year before the contract
anniversary.
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The PHA must redetermine rent reasonableness if directed by HUD and based on a need identified by
the PHA's auditing sysem. The PHA may dect to redetermine rent reasonableness at any other time.
At dl times during the assisted tenancy, the rent to owner may not exceed the reasonable rent as most
recently determined or redetermined by the PHA.

The owner will be advised that by accepting each monthly housing assistance payment she will be
certifying that the rent to owner is not more than rent charged by the owner for comparable unasssted
unitsin the premises.

If requested, the owner must give the PHA information on rents charged by the owner for other unitsin
the premises or elsewhere. The PHA will only request infor mation on the owner's units
elsewhereif the PHA has cause to demonstrate that the owner has a tendency to charge
higher rentsto program participantsor if needed for rent reasonableness comparables.

The data for other unasssted unitswill be gathered from newspapers, Realtor s, professional
associations, inquiries of owners, market surveys, and other available sour ces.

The market areas for rent reasonableness are zip codes/subdivisions/census tractsneighbor hoods
within the PHA's jurisdiction. Subject units within a defined housing market area will be compared to
gmilar unitswithin the same area

The following items will be used for rent reasonabl eness documentation:
Size (number of Bedrooms/square footage)
Location
Qudity
Amenities (bathrooms, dishwasher, air conditioning, €etc.)
Housing Services
Age of unit
Unit Type
Maintenance

Utilities

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan
To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use

11-3



Rent Reasonableness M ethodol ogy

Information is gathered on rental unitsin the City of Pittsburg’ s market area, using the
PHA'’srent reasonableness system. Using an automated method, the averagerentsare
identified for unitsof like size and type within the same market area. Each defined factor of
theitemslisted above on the unit to be assisted will be compared, usng a point adjustment
system, to those factor s of compar able unassisted unitsin the database. The average will be
adjusted up or down based on the dollar value of all HUD required comparableitemsin
comparison with thetotal database.

The PHA maintains an automated database which includes data on unassisted units for use by gaff in
making rent reasonabl eness determinations. The datais updated on an ongoing basis and purged when it
ismore than twelve (12) months old.

D. PAYMENT STANDARDS FOR THE VOUCHER PROGRAM [24 CFR 982.503]

The Payment Standard is used to cdculate the housing assistance payment for afamily. In accordance
with HUD regulation and at the PHA'’ s discretion, the Voucher Payment Standard amount is set by the
PHA between 90 percent and 110 percent of the HUD published FMR. Thisis consdered the basic
range. The PHA reviews the gppropriateness of the Payment Standard annualy whenthe FMR is
published. In determining whether a change is needed, the PHA will ensure that the Payment Standard is
aways within the range of 90 percent to 110 percent of the new FMR, unless an exception payment
standard has been approved by HUD.

The PHA will establish a single voucher payment standard amount for each FMR areaiin the PHA
juridiction. For each FMR areg, the PHA will establish payment standard amounts for each unit Sze.
The PHA may have a higher payment slandard within the PHA’ s jurisdiction if needed to expand
housing opportunities outside areas of minority or poverty concentration, as long as the payment
gtandard is within the 90-110% of FMR range.

The PHA may approve a higher payment standard within the basic range, if required as areasonable
accommodation for afamily that includes a person with disabilities.

E. ADJUSTMENTSTO PAYMENT STANDARDS [24 CFR 982.503]

Payment Standards may be adjusted, within HUD regulatory limitations, to increase Housng Assistance
Payments in order to keep families rents affordable. The PHA will not raise Payment Standards solely
to make"highend" units available to VVoucher holders. The PHA may use some or al of the measures
below in making its determination whether an adjustment should be made to the Payment Standards.

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan
To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use

11-4



Assisted Families Rent Burdens

The PHA will review its voucher payment standard amounts at least annually to determine
whether morethan 40 percent of familiesin a particular unit size are paying morethan 30% of
their annual adjusted incomefor rent.

If it isdetermined that particular unit szesin the PHA’sjurisdiction have payment sandard
amountsthat are creating rent burdensfor families, the PHA will modify its payment
standardsfor those particular unit sizes.

Quality of Units Selected

The PHA will review the quality of units selected by participant families when making the determination
of the percent of income families are paying for housing, to ensure that Payment Standard incresses are
only made when needed to reach the mid-range of the market.

PHA Decision Point

The PHA will review the average percent of income that families on the program are paying for rent. If
more than 50% of families are paying more than 30% of monthly adjusted income for a particular unit
sze, the PHA will determine whether families are renting units larger than their voucher size, and
whether families are renting units which exceed HUD’ s HQS and any additiond standards added by the
PHA in this Adminigrative Plan.

If families are paying more than 30% of their income for rent due to the selection of larger bedroom size
units or luxury units, the PHA may decline to increase the payment standard.

Rent to Owner | ncreases

The PHA may review a sample of the units to determine how often owners are increasing rents and the
average percent of increase by bedroom size.

Timeto L ocate Housing

The PHA may consder the average time period for families to lease up under the Voucher program. If
morethan 25% of Voucher holders are unable to locate suitable housing within the term of the voucher
and the PHA determines that thisis due to 25% of rentsin the jurisdiction being unaffordable for
families even with the presence of avoucher the Payment Standard may be adjusted.

L owering of the Payment Standard
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Lowering of the FMR may require an adjustment of the Payment Standard. Additiondly, statistical
analysis may reved that the Payment Standard should be lowered. In any case, the Payment Standard
will not be set below 90 percent of the FMR without authorization from HUD.

Financial Feasbility

Before increasing the Payment Standard, the PHA may review the budget to determine the impact
projected subsidy increases would have on funding available for the program and number of families
served.

For this purpose, the PHA will compare the number of families who could be served under a higher
Payment Standard with the number assisted under current Payment Standards.

File Documentation

A filewill beretained by the PHA for at least three years to document the analysis and findings to justify
whether or not the Payment Standard was changed.

F. EXCEPTION PAYMENT STANDARDS

If the dwelling unit islocated in an exception area, the PHA must use the gppropriate payment standard
amount established by the PHA for the exception areain accordance with regulation [24 CFR 982.503
(©)]. Not applicableto thisPHA

G. __ OWNER PAYMENT IN THE PREMERGER REGULAR CERTIFICATE
PROGRAM [24 CFR 982. 308(g)]

Theowner isrequired to notify the PHA, in writing, at least sixty days before any changein
the amount of rent to owner isscheduled to go into effect. Any requested changein rent to
owner will be subject to rent reasonableness requirements. See [24 CFR 982.503].
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Chapter 12
RECERTIFICATIONS
[24 CFR 982.516]

INTRODUCTION

In accordance with HUD requirements, the PHA will reexamine the income and household composition
of dl families a least annudly. Families will be provided accurate annua and interim rent adjustments.
Recertifications and interim examinations will be processed in a manner that ensures families are given
reasonable notice of rent increases. All annud activities will be coordinated in accordance with HUD
regulation. It isaHUD requirement that families report dl changes in household composition. This
Chapter defines the PHA's policy for conducting annud recertifications and coordinating annua
activities. It aso explains the interim reporting requirements for families, and the sandards for timely

reporting.
A. ANNUAL ACTIVITIES [24 CFR 982.516, 982.405]

There are two activities the PHA must conduct on an annud basis.
Recertification of Income and Family Composition
HQS Inspection

The PHA produces amonthly listing of units under contract to ensure that timely reviews of housing
quality and factors related to Totad Tenant Payment/Family Share can be made.

Reexamination of the family’ s income and composition must be conducted at least annudly.
Annud ingpections See "Housing Qudlity Standards and Inspections’ chapter.

Rent Adjustments: See "Owner Rents, Rent Reasonableness and Payment Standards’ chapter.
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B. ANNUAL RECERTIFICATION/REEXAMINATION [24 CFR 982.516]

Families are required to be recertified at least annudly.

M oves Between Reexaminations

When families move to ancther dwelling unit:

A recertification will be scheduled unless recertification hasoccurred in thelast 120
days. Theanniversary datewill not be changed.

Income limits are not used as atest for continued digibility at recertification.

Reexamination Notice to the Family

The PHA will maintain areexamination tracking system and the household will be notified by mail of the
date and timefor their interview at least 90 daysin advance of the anniversary date. If requested asan
accommodation by a person with a disability, the PHA will provide the notice in an accessible format.
The PHA will dso mail the notice to athird party, if requested as reasonable accommodation for a
person with disabilities. These accommodations will be granted upon verification that they meet the need
presented by the disability.

Procedure
The PHA''s procedure for conducting annud recertifications will be:
Schedule the date and time of appointments and mail a notification to thefamily .

Completion of Annual Recertification

The PHA will have dl recertifications for families completed before the anniversary date. Thisincludes
notifying the family of any changesin rent at least 30 days before the scheduled dete of the changein
family rent.

Persons with Disahilities

Persons with disabilities who are unable to come to the PHA's office will be granted an accommodation
by conducting the interview at the per son's home, upon verification that the accommodation requested
meets the need presented by the disability.
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Collection of Information [24 CFR 982.516(f)]

PHAs utilize two basic methods of data collection: 1) PHA allows the family to complete a
recertification form, then reviews the form with the family; or 2) The housing interviewer
interviews the family, asks the questions and records the answers on the recertification forms.
This system utilizes the Personal Declaration Form so that the PHA has information in the family
representative's own handwriting.

The PHA has established appropriate recertification procedures necessary to ensure that the income
data provided by families is complete and accurate.

The PHA will requirethe family to complete a Personal Declaration Form prior to all
recertification interviews.

Requirements to Attend

The fallowing family memberswill be required to attend the recertification interview:
The head of household only

If the head of household is unable to attend the interview:
The appointment will be rescheduled, or

The spouse/co-head may recertify for the family, provided that the head comesin within
seven daysto recertify.

Failureto Respond to Notification to Recertify

The written notification must state which family members are required to attend the interview. The family
may cdl to request another gppointment date up to two (2) days prior to the interview.

If the family does not appear for the recertification interview, and has not rescheduled or made prior
arrangements with the PHA, the PHA will not reschedule a second appointmert.

The PHA will send family notice of termination and offer them an informal hearing

Exceptions to these policies may be made by the Executive Director if the family isableto
document an emergency Stuation that prevented them from canceling or attending the
appointment or if requested as a reasonable accommodation for a person with a disability.
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Documents Required From the Family

No additiond documents required. A Document listing will be provided to the family the deate
of recertification alowing an additiona seven days to provide documents. At that time, family
will be asked to provide the following:

Per sonal Declaration Form completed by head of household day of recertification.
Driver'sLicense

Social Security Cards

Birth Certificates

Other documents depending on the family situation to be determined by PHA

Verification of | nformation

The PHA will follow the verification procedures and guidelines described in this Plan. Verifications for
reexaminations must be less than 120 days old.

Tenant Rent | ncrease

If tenant rent increases, a thirty-day notice is mailed to the family prior to the scheduled effective date of
the annud recertification.

If less than thirty days are remaining before the scheduled effective date of the annud recertification, the
tenant rent increase will be effective on the firgt of the month following the thirty-day notice.

If there has been a misrepresentation or amaterid omisson by the family, or if the family causes adelay
in the reexamination processing, there will be a retroactive increase in rent to the scheduled effective
date of the annua recertification.

Tenant Rent Decr eases

If tenant rent decreases, it will be effective on the anniversary date.

If the family causes a delay so that the processing of the reexamination is not complete by the
anniversary date, rent change will be effective on the first day of the month following completion of the
reexamination processing by the PHA.
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C. REPORTING INTERIM CHANGES- HOUSEHOL D AND INCOME

[24 CFR 982.516]

Program participants must report al changesin household composition to the PHA between annua
reexaminations. This includes additions due to birth, adoption and court-awarded custody. The family
must obtain PHA approva prior to dl other additions to the household.

If any new family member is added, family income must include any income of the new family member.
The PHA will conduct areexamination to determine such additiona income and will make the
gopropriate adjusmentsin the housing ass stance payment and family unit sze.

The U.S. dtizenship/digible immigrant status of additiond family members must be declared and verified
asrequired a thefirg interim or regular recertification after moving into the unit.

Refer to Chapter 15 “ Denial or Termination of Assstance’ ; One Strike Policy under
Proposed Additionsto the Family and when a Family member moves out to further determine
policy on adding family members.

Increasesin Income

HUD permits PHAs to decide if increases in income and assets must be reported by the family,
when increases must be reported, and whether or not interim adjustments will be done when
thereisan increase in income. Even if the PHA does not do interim adjustments when families
have an increase in income, the PHA can still require families to report any increases.

Interim Reexamination Policy

The PHA will not conduct interim reexaminations when families have an increase in income.

Familieswill berequired toreport all increasesin income/assets within thirty (30) days of the
increase between regular reexams with no interim reexam being conducted until the next annud reexam.

Decreasesin |ncome

Participants may report a decrease in income and other changes which would reduce the amount of
tenant rent, such as an increase in alowances or deductions. The PHA must cadculate the change if a
decrease in income is reported. See D for Zero income reporting.

PHA Errors
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If the PHA makes a calculation error a admission to the program or at an annud reexamination, an
interim reexamination will be conducted, if necessary, to correct the error, but the family will not be
charged retroactively. Familieswill be given decreases, when applicable, retroactive to when the
decrease for the change would have been effective if caculated correctly.

D. OTHER INTERIM REPORTING ISSUES

An interim reexamination does not affect the date of the annud recertification.
An interim reexamination will be scheduled for families with zer o/lunstable income every 30 days.

Any changes reported by participants other than those listed in this section will be noted in thefile by
the staff person but will not be processed between regularly scheduled annud re-certifications.

E. INCOME CHANGES RESULTING FROM WEL FARE PROGRAM
REQUIREMENTS [24 CFR5.615]

The QHWRA establishes new requirements for the treatment of income changes resulting from
welfare program requirements.

The PHA will not reduce the family share of rent for families whose welfare assstance is reduced due to
a“ specified welfare benefit reduction”, which is areduction in benefits by the welfare agency specificdly
because of:

Fraud in connection with the wedfare program: or

Noncompliance with awefare agency requirement to participate in an economic self —
aufficiency program

However, the PHA will reduce the rent if the wdfare assstance reduction is aresult of:
The expirdion of alifetime time limit on recaiving benefits, or

A stuation wherethefamily has complied with welfare program reguirements but cannot or hasnot
obtained employment, or

A gtuation where afamily member has not complied with other welfare agency requirements.

Definition of Covered Family

A household that receives benefits for welfare or public assistance from a State or public agency program
which reguires, asacondition of eigibility to receive assstance, the participation of afamily member inan
economic sdf-sufficiency program.
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Definition of “ I mputed Wefare lncome’

The amount of annua income, not actudly received by afamily, as aresult of a specified welfare benefit
reduction, that isincluded in the family’ sincome for purposes of determining rent.

Theamount of imputed welfareincomeis determined by the PHA,, based on written information supplied to
the PHA by the wdfare agency, including:

The amount of the benefit reduction

The term of the benefit reduction

The reason for the reduction

Subsequent changes in the term or amount of the benefit reduction

Thefamily’ sannua incomewill includetheimputed welfareincome, as determined at the family’ sannud or
interim reexamination, during the term of the wefare benefits reduction (as specified by thewefare agency).

Theamount of imputed welfareincomewill be offset by theamount of additiona incomethefamily receives
that commences dter the sanction was imposed. When additiona income from other sourcesis at lease
equd to the imputed wefare income, the imputed welfare income will be reduced to zero.

If the family was not an ass sted resident when the welfare sanction began, imputed welfareincomewill not
be indluded in annud income.

If the family daims the amount of imputed welfare income has been calculated incorrectly, the Executive
Director will review the caculation for accuracy. If the imputed welfare income amount is correct, the
PHA will provide awritten notice to the family that includes:

A brief explanation of how the amount of imputed welfare income was determined,;

A gsatement that the family may request an informd hearing if they do not agree with the PHA
determination.

Verification Before Denying a Reguest to Reduce Rent

The PHA will obtain written verification from the wdfare agency stating that thefamily’ sbenefitshave been
reduced due to fraud or noncompliance with welfare agency economic self-sufficiency or work activities
requirements before denying the family’ s request for rent reduction.

The PHA will rely on welfare agency’ s written notice to the PHA regarding welfare sanctions.
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Cooper ation Agreements [24 CFR 5.613]

The PHA hasarapport with the local welfare agency under which the verifications aretimely.

Toprovidewritten verification to the PHA concer ning welfar e benefits for applicant and
participant families, and specified reduction in welfare benefits for a family member, listing:
amount of reduction; reason for reduction; term of reduction, and subsequent re-deter mination.

ThePHA will rely on thewelfareagency’ swritten noticeregar ding theamount of specified
benefit reduction.

Family Dispute of Amount of | mputed Wedfare | ncome

If the family disoutes the amount of imputed income and the PHA denies the family’ s request to modify
the amount, the PHA will provide the tenant with anatice of denid, which will include:

An explanation for the PHA’ s determination of the amount of imputed welfare income
A datement that the tenant may request an informa hearing.

G. NOTIFICATION OF RESULTS OF RECERTIFICATIONS [HUD Notice PIH 98-6]

The HUD form 50058 will be completed and transmitted as required by HUD.

The Notice of Rent Change is mailed to the owner and the tenant. Signatures ar e not required by the
PHA. If the family disagrees with the rent adjustment, they may request an informa hearing.

H.  CHANGESIN VOUCHER SIZE ASA RESULT OF FAMILY COMPOSITION
CHANGES [24 CFR 982.516(c)]

(See"Subsidy Standards' chapter.)

l. CONTINUANCE OF ASSISTANCE FOR "MIXED" FAMILIES[24 CFR 5.518]

If the PHA implemented the Noncitizens Rule on or after November 29, 1996, mixed families
may receive prorated assistance only

Under the Noncitizens Rule, "Mixed" families are families that incdlude a least one citizen or digible
immigrant and any number of indigible members.

The Noncitizens Rule was implemented on or after November 29, 1996, and mixed families
may receive prorated assistance only.

The head of household or spouseisa U.S. citizen or hasligibleimmigrant status;
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AND

All members of the family other than the head, the spouse, parents of the head or the spouse,
and children of the head or spouse are citizensor eigible immigrants. The family may change
the head of household to qualify under thisprovision.

J. MISREPRESENTATION OF FAMILY CIRCUMSTANCES

If any participant deliberatdy misrepresents the information on which digibility or tenant rent is
established, the PHA may terminate assistance and may refer the family filefrecord to the proper
authorities for appropriate disposition. (See Program Integrity Addendum.)
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Chapter 13
MOVESWITH CONTINUED ASSISTANCE/PORTABILITY
[24 CFR 982.314, 982.353, 982.355(8)]

INTRODUCTION

HUD regulations permit families to move with continued assstance to another unit within the PHA's
jurigdiction, or to a unit outside of the PHA''s jurisdiction under Portability procedures. The regulations
aso dlow the PHA the discretion to develop palicies, which define any limitations or restrictions on
moves. This Chapter defines the procedures for moves, both within and outside of, the PHA's
juridiction, and the policies for restriction and limitations on moves.

A. ALLOWABLE MOVES

A family may move to a new unit with continued assstance if:

The asssted lease for the old unit has terminated because the PHA has terminated the HAP
contract for owner breach, or the lease was terminated by mutua agreement of the owner and
the family.

The owner has given the family a notice to vacate, or has commenced an action to evict the
tenant, or has obtained a court judgment or other process alowing the owner to evict the family
(unless assgtance to the family will be terminated).

The family has given proper notice of lease termination (and if the family has aright to terminate
the lease on notice to owne).

B. RESTRICTIONS ON MOVES [24 CFR 982.314, 982.552(a)]

Families will not be permitted to move within the PHA'sjurisdiction during theinitial year of
assisted occupancy.

Familieswill not be permitted to move outsde the PHA's jurisdiction under portability
proceduresduring theinitial year of assisted occupancy.

Families will not be per mitted to move mor e than oncein a 12-month period.

The PHA will deny permisson to move if there isinsufficient funding for continued assistance.
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The PHA may deny permisson to moveif:
Thefamily hasviolated a Family Obligation.

The family owes money to the PHA or Landlord for unpaid rentsand has not
entered into a repayment agreement.

Thefamily hasmoved or been issued a Voucher within thelast tweve months.

The Executive Director may make exceptionsto theserestrictionsif thereisan emergency
reason for the move over which the participant has no control.

C. PROCEDURE FOR MOVES [24 CFR 982.314]

| ssuance of Voucher

Subject to the redtrictions on moves, if the family has not been recertified within the last 120 days, the
PHA will issue the voucher to move after conducting the recer tification/as soon as the family
requeststhe move.

If the family does not locate a new unit, they may remain in the current unit so long as the owner permits.

Notice Requirements

Briefing sessions emphasize the family's responsibility to give the owner and the PHA proper
written notice of any intent to move.

The family must give the owner the required number of days written notice of intent to vacate specified
in the lease and must give a copy to the PHA smultaneoudy.

Time of Contract Change

A move within the same building or project, or between buildings owned by the same owner, will be
processed like any other move except that there will be no overlapping assistance.

In amove, assistance stops a the old unit a the end of the month in which the tenant ceased to occupy,
unless proper notice was given to end alease midmonth. Assstance will start on the new unit on the
effective date of the lease and contract. Assistance payments may overlgp for the month in which the
family moves.

D. PORTABILITY [24 CFR 982.353]

Portability applies to families moving out of or into the PHA's jurisdiction within the United States and its
territories.
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E. OUTGOING PORTABILITY [24 CFR 982.353, 982.355]

Within the limitations of the regulations and this policy, a participant family has the right to receive
tenant-based voucher ass stance to lease a unit outside the PHA' s jurisdiction, anywhere in the United
States, in the jurisdiction of a PHA with atenant-based program. When afamily requests to move
outside of the PHA'sjurisdiction, the request must specify the area to which the family wants to move.

If thereis morethan one PHA in the area in which the family has selected a unit, the PHA will
choose thereceiving PHA.

Restrictions on Portability

Applicants

If neither the head or spouse had a domicile (legd resdence) in the PHA's jurisdiction &t the dete of
ther initid gpplication for assstance, the family will not be permitted to exercise portability upon initid
issuance of avoucher, unless the PHA gpproves such move. [NOTE: legd domicileis defined by loca
government.]

For a portable family that was not aready receiving assistance in the PHA’ s based program, the PHA
must determine whether the family is digible for admission under the receiving PHA's program.

Participants

After an applicant has leased-up in the jurisdiction of the initid housing agency, they cannot exercise
portability during the first year of assisted occupancy, except in the following circumstances.

The recaiving and initid PHA agree to dlow the move.

Thefamily’smove reatesto an opportunity for education, job training or employment.
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The PHA will not permit families to exercise portability:
If the family isin violation of afamily obligation.

If the family owes money to the PHA or the Landlord for unpaid rent and has not entered into a
repayment agreement.

if the family has moved out of its asssted unit in violation of the lease.
Recaving PHA'swill be required to submit hearing determinations to the PHA within ninety 90 days.

F. INCOMING PORTABILITY [24 CFR 982.354, 982.355]

Absorption or Administration

The PHA will accept afamily with avaid Voucher from another jurisdiction and administer or absorb
the Voucher. If administering, the family will beissued a"Portable’ Voucher by the PHA. The term of
the voucher will not expire before the expiration date of any initid PHA voucher. The family must submit
arequest for gpprova of tenancy for an digible unit to the receiving PHA during the term of the
receiving PHA voucher. Thereceiving PHA may grant extensons in accordance with this Administrative
Plan. However, if the Family decides not to lease-up in the PHA's jurisdiction, they must contact the
initid PHA to request an extension.

The PHA may absorb Vouchersif such absorption does not exceed Fifteen (15)% of households
assisted.

The PHA will absorb all incoming portable families provided that thereisfunding available.

When the PHA does not absorb the incoming Voucher , it will adminigter the Initid PHA's VVoucher and
the receiving PHA's policies will prevail.

For admisson to the program a family must be income digible in the area where the family initidly leases
aunit with assstance under the program..

The receiving PHA does not redetermine digibility for a portable family that was dready receiving
assisancein theinitid PHA Section 8 tenant-based program.

The PHA will issue a"Portability Voucher" according to its own Subsdy Standards. If the Family hasa
change in family compaosition which would change the Voucher size, the PHA will change to the proper
Size based on its own Subsidy Standards.
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Income and Total Tenant Payment of |ncoming Portables[982.353(d)]

Asreceiving PHA, the PHA will conduct a recertification interview but only verify the
information provided if the documentsaremissing or areover 120 days old, whichever is
applicable, or there has been a changein the family's cir cumstances.

If the PHA conducts arecertification of the family it will not cause adday in theissuance of avoucher.

If the family'sincome is such that a $0 subsidy amount is determined prior to lease-up in the PHA's
jurisdiction, the PHA will refuse to enter into a contract on behalf of the family at $0 assstance.

Requestsfor Tenancy Approval

A briefing will be conducted for all portability families.

When the Family submits a Request for Tenancy Approva, it will be processed using the PHA's
policies. If the Family does not submit a Request for Tenancy Approva or does not execute alease, the
Initid PHA will be notified within thirty (30) days by the PHA.

If the Family leases up successfully, the PHA will notify the Initid PHA within thirty (30) days, and the
billing process will commence.

The PHA will natify the initid PHA if the family fails to submit arequest for gpprovd of tenancy for an
eigible unit within the term of the voucher.

If the PHA denies assstance to the family, the PHA will notify the Initid PHA within thirty (30) days
and the family will be offered areview or hearing.

The PHA will notify the Family of its reponghbility to contect the Initia PHA if the Family wishesto
move outsde the PHA's jurisdiction under continued portability.
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Reqgular Program Functions

The PHA will perform dl program functions gpplicable the tenant- based assistance program, such as:
Annud reexaminaions of family income and compogtion;
Annud ingpection of the unit; and
I nterim Examinations when requested or deemed necessary by the PHA

Terminations

The PHA will natify the Initid PHA in writing of any termination of assstance within thirty (30) days of
the termination. If an Informal Hearing is required and requested by the Family, the hearing will be
conducted by the PHA, using the regular hearing procedures included in this Plan. A copy of the hearing
decison will befurnished to the Initid PHA.

The Initid PHA will be responsible for collecting amounts owed by the Family for clams paid and for
monitoring repayment. If the Initid PHA notifiesthe PHA that the Family isin arrears or the Family has
refused to Sgn a Payment Agreement, the PHA will terminate assstance to the family.

Required Documents

As Recaving PHA, the PHA will require the documents listed on the HUD Portahility Billing Form from
the Initia PHA.

Billing Procedur es

AsRecaiving PHA, the PHA will bill the Initid PHA monthly for Housing Assistance Payments. The
billing cycle for other amounts, including Adminigtrative Fees and Specid Clams will be monthly unless
requested otherwise by the Initid PHA.

The PHA will bill 100% of the Housing Assistance Payment, 100% of Speciad Claims and 80% of the
Adminigrative Fee (at the Initid PHA's rate) for each "Portability” Voucher leased as of the first day of
the month.

The PHA will notify the Initid PHA of changesin subsidy amounts and will expect the Initid PHA to
notify the PHA of changesin the Adminidrative Fee amount to be billed.

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan
To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use

13-6



Chapter 14
CONTRACT TERMINATIONS
[24 CFR 982.311, 982.314]

INTRODUCTION

The Housing Assistance Payments (HAP) Contract is the contract between the owner and the PHA
which defines the respongbilities of both parties. This Chapter describes the circumstances under which
the contract can be terminated by the PHA and the owner, and the policies and procedures for such
terminations.

A. CONTRACT TERMINATION [24 CFR 982.311]

The term of the HAP Contract is the same as the term of the lease. The Contract between the owner
and the PHA may be terminated by the PHA, or by the owner or tenant terminating the lease.

No future subsidy payments on behdf of the family will be made by the PHA to the owner after the
month in which the Contract is terminated. The owner must reimburse the PHA for any subsidies paid
by the PHA for any period after the contract termination date.

If the family continues to occupy the unit after the Section 8 contract is terminated, the family is
responsible for the total amount of rent due to the owner. The owner will have no right to daim
compensation from the PHA for vacancy loss under the provisons of Certificate HAP contracts
effective before October 2, 1995.

After a contract termination, if the family meets the criteria for amove with continued assstance, the
family may lease-up in another unit. The contract for the new unit may begin during the month in which
the family moved from the old unit.

B. TERMINATION BY THE FAMILY: MOVES [24 CFR 982.314(c)(2)]

Family termination of the lease must be in accordance with the terms of the lease.
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C. TERMINATION OF TENANCY BY THE OWNER: EVICTIONS
[24 CFR 982.310, 982.455]

If the owner wishes to terminate the lease, the owner must provide proper notice as Sated in the lease.

During the term of the lease, the owner may not terminate the tenancy except for the grounds stated in
the HUD regulations.

During the term of the lease the owner may only evict for:

Serious or repeated violations of the lease, including but not limited to failure to pay rent or
other amounts due under the lease, or repested violation of the terms and conditions of the
lease;

Violaions of federd, state or loca law that imposes obligations on the tenant in connection with
the occupancy or use of the premises; or Crimina activity by the tenant, any member of the
household, a guest or another person under the tenant's control that threatens the health, safety
or right to peaceful enjoyment of the premises by the other resdents, or personsresiding in the
immediate vicinity of the premises or any drug-related crimind activity on or near the premises.

Other good cause.

During theinitid term of the lease, the owner may not terminate the tenancy for other good cause unless
the owner is terminating the tenancy because of something the family did or failed to do (see 982.310)

Evidence of Criminal Activity

The owner may terminate tenancy and evict by judicid action afamily for crimina activity by a covered
person if the owner determines they have engaged in the crimind activity

Regardless of arrest or conviction
Without satisfying the standard of proof used for acrimina conviction

Termination of Tenancy Decisions

If the law and regulation permit the owner to take an action but don’t require action to be taken, the
owner can decide whether to take the action. Relevant circumstances for consideration include:

The seriousness of the offense
The effect on the community

The extent of participation by household members
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The effect on uninvolved household members
The demand for asssted housing by families who will adhere to responghilities

The extent to which leaseholder has shown persond responsibility and taken al reasonable
gepsto prevent or mitigate the offending action

Exclusion of culpable household member

The owner may require atenant to exclude a household member in order to continue to reside in the
assisted unit.

Consider ation of Rehabilitation

When determining whether to terminate the tenancy for illegd drug use or dcohol abuse, the owner may
consder whether the member:

In no longer participating
Has successfully completed a supervised drug or acohol rehab program
Has otherwise been successfully rehabilitated

The owner may require the tenant to submit evidence of any of the three (above).

Actions of termination by the owner must be consstent with the fair housing and equa opportunities as
stated in 24 CFR 5.105.

The owner must provide the tenant a written notice specifying the grounds for termination of tenancy, a
or before the commencement of the eviction action. The notice may beincluded in, or may be
combined with, any owner eviction notice to the tenant.’

The owner eviction notice means a notice to vacate, or acomplaint, or other initia pleading used under
State or local law to commence an eviction action.

Housing ass stance payments are paid to the owner under the terms of the HAP contract. If the owner
has begun eviction and the family continues to resde n the unit, the PHA must continue to make housing
assstance payments to the owner until the owner has obtained a court judgment or other process
alowing the owner to evict the tenant.

The PHA must continue making housing assi stance payments to the owner in accordance with the
contract as long as the tenant continues to occupy the unit and the contract is not violated. By endorsng
the monthly check from the PHA, the owner certifies that the tenant is il in the unit, the rent is
reasonable and she isin compliance with the contract.
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If and eviction is not due to a serious or repeated violation of the lease, and if the PHA has no other
grounds for termination of assstance, the PHA may issue a new voucher so that the family can move
with continued assstance.

D.  TERMINATION OF THE CONTRACT BY PHA [24 CFR 982.404(a), 982.453,
982.454, 982.552(2)(3)]

The term of the HAP contract terminates when the lease terminates, when the PHA terminates program
assistance for the family, and when the owner has breached the HAP contract. (See "Owner
Disapproval and Redtriction™ chapter)

The PHA may aso terminate the contract if:
The PHA terminates assstance to the family.

The family is required to move from a unit when the unit does not meet the HQS space
standards because of an increase in family size or a change in family compaosition.

Funding is no longer available under the ACC.

The contract will terminate automatically if 180 days have passed since the last housing assstance
payment to the owner.

Notice of Termination

When the PHA terminates the HAP contract under the violation of HQS space standards, the PHA will
provide the owner and family written notice of termination of the contract, and the HAP contract
terminates a the end of the cdendar month that follows the calendar month in which the PHA gives such
notice to the owner.

Copyright 1999 by Nan McKay & Associates 06/18/01 Admin Plan
To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use

14-4



Chapter 15
DENIAL OR TERMINATION OF ASSISTANCE
[24 CFR 5.902, 5.902, 5.903, 5.905, 982.4, 982.54, 982.552, 982.553]

INTRODUCTION

The PHA may deny or terminate assistance for afamily because of the family's action or failure to act.
The PHA will provide families with awritten description of the Family Obligations under the program,
the grounds under which the PHA can deny or terminate assstance, and the PHA's informd hearing
procedures. This Chapter describes when the PHA isrequired to deny or terminate assistance, and the
PHA's policies for the denid of a new commitment of assistance and the grounds for termination of

ass stance under an outstanding HAP contract.

A. GROUNDS FOR DENIAL/TERMINATION [24 CFR 982.54, 982.552, 982.553]

If denid or termination is based upon behavior resulting from a disability, the PHA will dlay the denid
or termination in order to determineif there is an accommodation that would negate the behavior
resulting from the disability.

Form of Denial/T ermination

Denid of assistancefor an applicant may indude any or dl of the following:

Denid for placement on the PHA waiting list

Denying or withdrawing a voucher

Refusing to enter into a HAP contract or gpprove atenancy

Refusing to process or provide assistance under portability procedures
Termination of assstance for a participant may indude any or dl of the following:

Refusing to enter into a HAP contract or gpprove a tenancy

Terminating housing ass stance payments under an outstanding HAP contract

Refusing to process or provide assistance under portability procedures
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Mandatory Denial and Termination [24 CFR 982.54 (d(, 982.552(b), 982.553(a), 982.553(b)]

The PHA must deny assistance to gpplicants, and terminate assstance for participantsif the family is
under contract and 180 day ( or 12 months, depending on the HAP contract used) have eapsed since
the PHA' s last housing assstance payment was made. (See “ Contract Termination: chapter.):

The PHA must permanently deny assstance to gpplicants, and terminate the assistance of persons
convicted of manufacturing or producing methamphetamine on the premises of federaly asssted
housng.

The PHA must deny admission to the program for gpplicants, and terminate ass stance for program
participants if the PHA determines that any household member is currently engaging inillegd use of a
drug. Section B of this chapter for the PHA’ s established standards.

The PHA must deny admission to an gpplicant if the PHA determines that any member of the household
issubject to alifetime registration requirement under a State sex offender regigtration program. See
section B of this chapter for the PHA'’ s established standards regarding crimind background
investigation and determining whether amember of the household is subject to alifetime regigtration
requirement under a State sex offender registration program.

The PHA must terminate program assistance for afamily evicted from housing assisted under the
program for serious violation of the lease.

The PHA must deny admission to the program for an applicant or terminate program assstance for a
participant if any member of the family fals to Sgn and submit consent forms for obtaining information in
accordance with Part 5, subparts B and F.

The PHA must deny admission or terminate ass stance when required under the regulations to establish
citizenship or digible immigration satus.

Groundsfor Denial or Termination of Assistance [24 CFR 982.552(c)]

The PHA will deny program assistance for an gpplicant, or terminate program assstance for a
participant, for any of the following reasons:

Thefamily violates any family obligation under the program aslisted in 24 CFR
982.551.

If any family member has violated the family obligation under 24 CFR 982.551 not to engage in
any drug-rdated crimind activity.

If any family member has violated the family obligation under 24 CFR 682.551 not to engage in
any violent crimind activity.
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Any member of the family has ever been evicted from federally assisted housing in the
last fiveyears.

If any PHA hasever terminated assistance under the program for any member of the
family.

If any member of the family commitsfraud, bribery or any other corrupt or criminal act
in connection with any federal housing program.

Thefamily currently owesrent or other amountsto the PHA or to another PHA in
connection with Section 8 or public housing assistance under the 1937 Act.

Thefamily hasnot rembursed any PHA for amounts paid to an owner under aHAP
contract for rent, damagesto the unit, or other amounts owed by the family under the
lease.

Thefamily breaches an agreement with a PHA to pay amounts owed to a PHA,
or amounts paid to an owner by a PHA. The PHA at itsdiscretion may offer the
family the opportunity to enter into a repayment agreement. The PHA will
prescribe the terms of the agreement. (See " Repayment Agreements’ Chapter
18 “Owner or Family Debtsto the PHA™ )

Thefamily hasengaged in or threatened abusive or violent behavior toward PHA
personndl.

" Abusive or violent behavior towards PHA personnd™ includes verbal aswell
as physical abuse or violence. Use of expletivesthat are generally consider ed
insulting, racial epithets, or other language, written or oral, that is customarily
used to insult or intimidate, may be cause for termination or denial.

"Threatening" referstooral or written threats or physical gesturesthat
communicate an intent to abuse or commit violence.

Actua physica abuse or violence will aways be cause for termination.

If any member of the family engagesin, or has engaged in drug or dcohol abuse thet interferes with
the hedlth, safety or peaceful enjoyment of other resdents. See section B of this chapter.

If any member of the family commits drug-related crimind activity, or violent crimind activity. (See
Section B of this chapter and 982.553 of the regulations)

Refer to "Eligibility for Admisson” chapter, Other Criteriafor Admission section for further information.
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B. SCREENING AND TERMINATION FOR DRUG ABUSE AND OTHER
CRIMINAL ACTIVITY

INSTRUCTION: HUD no longer used the term*“ One-Strike” so this section, formerly known as
“One-Srike: Poalicy, has been re-titled.

Purpose

All federdly asssted housing isintended to provide aplace to live and raise families, not a place to
commit crime, to use or el drugs or terrorize neighbors. It isthe intention of Pittsburg Public Housing
Agency to fully endorse and implement a policy designed to:

Help create and maintain a safe and drug-free community
Keep our program participants free from threats to their persond and family safety
Support parental effortsto ingtill values of personal responsibility and hard work

Help maintain an environment where children can live safely, learn and grow up to be
productive citizens

Assist familiesin their vocational/educational goalsin the pursuit of self-sufficiency

Administration

All screening and termination of assstance procedures shall be administered fairly and in such away as
not to violate rightsto privacy or discriminate on the basis of race, color, nationdity, religion, familid
datus, disability, sex or other legaly protected groups.

To the maximum extent possible, the PHA will involve other community and gover nmental
entitiesin the promotion and enforcement of thispalicy.

Screening of Applicants

In an effort to prevent future drug related and other crimind activity, as well as other patterns of
behavior that pose a threet to the health, safety or right to peaceful enjoyment of the premises by other
residents, and as required by 24 CFR 982, Subpart L and CFR Part 5, Subpart J, the PHA will
endeavor to screen gpplicants as thoroughly and fairly as possible for drug-related and violent
criminal behavior..

Such screening will gpply to any member of the household who is 18 years of age or older.
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HUD De€finitions

Covered person, for purposes of 24 CFR Part 982 and this chapter, means a tenant, any member of
the tenant’ s household, a guest or another person under the tenant’s contral.

Drug means a controlled substance as defined in section 102 of the Controlled Substances Act (21
U.S.C. 802).

Drug-related criminal activity meanstheillega manufacture, sdle, ditribution, or use of adrug, or the
possession of adrug with intent to manufacture, sdll, distribute or use the drug.

Guest, for purposes of this chapter and 24 CFR part 5, subpart A and 24 CFR Part 982, means a
person temporarily staying in the unit with the consent of a tenant or other member of the household
who has express or implied authority to so consent on behdf of the tenant. The requirements of part
982 apply to aguest as 0 defined.

Household, for the purpose of 24 CFR Part 982 and this chapter, means the family and PHA-
approved live-in aide.

Other person under the tenant’s control, for the purposes of the definition of covered person and for
24 CFR Parts 5 and 982 and for this chapter, means that the person, athough not staying as aguest (as
defined in this chapter) in the unit, is, or was at the time of the activity in question, on the premises
because of an invitation from the tenant or other member of the household who has express or implied
authority to so consent on behaf of the tenant. Absent evidence to the purposesis not under the
tenant’s control.

Violent criminal activity means any crimina activity that has as one of its e ements the use, attempted
use, or threatened use of physical force substantiad enough to cause, or be reasonably likely to cause,
serious bodily injury or property damage.

Standard for Violation

The PHA will deny participation in the program to gpplicants and terminate assistance to participantsin
cases where the PHA determines there is reasonable cause to believe that a household member is
illegdly usng adrug or if the person abuses dcohal in away that may interfere with the hedth, safety or
right to peaceful enjoyment of the premises by other resdents, including cases where the PHA
determinesthat there is a pattern of illegal use of adrug or a pattern of acohol abuse.

The PHA will consder the use of a controlled substance or alcohol to be a pattern if thereis
mor e than oneincident during the previoustweve months.

Engaged in or engaging in violent crimina activity means any act within the past thr ee years by an
goplicant or participant, household member which involved crimind activity that has as one of its
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elements the use, attempted use, or threatened use of physical force substantial enough to cause, or be
reasonably likely to cause, serious bodily injury or property damage, which did or did not result in the
arrest and/or conviction of the gpplicant, participant, or household member.

Theactivity isbeing engaged in by any family member.

The existence of the above-referenced behavior by any household member, regardless of the
applicant or participant’s knowledge of the behavior, shall be groundsfor denial or
termination of assistance.

In evaluating evidence of negative past behavior, the PHA will give fair consideration to the
seriousness of the activity with respect to how it would affect other residents, and/or likelihood
of favorable conduct in the future which could be supported by evidence of rehabilitation.

Drug Rdated and Violent Criminal Activity

Indligibility for admission if Evicted for Drug- Related Activity: Persons evicted from federaly assisted
housing because of drug-related crimind activity are indigible for admission to the Section 8 program
for athree-year period beginning on the date of such eviction.

Ingtruction: HUD regulations at 982.553(a)(1)(l) allow the PHA to admit a household in less than
3 years following eviction for drug-related criminal activity under the conditions below. The
PHA is not required to adopt the exceptions below, but may choose to do so. If the PHA does
adopt a policy containing all or part of the provisions below, the PHA will still have discretion in
determining whether to waive denial in individual cases.

However, the household may be admitted if, after considering the individual
circumstances of the household, the PHA determinesthat:

Theevicted household member who engaged in drug-related criminal activity
has successfully completed a supervised drug rehabilitation program approved
by the PHA.

The circumstances leading to eviction no longer exist because:
The criminal household member has completed a divirsion program

The criminal household member has documentation that chargeswere
dropped

The criminal household member hasdied.
The criminal household member isimprisoned.
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Applicantswill be denied assistance if they have been:

Arrested/Convicted/Evicted from a Federaly asssted housing for violent criminal activity
within thelast three (3) yearsprior to the date of the certification interview.

Denial of Assistance for Sex Offenders

The PHA will deny admisson if any member of the household is subject to alifetime regidtration
requirement under a State sex offender regidiration program. In screening gpplicants, the PHA will
perform criminal history background checks to determine whether any household member is subject to
alifetime sex offender regidtration requirement.

Termination of Assstance for Participants

Termination of Assistancefor Drug-related Criminal Activity or Violent Criminal Activity:

Under the family obligations listed at 24 CFR 982.551, the members of the household must not engege
in drug-related crimind activity or violent crimind activity or other crimind activity that threstensthe
hedlth, safety or right to peaceful enjoyment of the other resdents and personsresding in the immediate
vicinity of the premises. HUD regulations at 24 CFR 982.553(b) require the PHA to establish
dandards for termination of assstance when this family obligetion isviolated. The Pittsourg Public
Housing Agency has established the following standards for termination of assstance for the family when
a household member has violated the family obligation to refrain from participating in drug-related or
violent crimind activity.

Assistance will be terminated for participants who have been:

Arrested/convicted/evicted from a unit assisted under any Federally assisted housing
program for drug-related or violent crimind activity during participation in the program, and
within the last 12 months prior to the date of the notice to terminate assistance.

If any member of the household violates the family obligations by engaging in drug-related or
violent criminal activity, the PHA will terminate assistance.

In appropriate cases, the PHA may permit the family to continue recelving assistance
provided that family members determined to have engaged in the proscribed activities will not
resdein theunit. If theviolating member isa minor, the PHA may consider individual
circumstances with the advice of Juvenile Court officials.
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ThePHA may waive therequirement regarding drug-related criminal activity if:

The criminal household member demonstrates successful completion of a credible
rehabilitation program approved by the PHA.

The criminal household member has documentation that char ges were dropped
The criminal household member has completed a diversion program
Thecriminal household member hasdied
The criminal household member isimprisoned

Terminating Assistance for Alcohol Abuse by Household Members

Under the family obligations listed at 24 CFR 982.551, the members of the household must not abuse
acohal in away that threatens the hedlth, safety or right to peaceful enjoyment of other residents and
persons resding in the immediate vicinity of the premises. Assstance will be terminated due to violation
of afamily obligation if the PHA determines that a member of the household has demongtrated a pattern
of alcohol abuse that threatens the hedlth, safety or right to peaceful enjoyment of other residents and
persons residing in the immediate vicinity of the premises.

Assistance will beterminated if a household member is arrested/convicted/incar cer ated for
any alcohol-related criminal activity on or near the premises within a 12-month period.

After considering the individual circumstances of the household, the PHA may permit the
family to continuereceiving assistance if the PHA determinesthat:

The household member has successfully completed a credible rehabilitation program
approved by the PHA.

The household member has completed a diversion program
The household member will not resdein the unit

If the violating member isa minor, the PHA may consider individual circumstanceswith the
advice of Juvenile Court officials.
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Notice of Termination of Assistance

In any case where the PHA decides to terminate assistance to the family, the PHA must give the family
written notice which states:

The reason(s) for the proposed termination,
The effective date of the proposed termination,

Thefamily'sright, if they disagree, to request an Informa Hearing to be held before termination
of assigtance.

The date by which arequest for an informa hearing must be received by the PHA.

If the PHA proposes to terminate assstance for crimina activity as shown by acrimina record, the
PHA will provide the subject of the record and the tenant with a copy of the crimina record.

The PHA will amultaneoudy provide written notice of the contract termination to the owner so that it
will coincide with the Termination of Assistance. The Notice to the owner will not include any details
regarding the reason for termination of assistance.

Required Evidence

Preponderance of evidence is defined as evidence which is of greater weight or more convincing than
the evidence which is offered in opposition to it; thet is, evidence which as awhole shows that the fact
sought to be proved is more probable than not. The intent is not to prove crimind liability, but to
establish that the act(s) occurred. Preponderance of evidence may not be determined by the number of
witnesses, but by the greater weight of dl evidence.

Credible evidence may be obtained from police and/or court records. Testimony from neighbors, when
combined with other factual evidence can be considered credible evidence. Other credible evidence
includes documentation of drug raids or arrest warrants.

The PPHA will check with the court house to determineif any local arrests have been made.
Evidence showing any *violent criminal activity gathered from the court documentswill result
in termination of assstance and/or placement of thefileinactiveif applicant currently hasa
place on the waiting list.

Violent criminal activity shall be any activity char ges which usthe term battery or assault.
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The PHA will pursue fact-finding efforts as needed to obtain credible evidence.

The PHA may terminate assistance for criminal activity by a household member under this
section if the PHA has determined that the household member has engaged in the criminal
activity, regardless of whether the household member hasbeen arrested or convicted for such
activity.

Confidentiality of Criminal Records

The PHA will ensure that any crimind record received is maintained confidentialy, not misused or
improperly disseminated, and destroyed once the purpose for which it was requested is accomplished.

If the family is determined dligiblefor initial or continued assistance, the criminal report shall
be shredded as soon astheinformation isno longer needed for digibility or continued
assistance determination.

If the family’ sassistance is denied or terminated, the criminal record information shall be
shredded immediately upon completion of the review or hearing proceduresand a final
decision has been made.

The PHA will document in the family’ sfile the circumstances of the criminal report and the
date thereport was destroyed.

C. FAMILY OBLIGATIONS[24 CFR 982.551]

The family must supply any information that the PHA or HUD determines is necessary in the
adminigtration of the program, including submission of required evidence of citizenship or digible
immigration status (as provided by 24 CFR 982.551). "Information” includes any requested
certification, release or other documentation.

The family must supply any information requested by the PHA or HUD for use in aregularly scheduled
reexamination or interim reexamination of family income and compaosition in accordance with HUD
requirements.

The family must disclose and verify Socid Security Numbers (as provided by 24 CFR 5.216) and must
sign and submit consent forms for obtaining information in accordance with 24 CFR 5.230.

All information supplied by the family must be true and complete.

The family is responsible for an HQS breach caused by the family as described in 982.404(b).
The family must dlow the PHA to ingpect the unit at reasonable times and after reasonable notice.
The family may not commit any serious or repested violations of the lease.
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The family must notify the owner and, & the same time, notify the PHA before the family moves out of
the unit or terminates the lease upon notice to the owner.

The family must promptly give the PHA acopy of any owner eviction notice.

The family must use the asssted unit for resdence by the family. The unit must be the family's only
residence.

The composition of the asssted family resding in the unit must be approved by the PHA. The family
must promptly inform the PHA of the birth, adoption or court-awarded custody of achild. The family
must request PHA gpprova to add any other family member as an occupant of the unit.

The family must promptly notify the PHA if any family member no longer resides in the unit.

If the PHA has given approva, afoster child or alive-in ade may resdein the unit. If the family does
not request approva or PHA approval is denied, the family may not dlow afoger child or live-in aide
to reside with the assisted family.

Members of the household may engage in legd profit-making activitiesin the unit, but only if such
activities are incidenta to primary use of the unit as aresdence by members of the family.

The family must not sublease or let the unit.
The family must not assgn the lease or transfer the unit.

The family must supply any information or certification requested by the PHA to verify that the family is
living in the unit, or relating to family absence from the unit, including any PHA-requested information or
certification on the purposes of family absences. The family must cooperate with the PHA for this
purpose. The family must promptly notify the PHA of absence from the unit.

The family must not own or have any interest in the unit.

The members of the family must not commit fraud, bribery or any other corrupt or crimind act in
connection with any Federd Housing Program.

The household members may not engage in drug-related crimind activity or violent crimind activity or
other crimind activity that threatens the hedlth, safety or right to peaceful enjoyment of other resdents
and persons residing in the immediate vicinity of the premises. The members of the household must not
abuse dcohol in away that threatens the hedlth, safety or right to peaceful enjoyment of other resdents
and persons residing in the immediate vicinity of the premises. An assgted family, or members of the
family, may not receive Section 8 tenant- bases assi stance while recelving another housing subsidy, for
the same unit or for adifferent unit, under any duplicative (as determined by HUD or in accordance with
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HUD requirements) federd, State or locd housing assi stance program.

Housing Authority Discretion [24 CFR 982.552(c)]

In deciding whether to deny or terminate ass stance because of action or fallure to act by members of
the family, the PHA has discretion to congder dl of the circumstances in each case, including the
seriousness of the case. The PHA will useits discretion in reviewing the extent of participation or
culpability of individua family members and the length of time since the violation occurred. The PHA
may aso review the family’ s more recent history and record of compliance, and the effects that denid or
termination of assstance may have on other family members who were not involved in the action or
falureto act.

The PHA may impose, as a condition of continued assistance for other family members, a
requirement that family memberswho participated in, or were culpable for the action or failure
to act, will not residein the unit. The PHA may permit the other members of a family to
continue in the program.

Enforcing Family Obligations

Explanations and Terms

The term "Promptly™ when used with the Family Obligations dways means "within thirty (30) days.”
Denid or termination of assstance is dways optiond except where this Plan or the regulations Sate
otherwise.

HQS Breach

Theinspector and/or supervisor will determineif an HQS breach asidentified in 24 CFR 982.404
(b) isthe responghility of the family. Families may be given extensons to cure HQS breaches by
Executive Director.

Lease Violaions

The following criteriawill be used to decide if a serious or repegated violaion of the lease will result in
termination of assstance:

If the owner terminatestenancy through court action for seriousor repeated violation
of the lease.

If the owner notifiesthe family of termination of tenancy assistance for serious or
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repeated lease violations, and the family moves from the unit prior to the completion of
court action, and the PHA determinesthat the causeisa seriousor repeated violation
of the lease based on available evidence.

If the owner notifiesthe family of termination of tenancy assistance for serious or
repeated lease violations, and the family moves from the unit prior to the completion of
court action, and

If there are police reports, neighborhood complaintsor other third party information,
that has been verified by the PHA.

Nonpayment of rent is considered a serious violation of the lease.

Natification of Eviction

If the family requests assistance to move and they did not notify the PHA of an eviction within seven (7)
days of receiving the Notice of Lease Termination, the move will be denied.

Proposed Additions to the Family

The PHA will deny afamily's request to add additiond family memberswho are:
Per sons who have been evicted from public housing.

Per sonswho have previoudy violated a family obligation listed in 24CFR 982.51 of the
HUD regulations.

Per sonswho have been part of a family whose assistance has been terminated under
the Certificate or Voucher program.

Per sons who commit drug-related criminal activity or violent criminal activity.
Persons who do not meet the PHA's definition of family.

Per sonswho commit fraud, bribery or any other corrupt or criminal act in connection
with any federal housing program.

Personswho currently owerent or other amountsto the PHA or to another PHA in
connection with Section 8 or public housing assistance under the 1937 Act.

Per sons who have engaged in or threatened abusive or violent behavior toward PHA
personndl.

Family Member Moves Out
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Families are required to notify the PHA if any family member leaves the assisted household. When the
family natifies the PHA, they mugt furnish the following information:

The date the family member moved out.
Thenew address, if known, of the family member.

A statement asto whether the family member istemporarily or permanently absent.

Limitation on Profit-making Activity in Unit

If the business activity arearesultsin theinability of the family to use any of the critical living
areas, such asabedroom utilized for a busnesswhich isnot available for deeping, it will be
considered a violation.

If the PHA determines that the use of the unit as abusnessis not incidenta to its use as a dwelling unit,
it will be consdered a program violation.

If the PHA determinesthe businessisnot legd, it will be consgdered a program violation.
Interest in Unit

The owner may not reside in the asssted unit regardless of whether (S)he is amember of the asssted
family, unless the family owns the mobile home and rents the pad.

Fraud

In each case, the PHA will consider which family members were involved, the circumstances, and any
hardship that might be caused to innocent members.

In the event of false citizenship claims: (See section below)

D. PROCEDURES FOR NON-CITIZENS[24 CFR 5.514, 5.516, 5.518]

Denial or Termination dueto Indigible lmmigrant Status

Applicant or participant familiesin which al members are neither U.S. ditizens nor igible immigrants
are not digible for asssance and must have their assistance terminated. The PHA must offer the family
an opportunity for ahearing. (See "Eligibility for Admisson” chapter, section on Citizenship/Eligible
Immigration Status.)

Assgance may not be terminated while verification of the participant family's igible immigraion satus
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is pending.

False or |ncomplete | nformation

When the PHA hasclear, concrete, or substantial documentation (such as a permanent
resdent card or information from another agency) that contradictsthe declaration of
citizenship made by an applicant or participant, an investigation will be conducted and the
individual will be given an opportunity to present relevant information.

If theindividual isunableto verify their citizenship, the PHA will give him/her an opportunity
to provide a new declaration as an eligibleimmigrant or an opportunity to elect not to contend
their status.

The PHA will then verify digible status, deny, terminate, or prorate as applicable.

The PHA will deny or terminate assistance based on the submission of falseinformation or
misr epresentation.

Procedurefor Denial or Termination

If the family (or any member) claimed digible immigrant status and the INS primary and secondary
verifications faled to document the status, the family may make an apped to the INS and request a
hearing with the PHA ether after the INS apped or in lieu of the INS appedl.

After the PHA has made a determination of indligibility, the family will be natified of the determination
and the reasons and informed of the option for prorated assistance (if applicable).

E.  ZERO ($0) HAP TENANCIES [24 CFR 982.455 ()]

The family may remain in the unit at $0 assistance for up to 180 days after the last HAP payment. If the
family is il in the unit after 180 days, the assstance will be terminated. If, within the 180 day
timeframe, an owner rent increase or a decrease in the Tota Tenant Payment causes the family to be
eigible for a housng assstance payment, the PHA will resume assistance payments for the family.

In order for afamily to move to another unit during the 180 days, the rent for the new unit would have
to be high enough to necessitate a housing assistance payment.

F. __ OPTION NOT TO TERMINATE FOR MISREPRESENTATION [24 CFR 982.551,
982.552(c)]

If the family has misrepresented any facts that caused the PHA to overpay assistance, the PHA may
choose not to terminate and may offer to continue assistance provided that the family executes a
Repayment Agreement and makes paymentsin accordance with the agreement or reimbur ses
the PHA in full within 120 calendar days.
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G. __ MISREPRESENTATION IN COLLUSION WITH OWNER [24 CFR 982.551,
982.552 (C)]

If the family intentiondly, willingly, and knowingly commits fraud or isinvolved in any other illegd
scheme with the owner, the PHA will deny or terminate assistance.

In making this determination, the PHA will carefully consder the possbility of overt or
implied intimidation of the family by the owner and the family's under standing of the events.
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H. MISSED APPOINTMENTS AND DEADLINES [24 CFR 982.551, 982.552 (c)]

It isa Family Obligation to supply information, documentation, and certification as needed for the PHA
to fulfill its respongbilities. The PHA schedules gppointments and sets deadlines in order to obtain the
required information. The Obligations dso require that the family alow the PHA to ingpect the unit, and
appointments are made for this purpose.

An applicant or participant who fails to keep an appointment, or to supply information required by a
deadline without notifying the PHA, may be sent aNotice of Denid or Termination of Assstance for
failure to provide required information, or for failure to alow the PHA to ingpect the unit.

The family will be given information about the requirement to keep appointments and the number of
times appointments will be rescheduled, as specified in this Plan.

Appointments will be scheduled and time requirements will be imposed for the following events and
circumstances.

Eligibility for Admissons
Verification Procedures
Voucher Issuance and Briefings
Housing Qudity Standards and Ingpections
Recertifications
Appeds
Acceptable reasons for missing appointments or failing to provide information by deedlines are:
M edical emergency
Family emer gency

Procedur e when Appointments are Missed or | nfor mation not Provided

For mogt purposesin this Plan, the family will be given two (2) opportunities before being issued a
natice of termination or denid for breach of afamily obligation.

After issuance of the termination natice, if the family offersto correct the breach within the time alowed
to request a hearing:
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The termination will berescinded after the family curesthe breach.

Thenotice will berescinded if the family offersto cure and the family does not have a
history of non-compliance.
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Chapter 16
OWNER DISAPPROVAL AND RESTRICTION
[24 CFR 982.54, 982.306, 982.453]

INTRODUCTION

It isthe policy of the PHA to recruit ownersto participate in the VVoucher program. The PHA will
provide owners with prompt and professond servicein order to maintain an adequate supply of
available housng throughout the jurisdiction of the PHA. The regulations define when the PHA must
disdlow an owner participation in the program, and they provide the PHA discretion to disapprove or
otherwise redtrict the participation of ownersin certain categories. This Chapter describes the criteria
for owner disgpprova, and the various pendties for owner violations.

A. _ DISAPPROVAL OF OWNER [24 CFR 982.306, 982.54(d)(8)]

The owner does not have aright to participate in the program. For purposes of this section, "owner"”
includes a principa or other interested party.

The PHA will disapprove the owner for the following reasons:

HUD hasinformed the PHA that the owner has been disbarred, suspended, or subject to a
limited denia of participation under 24 CFR part 24.

HUD has informed the PHA that the federd government has indtituted an administretive or
judicid action againgt the owner for violaion of the Fair Housing Act or other federd equd
opportunity requirements and such action is pending.

HUD has informed the PHA that a court or administrative agency has determined that the has
owner violated the Fair Housing Act or other federal equd opportunity requirements.

Unless their lease was effective prior to June 17, 1998, the owner may not be a parent, child,
grandparent, grandchild, Sster or brother of any family member. The PHA will waive this
retriction as a reasonable accommodation for a family member who is aperson with a
disshility.

In cases wher e the owner and tenant bear the same last name, the PHA may, at its
discretion, requirethe family and or owner to certify whether they arerelated to each
other in any way.
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The owner hasviolated obligations under a housing assistance payments contr act
under Section 8 of the 1937 Act (42 U.S.C. 1437f).

The owner has committed fraud, bribery or any other corrupt act in connection with any
federal housing program.

The owner hasengaged in drug-related criminal activity or any violent criminal
activity.

Theowner hasa history or practice of non-compliance with the HQS for unitsleased
under thetenant-based programsor with applicable housing standardsfor unitsleased
with project-based Section 8 assistance or leased under any other federal housing
program.

Theowner hasahistory or practice of renting unitsthat fail to meet State or local
housing codes.

Theowner hasahistory or practice of failing to terminate tenancy of tenants of units
assisted under Section 8 or any other federally assisted housing program for activity
by the tenant, any member of the household, a guest or another person under the
control of any member of the household that:

Threatenstheright to peaceful enjoyment of the premises by other residents;

Threatensthe health or safety of other residents, of employees of the PHA, or
of owner employeesor other persons engaged in management of the housing.

Threatensthe health or safety of, or theright to peaceful enjoyment of their
residences, by personsresding in theimmediate vicinity of the premises; or

Isdrug-related criminal activity or violent criminal activity;
The owner hasnot paid State or local real estate taxes, finesor assessments.

The owner hasfailed to comply with regulations, the mortgage or note, or the
regulatory agreement for projectswith mortgagesinsured by HUD or loans made by
HUD.
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B. OWNER RESTRICTIONS AND PENALTIES[ 24 CFR 982.453]

If an owner has committed fraud or abuse or is guilty of frequent or serious contract violations, the PHA
will restrict the owner from future participation in the program for a period of time commensurate with
the seriousness of the offense. The PHA may dso terminate some or al contracts with the owner.

Before imposing any pendty againgt an owner the PHA will review dl reevant factors pertaining to the
case, and will consider such factors as the owner's record of compliance and the number of violations.

See Program Integrity Addendum for guidance asto how owner fraud will be handled.

C. CHANGE IN OWNERSHIP

A changein ownership does require execution of anew contract and lease.

The PHA will process a change of owner ship only upon the written request of the new owner
and only if accompanied by a copy of the escrow statement or other document showing the
transfer of title, recorded deed and the Employee I dentification Number or Social Security
number of the new owner.

If the new owner does not want an assignment of the contract, the PHA will terminate the
HAP contract with the old owner, since they are no longer the owner. The new owner may
offer the family a new assisted lease. The family may elect to enter into the new lease or
move to another unit.

Reserved
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Chapter 17
CLAIMS, MOVE-OUT AND CLOSE-OUT INSPECTIONS
(For HAP Contracts Effective Before October 2, 1995)

INFORMATION

This chapter has been removed.

The Quality Housing and Work Responsibility Act of 1998 provided that families assisted under
the pre-merger certificate programwould be transferred to the Housing Choice Voucher
Program no later than the second annual reexamination on or after the merger date (October 1,
1999). Families assisted under the pre-merger voucher program were transferred tot he Housing
Choice Voucher Program as of October 1, 1999. Under pre-merger voucher contracts, owner
claims against the PHA were limited to the amount the owner was allowed to collect as the
family’ s security deposit. This meant that the amount the owner could collect from the PHA was
zero.

Under the Housing Choice Voucher Program, the PHA is not responsible for owner claims
against the family. If the security deposit is not sufficient to cover amounts the family owes
under the lease, the owner may collect the balance from the family.
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Chapter 18
OWNER OR FAMILY DEBTSTO THE PHA
[24 CFR 982.552]

INTRODUCTION

This Chapter describes the PHA's policies for the recovery of monies, which have been overpaid for
families, and to owners. It describes the methods that will be utilized for collection of monies and the
guidelines for different types of debts. It isthe PHA's policy to meet the informationa needs of owners
and families, and to communicate the program rulesin order to avoid owner and family debts. Before a
debt is assessed against afamily or owner, the file must contain documentation to support the PHA's
clam that the debt is owed. The file must further contain written documentation of the method of
cdculation, in aclear format for review by the owner, the family or other interested parties.

When families or owners owe money to the PHA, the PHA will make every effort to collect it. The
PHA will use avariety of collection tools to recover debts including, but not limited to:

Payment agreements
Abatements
Reductionsin HAP to owner

A. __PAYMENT AGREEMENT FOR FAMILIES [24 CFR 982.552 (C)(v-Vii)]

The use of payment agreements for PHAs is optional.

A Payment Agreement as used in this Plan is a document entered into between the PHA and a person
who owes a debt to the PHA. It issimilar to a promissory note, but contains more details regarding the
nature of the debt, the terms of payment, any specid provisions of the agreement, and the remedies
available to the PHA upon default of the agreement.

There are some circumstances in which the PHA will not enter into a payment agreement.
They are:

If the family already has a Payment Agreement in place.
If the PHA determinesthat the family committed program fraud.

The minimum monthly amount of monthly payment for any payment agreement is $10.00
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B. DEBTSOWED FOR CLAIMS[24 CFR 792.103, 982.552 (C)(v-Vii)]

If afamily owes money to the PHA for clams paid to an owner:

The PHA will review the circumstancesresulting in the over payment and decide
whether the family must pay the full amount.

The PHA will enter into a Payment Agreement.

L ate Payments

A payment will be consdered to be in arrearsif:

The payment isnot received by the close of the business day seven (7) days after the
due date.

If the family's payment agreement isin arrears, and the family has not contacted or made arrangements
with the PHA, the PHA will:

Requirethe family to pay the balancein full
Terminatethe housing assistance

If the family requests amove to another unit and has a payment agreement in place for the payment of
an owner clam, and the payment agreement isnot in arrears.

Thefamily will berequired to pay the balancein full prior to the issuance of a voucher.

If the family requests amove to another unit and isin arrears on a payment agreement for the payment
of an owner daim:

If the family paysthe past due amount, they will be per mitted to move.
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C. DEBTSDUE TO MISREPRESENTATIONSNON-REPORTING OF
INFORMATION [24 CFR 982.163]

HUD's definition of program fraud and abuse isa single act or pattern of actions that:

Condtitutes fal se statement, omission, or concealment of a substantive fact, made with intent to
decelve or midead, and that resultsin payment of Section 8 program fundsin violation of
Section 8 program requirements.

Family Error/L ate Reporting

Families who owe money to the PHA dueto the family'sfailureto report increasesin income
will berequired to repay in accordance with the guidelinesin the Payment Agreement Section
of this Chapter.

Program Fraud

Familieswho owe money to the PHA due to program fraud will berequired torepay in
accordance with the guidelinesin the Payment Agreement Section of this Chapter.

If afamily owes an amount, which equals or exceeds $2,500 as aresult of program fraud, the case will
be referred to the Inspector Generd. Where gppropriate, the PHA will refer the case for crimina
prosecution.

Payment Proceduresfor Program Fraud

Familieswho commit program fraud or untimely reporting of increases in income will be subject to
the following procedures:

The maximum time period for a Payment Agreement will betwelve (12) months.

The family will berequired to pre-pay $10.00 of the amount owed prior to or upon
execution of the Payment Agreement.

The minimum monthly payment will be$ 10.00

The amount of the monthly payment will be determined in accordance with the family's
current income.
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D. DEBTSDUE TO MINIMUM RENT TEMPORARY HARDSHIP

If the family owesthe PHA money for rent arrearsincurred during the minimum rent period,
the PHA will calculate the total amount owed and divideit by 12 to arrive at areasonable
payback amount that the family will berequired to pay to the PHA monthly in addition to the
family’sregular monthly rent payment to the owner. The family will be required to pay the
increased amount until thearrearsare paid in full tothe PHA.

If the family goesinto default on the repayment agreement for back rent incurred during a
minimum rent period, the PHA will reevaluate the family’sfinancial situation and determine
whether the family hasthe ability to pay theincreased rent amount and if not, restructure the
existing repayment agreement.

E. _ GUIDELINESFOR PAYMENT AGREEMENTS [24 CFR 982.552(c)(V-Vii)]

Payment Agreementswill be executed between the PHA and the head of household.
The agreement will bein default when a payment isdeinquent by the end of month it was due.

Monthly payments may be decreased in cases of family hardship and if requested with
reasonable notice from the family, verification of the hardship, and the approval of the
Executive Director.

No move will be approved until the debt ispaid in full unlessthe moveisthe result of the
following causes, and the Payment Agreement iscurrent:

Additiona Monies Owed: If the family dready has a Payment Agreement in place and incurs an
additional debt to the PHA:

The PHA will not enter into mor e than one Payment Agreement with the family.

F. OWNER DEBTSTO THE PHA [24 CFR 982.453(b)]

If the PHA determinesthat the owner has retained Housng Assstance or Clam Payments the owner is
not entitled to, the PHA may reclaim the amounts from future Housing Assistance or Claim Payments
owed the owner for any units under contract.

If future Housing Assstance or Claim Payments are insufficient to reclaim the amounts owed, the PHA
will:

Requirethe owner to pay the amount in full within thirty (30) days.
Restrict the owner from future participation.
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G. WRITING OFF DEBTS

Debts will be written off if:

The debtor's wher eabouts are unknown and the debt ismorethan three (3) years
old.

Thedebtor isdeceased.

Reserved
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Chapter 19
COMPLAINTSAND APPEALS

INTRODUCTION

Theinforma hearing requirements defined in HUD regulation are gpplicable to participating familieswho
disagree with an action, decison, or inaction of the PHA. This Chapter describes the policies,
procedures and standards to be used when families disagree with a PHA decision. The procedures and
requirements are explained for preference denid meetings, informa reviews and hearings. It isthe policy
of the PHA to ensure that dl families have the benefit of dl protections due to them under the law.

In addition to complaints from families, PHAs al so receive complaints from owners, employees,
and the public.

A. COMPLAINTSTO THE PHA

The PHA will respond promptly to complaints from families, owners, employees, and members of the
public. All complaints will be documented. The PHA does not require that complaints other than HQS
violations be put in writing. HQS complaints may be reported by telephone.

The PHA hearing procedures will be provided to familiesin the briefing packet.

Categories of Complaints

Complaints from families: If afamily disagrees with an action or inaction of the PHA or owner.

Complaints from familieswill bereferred to the Executive Director or the Housing
Coordinator.

Complaints from owners: If an owner disagrees with an action or inaction of the PHA or afamily.

Complaints from ownerswill bereferred to Executive Director or the Housing Coordinator.

Complaints from gaff: If a saff person reports an owner or family either violating or not complying with
program rules, the complaint will be referred to the Executive Director.

Complaints from the generd public: Complaints or referrds from persons in the community in regard to
the PHA, afamily or an owner.

Complaints from the general public will bereferred to the Executive Director.
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B. PREFERENCE DENIAL S [24 CFR 5.415]

This section does not apply tothisPHA. All preferences have been repealed.

C. __INFORMAL REVIEW PROCEDURES FOR APPLICANTS [24 CFR 982.54(d)(12),
982.554]

Reviews are provided for applicants who are denied assstance before the effective date of the HAP
Contract. The exception is that when an applicant is denied assistance for citizenship or digible
immigrant satus, the applicant is entitled to an informa hearing.

When the PHA determines that an gpplicant isingligible for the program, the family must be notified of
their indigibility in writing. The notice must contain:

The reason(s) they are indigible,
The procedure for requesting areview if the gpplicant does not agree with the decison and
Thetime limit for requesting areview.

When denying admission for crimind activity as shown by acrimind record, the PHA will provide the
subject of the record and the applicant with a copy of the crimina record upon which the decision to
deny was based.

The PHA must provide gpplicants with the opportunity for an Informal Review of decisions denying:
Ligting on the PHA'swaiting list
| ssuance of a'VVoucher
Participation in the program
Assistance under portability procedures

Informal Reviews are not required for established policies and procedures and PHA determinations
such as.

Discretionary adminigirative determinations by the PHA
Generd policy issues or class grievances
A determination of the family unit Sze under the PHA subsidy standards

Refusa to extend or suspend a Voucher
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A PHA determination not to grant approvd of the tenancy
Determination that unit is not in compliance with HQS
Determination that unit is not in accordance with HQS due to family size or composition

Procedurefor Review

A request for an Informa Review must be received in writing by the close of the business day, no later
than ten (10) days from the date of the PHA's natification of denid of assstance. Theinforma review
will be scheduled within thirty (30) days from the date the request is received.

The Informa Review may not be conducted by the person who made or approved the decison under
review, nor a subordinate of such person.

The Review may be conducted by:
An individual from outsde the PHA

The applicant will be given the option of presenting ora or written objections to the decision. Both the
PHA and the family may present evidence and witnesses. The family may use an attorney or other
representative to assst them at their own expense.

A Notice of the Review findings will be provided in writing to the gpplicant within fifteen (15) days
after the review. It shall include the decision of the review officer, and an explanation of the reasons for
the decison.

All requests for areview, supporting documentation and a copy of the fina decision will beretained in
the family'sfile

D. __INFORMAL HEARING PROCEDURES [24 CFR 982.555(a-f), 982.54(cl)(13)]

When the PHA makes adecision regarding the igibility and/or the amount of assistance, gpplicants and
participants must be natified in writing. The PHA will give the family prompt notice of such
determinations which will include:

The proposed action or decison of the PHA,;

The date the proposed action or decision will take place;

The family'sright to an explanation of the basis for the PHA's decision.

The procedures for requesting a hearing if the family disputes the action or decision;
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Thetime limit for requesting the hearing.
Towhom the hearing request should be addressed
A copy of the PHA’ s hearing procedures

When terminating assistance for crimind activity as shown by a crimina record, the PHA will provide
the subject of the record and the tenant/participant with a copy of the crimina record upon which the
decision to terminate was based.

The PHA must provide participants with the opportunity for an Informal Hearing for decisons related to
any of the following PHA determinations:

Determination of the family's annua or adjusted income and the computation of the housing
ass stance payment

Appropriate utility alowance used from schedule
Family unit Size determination under PHA subsidy standards
Determination to terminate assstance for any reason

Determination to terminate afamily's FSS contract, withhold supportive services, or propose
forfeiture of the family's escrow account.

The PHA must dways provide the opportunity for an informa hearing before termination of assstance.

Informa Hearings are not required for established policies and procedures and PHA determinations
such as.

Discretionary adminigrative determinations by the PHA

Generd policy issues or class grievances

Establishment of the PHA schedule of utility alowances for families in the program
A PHA determination not to approve an extenson or suspension of avoucher term
A PHA determination not to gpprove a unit or lease

A PHA determination that an asssted unit is not in compliance with HQS (PHA must provide
hearing for family breach of HQS because that is afamily obligation determination)

A PHA determination that the unit is not in accordance with HQS because of the family sze
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A PHA determination to exercise or not exercise any right or remedy against the owner under a
HAP contract

Notification of Hearing

It isthe PHA's objective to resolve disputes a the lowest level possible, and to make every effort to
avoid the mogt severe remedies. However, if thisis not possible, the PHA will ensure that applicants
and participants will receive dl of the protections and rights afforded by the law and the regulations.

When the PHA receives arequest for an informa hearing, a hearing shdl be scheduled within thirty
(30) days. The natification of hearing will contain:

The date and time of the hearing
The location where the hearing will be held

The family'sright to bring evidence, witnesses, legd or other representation at the family's
expense

The right to view any documents or evidence in the possession of the PHA upon which the
PHA based the proposed action and, at the family's expense, to obtain a copy of such
documents prior to the hearing. Requestsfor such documents or evidence must be
received no later than seven (7) days befor e the hearing date.

A notice to the family that the PHA will request a copy of any documents or evidence the family
will use @ the hearing. Requests for such documents or evidence must bereceived no
later than seven (7) days before the hearing date.

The PHA's Hearing Procedur es

After ahearing dateisagreed to, the family may request to reschedule only upon showing
"good cause,” which isdefined as an unavoidable conflict which serioudy affectsthe health,
safety or welfare of the family.

Families have theright to:
Present written or ord objections to the PHA's determination.

Examine the documents in the file, which are the basis for the PHA's action, and al documents
submitted to the Hearing Officer;

Copy any relevant documents at their expense;

Present any information or witnesses pertinent to the issue of the hearing;
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Request that PHA staf be available or present at the hearing to answer questions pertinent to the
case; and

Be represented by lega counsdl, advocate, or other designated representative at their own
expense.

If the family requests copies of documentsrelevant to the hearing, the PHA will make the
copiesfor the family and assess a charge of $.15 per copy. In no case will the family be
allowed to removethefile from the PHA's office.

In addition to other rights contained in this Chapter, the PHA has aright to:
Present evidence and any information pertinent to the issue of the hearing;
Be naotified if the family intends to be represented by lega counsdl, advocate, or another party;
Examine and copy any documents to be used by the family prior to the hearing;
Have its atorney present; and
Have staff persons and other witnesses familiar with the case present.

The Informa Hearing shal be conducted by the Hearing Officer appointed by the PHA who is neither
the person who made or approved the decision, nor a subordinate of that person. The PHA appoints
hearing officers who:

Are managersfrom other departmentsin the government of the jurisdiction
Area private citizen.

The hearing shal concern only the issues for which the family has received the opportunity for hearing.
Evidence presented at the hearing may be consdered without regard to admissibility under the rules of
evidence gpplicableto judicid proceedings.

No documents may be presented which have not been provided to the other party before the hearing if
requested by the other party. "Documents’ includes records and regulations.

The Hearing Officer may ask the family for additiond information and/or might adjourn the Hearing in
order to reconvene at alater date, before reaching a decision.

If the family misses an appointment or deadline ordered by the Hearing Officer, the action of
the PHA shall take effect and another hearing will not be granted.
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The Hearing Officer will determine whether the action, inaction or decison of the PHA islegd in
accordance with HUD regulations and this Adminidirative Plan based upon the evidence and testimony
provided a the hearing. Factud determinations relating to the individuad circumstances of the family will
be based on a preponderance of the evidence presented at the hearing.

A notice of the Hearing Findings shdl be provided in writing to the PHA and the family within fifteen
(15) days and shdl include:

A cdlear summary of the decision and reasons for the decision;

If the decision involves money owed, the amount owed and documentation of the calculation
of monies owed,

The date the decison goes into effect.
The PHA is not bound by hearing decisons.
Which concern mattersin which the PHA is not required to provide an opportunity for a hearing
Which conflict with or contradict to HUD regulations or requirements,
Which conflict with or contradict Federdl, State or local laws; or
Which exceed the authority of the person conducting the hearing.

The PHA shdl send aletter to the participant if it determines the PHA is not bound by the Hearing
Officer's determination within fifteen (15) days. The letter shdl include the PHA's reasons for the
decision.

All requests for a hearing, supporting documentation, and a copy of the fina decison will be retained in
the family'sfile

E. HEARING AND APPEAL PROVISIONSFOR "RESTRICTIONS ON
ASSISTANCE TO NON-CITIZENS' [24 CFR Part 5, Subpart E]

Assgtance to the family may not be delayed, denied or terminated on the basis of immigration status at
any time prior to the receipt of the decison onthe INS appedl.

Assgtance to afamily may not be terminated or denied while the PHA hearing is pending but assstance
to an gpplicant may be delayed pending the PHA hearing.
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INS Deter mination of Indiqgibility

If afamily member daimsto be an digible immigrant and the INS SAVE system and manua search do
not verify the claim, the PHA natifies the gpplicant or participant within ten days of thelr right to gppedl
to the INS within thirty days or to request an informal hearing with the PHA either in lieu of or
subsequent to the INS appesl.

If the family appedsto the INS, they must give the PHA a copy of the apped and proof of mailing or
the PHA may proceed to deny or terminate. The time period to request an gpped may be extended by
the PHA for good cause.

The request for aPHA hearing must be made within fourteen days of receipt of the notice offering the
hearing or, if an apped was made to the INS, within fourteen days of receipt of that notice.

After receipt of arequest for an informa hearing, the hearing is conducted as described in this chapter
for both gpplicants and participants. If the hearing officer decides that the individua is not digible, and
there are no other digible family members the PHA will:

Deny the gpplicant family
Defer termination if the family is a participant and qudifies for deferrd
Terminate the participant if the family does not quaify for deferra

If there are digible membersin the family, the PHA will offer to prorate assstance or give the family the
option to remove the indigible members.

All other complaints rdated to digible citizen/immigrant satus.

If any family member fails to provide documentation or certification as required by the
regulation, that member istreated asindigible. If dl family membersfail to provide, the family
will be denied or terminated for failure to provide.

Participants whose termination is carried out after temporary deferra may not request a hearing
since they had an opportunity for a hearing prior to the termination.

Participants whose assistance is pro-rated (either based on their statement that some members
areindigible or dueto falure to verify digible immigration Satus for some members after
exercisgng their appea and hearing rights described above) are entitled to a hearing based on the
right to a hearing regarding determinations of tenant rent and Tota Tenant Payment.

Families denied or terminated for fraud in connection with the non-citizens rule are entitled to a
review or hearing in the same way as terminations for any other type of fraud.
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F. MITIGATING CIRCUMSTANCESFOR APPLICANTSPARTICIPANTSWITH
DISABILITIES [24 CFR 982.204, 982.552(c)]

When gpplicants are denied placement on the waiting ligt, or the PHA is terminating assstance, the
family will be informed that presence of a disability may be consdered as a mitigating circumstance
during the informal review process.

Examples of mitigating circumstances are: a) A person with a cognitive disorder may not have
under stood the requirement to report increases in income, b) A person may not under stand the
need to make regular repayments on a promissory note, ¢) Minor criminal records for public
drunkenness may be due to medication; prior incarcerations for being disorderly may be
emotional disorder.
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Chapter 20
SPECIAL HOUSING TYPES
[24 CFR 982.601]

INTRODUCTION

With one exception, HUD does not require PHASs to use any of the Specid Housing Types. However,
the PHA must permit use of any Specia Housing Typeif it is needed as a reasonable accommodetion to
make the program readily accessible to and usable by persons with disabilities.

VERIFICATION OF NEED FOR REASONABLE ACCOMMODATION

The PHA will request verification from a knowledgeable professona as to how the specia housing
type requested provides the accommodation that the person needs. A copy of the PHA's response to
the request, dong with supporting documentation, will be maintained in the gpplicant/participant's file.
The requested housing type must be approvable by al other HUD standards and HQS requirementsin
accordance with [CFR Part, 982 Subpart M - Specid Housing Types].

The PHA will not set asde any program funding for specid housing types.

A. SINGLE ROOM OCCUPANCY [24 CFR 982.602]

Thereareno SROsin the PHA's program.

B. _ CONGREGATE HOUSING [24 CFR 982.606]

Not applicableto this PHA. Except as heeded as a reasonable accommodation to make the program
reedily accessible to and usable by persons with disabilities.

CONGREGATE HOUSING [CFR 982.607, 982.608()(1), 982.608(a)(2), 982.608(b)]

The unit must contain arefrigerator of appropriate Sze. There must be a central kitchen and dining
facilities on the premises that are located within the premises and ble to the residents. Mugt
contain suitable space and equipment to store, prepare, and serve food in a sanitary manner. Food
services must be provided for the resdents and not by the residents. The unit must be in compliance
with al Housing Qudity Standards (HQS) [CFR 982.609].
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CONGREGATE HOUSING RESIDENCY

An dderly person or a person with disabilities may reside in a congregate housing unit.

The PHA will gpprove alive-in aide if needed as a reasonable accommodation so that the program
isreadily accessible to and usable by personswith disabilities. See Chapter 2, page 2.3.

CONGREGATE HOUSING LEASE AND HAP CONTRACT

A separate lease and HAP contract is needed for each assisted family.

CONGREGATE HOUSING RENT AND HAP

Unlessthereisalive-in ade, for afamily that resdes in a congregate housing unit the payment
standard isthe O (zero) bedroom payment standard amount on the PHA payment standard schedule.

If there are 2 (two) or more rooms in the unit (not including kitchen or sanitary facilities), the
payment standard for afamily that resdes in a congregate housing unit isthe 1 (one) bedroom payment
Standard amount.

If there is an approved live-in ade, the live-in aide will be counted in determining the family unit
gze

C. GROUP HOMES [24 CFR 982.610, 982.612]

Not applicable to this PHA. Except as needed as a reasonable accommodation to make the program
reedily accessible to and usable by persons with disabilities.

GROUP HOMES [CFR 982.610]

The unit must be located in aresdentia setting. The group home must be accessible to and usable
by aresident with disgbilities. A group home must be licensed, certified, or otherwise gpproved in
writing by the State (e.g., Department of Human Resources, Mental Health, Retardation, or Socid
Services) asagroup home for the elderly or persons with disabilities. The unit must be in compliance
with al Housing Quality Standards (HQS) [CFR. 982.614].
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GROUP HOME RESIDENCY

An ederly person or a person with disabilities may resde in a State approved group home. The
PHA must approve alive-in aide if needed as a reasonable accommodation so that the program is
readily accessible to and usable by persons with disabilities. See Chapter 2, page 2.3. Except for alive-
inade, dl resdents of agroup home must be ederly persons or persons with disabilities. The PHA will
not gpprove assstance if file documentation indicates that the person isin need of continua medica or
nursing care. No more than 12 persons may reside in agroup home. Thislimit coversdl persons who
resde in the unit, including asssted and unasssted resdents and any live-in aide.

GROUP HOME LEASE AND HAP CONTRACT

There will be a separate HAP contract and lease for each assisted person living in agroup home.

GROUP HOME RENT AND HAP

The rent to owner for an assisted person may not exceed the pro-rata portion (that which is
derived by dividing the number of personsin the asssted household by the total number of residents
(asssted and unassisted) residing in the group home) of the reasonable rent for the group home. The
number of personsin the asssted household equals one assisted person plus any PHA approved live-in
ade.

The reasonable rent for a group home is determined in accordance with CFR 982.503. In
determing reasonable rent, the PHA will consder whether sanitary facilities, and facilities for food
preparation and service, are common facilities or private.

Maximum Subsdy

Unlessthereisalive-in ade, the family unit Szeis zero or one (1) bedroom. If thereisalive-
in ade, the live-in aide must be counted in determining the family unit sze. The PHA must approve any
live-in aide. See Chapter 2, page 2.3.

The payment standard for a person who residesin agroup homeisthe lower of:

The payment sandard amount on the PHA payment standard schedule for the family
unit9ze or

The pro-rata portion of the payment standard amount on the PHA payment standard
schedule for the group home size.
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Utility Allowance

The utility alowance for each assisted person residing in a group home is the pro-rata portion
of the utility alowance for the group home unit sze.

D. SHARED HOUSING [24 CFR 982.615]

Not applicableto thisPHA Except as needed as a reasonable accommodation to make the program
readily accessible to and usable by persons with disabilities.

SHARED HOUSING [CFR 982.615]

The assgted family shares a unit with the other resdent or resdents of the unit. The unit may be a
house or an gpartment. The entire unit must provide adequate space and security for dl its resdents
whether assisted or unassisted. Each unit must contain private space for each assisted family, plus
common space for shared use by the residents of the unit. Common space must be appropriate for
shard use by the resdents. The private space for each asssted family must contain at least one (1)
bedroom for each two personsin the family. A zero (0) or one (1) bedroom unit may not be used for
shared housing. The unit must be in compliance with al Housing Qudity Standards (HQS) [CFR
982.618].

SHARED HOUSING RESIDENCY

Assgted and unassisted families may resde in a shared housing unit. The PHA must gpprove a
live-in aide if needed as a reasonable accommodation so that the program is readily accessible to and
usable by persons with disabilities. See Chapter 2, page 2.3. The owner of a shared housing unit may
resdein the unit.

SHARED HOUSING LEASE AND HAP CONTRACT

There will be a separate housing ass stance payment contract and lease for each asssted family
resding in ashared housing unit. The resdent owner may enter into a HAP contract with the PHA.
However, housing assistlance may not be paid on behaf of an owner. The PHA will not approve
assgtance for a person or family that isrelated by blood or marriage to aresdent owner.

SHARED HOUSING RENT AND HAP

For shared housing, the term "pro-rata portion" means the ratio derived by dividing the number of
bedrooms in the private space available for occupancy by afamily by the tota number of bedroomsin
the unit.
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For afamily entitled to occupy three bedroomsin afive bedroom unit, the ration
would be 3/5.

The rent to owner for the family may not exceed the pro-rata portion of the reasonable rent for the
shared housing dwdling unit.

Maximum Subsidy
The payment standard for afamily that resdesin ashared housing unit is the lower of:

The payment sandard amount on the PHA payment stlandard schedule for the family
unit9ze or

The pro-rata portion of the payment standard amount on the PHA payment standard
schedule for the shared housing unit size.

If thereisalive-in ade, the live-in aide must be counted in determining the family unit Sze. The PHA
must gpprove any live-in aide. See chapter 2, 2.3.

Utility Allowance

The utility dlowance for an asssted family living in shared housing is the pro-rata portion of
the utility dlowance for the shared housing unit sze.

E.MANUFACTURED HOMES[24 CFR 982.620]*

The PHA will permit afamily to lease a manufactured home and space with assistance under the
program. The PHA will not provide assstance for afamily that owns the manufactured home and
leases only the space.

Housing Quality Standards [24 CFR 982.621]

A manufactured home must meet dl the HQS requirements outlined in the "Housing Qudity Standards
and Inspections' chapter and regulated by 24 CFR 982.401. In addition the manufactured home aso
must meet the following requirements:

A manufactured home must be placed on the Ste in a stable manner, and must be free from hazards
such as diding or wind damage.
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A manufactured home must be securely anchored by atie-down device that distributes and transfers the
loads imposed by the unit to appropriate ground anchorsto resist wind overturning and diding.

The PHA will be in HQS compliance, where applicable, for any of the Specid Housing Types

F. COOPERATIVE HOUSING [24 CFR 982.619]

Not applicableto thisPHA.

G. HOME OWNERSHIP (24 CFR 982.625)

Not applicable to this PHA.
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GLOSSARY OF TERMSIN SUBSIDIZED HOUSING
1937 Housing Act: The United States Housing Act of 1937 [42 U.S.C. 1437 et seq.]

Absorption: In portability, the point at which a receiving housing authority stops billing
the initial housing authority for assistance on behalf of a portable family. [24 CFR 982.4]

Adjusted Annual Income: The amount of household income, after deductions for
specified allowances, on which tenant rent is based.

Administrative fee: Fee paid by HUD to the housing authority for the administration of
the program.

Administrative Plan: The plan that describes housing authority policies for the
administration of the tenant-based programs.

Admission: The point when the family becomes a participant in the program. In a
tenant-based program, the date used for this purpose is the effective date of the first
HAP Contract for a family (first day of initial lease term).

Adult: A household member who is 18 years or older or who is the head of the

household, or spouse, or co-head. An adult must have the legal capacity to enter a
lease under State and local law.

Allowances: Amounts deducted from the household's annual income in determining
adjusted annual income (the income amount used in the rent calculation). Allowances
are given for elderly families, dependents, medical expenses for elderly families,
disability expenses, and child care expenses for children under 13 years of age. Other
allowances can be given at the discretion of the housing authority.

Annual Contributions Contract (ACC): The written contract between HUD and a
housing authority under which HUD agrees to provide funding for a program under the
1937 Act, and the housing authority agrees to comply with HUD requirements for the
program.

Annual Income: All amounts, monetary or not, that:

a. Go to (or on behalf of) the family head or spouse (even if temporarily absent) or
to any other family member, or

b. Are anticipated to be received from a source outside the family during the 12-
month period following admission or annual reexamination effective date; and

c. Are not specifically excluded from Annual Income.



d. Annual Income also includes amounts derived (during the 12-month period) from
assets to which any member of the family has access.

Applicant (applicant family): A family that has applied for admission to a program but
is not yet a participant in the program.

Assets: see net family assets.

Asset Income: Income received from assets held by household members. If assets

total more than $5,000, income from the assets is "imputed" and the greater of actual
asset income and imputed asset income is counted in annual income.

Assisted lease (lease): A written agreement between an owner and a family for the
leasing of a dwelling unit to the family. The lease establishes the conditions for
occupancy of the dwelling unit by a family with housing assistance payments under a
HAP contract between the owner and the housing authority.

Certification: The examination of a household's income, expenses, and family
composition to determine the household's eligibility for program participation and to
calculate the household's rent for the following 12 months.

Child: For purposes of citizenship regulations, a member of the family other than the
family head or spouse who is under 18 years of age.

Child care expenses: Amounts anticipated to be paid by the family for the care of
children under 13 years of age during the period for which annual income is computed,
but only where such care is necessary to enable a family member to actively seek
employment, be gainfully employed, or to further his or her education and only to the
extent such amounts are not reimbursed. The amount deducted shall reflect reasonable
charges for child care. In the case of childcare necessary to permit employment, the
amount deducted shall not exceed the amount of employment income that is included in
annual income.

Citizen: A citizen or national of the United States.

Common space: In shared housing: Space available for use by the assisted family and
other occupants of the unit.

Congregate housing: Housing for elderly or persons with disabilities that meets the
HQS for congregate housing.

Consent form: Any consent form approved by HUD to be signed by assistance

applicants and participants for the purpose of obtaining income information from
employers and SWICASs, return information from the Social Security Administration, and
return information for unearned income from the Internal Revenue Service. The consent
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forms may authorize the collection of other information from assistance applicants or
participants to determine eligibility or level of benefits.

Consolidated Annual Contributions Contract. (Consolidated ACC). See 24 CFR
982.151.

Contiguous MSA: In portability, an MSA that shares a common boundary with the MSA
in which the jurisdiction of the initial housing authority is located.

Continuously assisted: An applicant is continuously assisted under the 1937 Housing
Act if the family is already receiving assistance under any 1937 Housing Act program
when the family is admitted to the Voucher Program.

Cooperative: Housing owned by a corporation or association, and where a member of
the corporation or association has the right to reside in a particular unit, and to
participate in management of the housing. A special housing type: See 24 CFR
982.619.

Cooperative member: A family of which one or more members owns membership
shares in a cooperative.

Covered Families: Statutory term for families who receive welfare assistance or other
public assistance benefits (“welfare benefits”) from a State or other public agency
("welfare agency") under a program for which Federal, State, or local law requires that a
member of the family must participate in an economic self-sufficiency program as a
condition for such assistance.

Decent, safe, and sanitary: Housing is decent, safe, and sanitary if it satisfies the
applicable housing quality standards.

Department: The Department of Housing and Urban Development.

Dependent: A member of the family household (excluding foster children and foster
adults) other than the family head or spouse, who is under 18 years of age, or is a person
with a disability, or is a full-time student 18 years of age or over.

Disability assistance expense: Anticipated cost for care attendants and auxiliary
apparatus for disabled family members which enable a family member (including the
disabled family member) to work.

Disabled family: A family whose head, spouse, or sole member is a person with
disabilities; or two or more persons with dsabilities living together; or one or more
persons with disabilities living with one or more live-in aides.

Disabled person: See "person with disabilities."”
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Displaced person/family: A person or family displaced by governmental action (such
as urban rerewal), or a person whose dwelling has been extensively damaged or
destroyed as a result of a disaster declared or otherwise formally recognized pursuant
to Federal disaster relief laws.

Domicile: The legal residence of the household head or spouse as determined in
accordance with State and local law.

Drug-related criminal activity: lllegal use or personal use of a controlled substance,
and the illegal manufacture, sale, distribution, use or possession with intent to
manufacture, sell, distribute or use, of a controlled substance (as defined in Section 102
of the Controlled Substance Act (21 U.S.C. 802).

Drug trafficking: The illegal manufacture, sale, or distribution, or the possession with

intent to manufacture, sell, or distribute, of a controlled substance (as defined in Section
102 of the Controlled Substance Act (21 U.S.C. 802).

Economic self-sufficiency program: Any program designed to encourage, assist, train
or facilitate the economic independence of HUD-assisted families or to provide work for
such families. These programs include programs for job training, employment counseling,
work placement, basic skills training, education, English proficiency, workfare, financial or
household management, apprenticeship, and any program necessary to ready a
participant for work (including a substance abuse or mental health treatment program).
Includes any work activities as defined in the Social Security Act (42 U.S.C. 607 (d). Also
see 24 CFR 5.603 (c).

Elderly family: A family whose head, spouse, or sole member is a person who is at
least 62 years of age; or two or more persons who are at least 62 years of age living
together; or one or more persons who are at least 62 years of age living with one or
more live-in aides.

Elderly Household: A family whose head or spouse or whose sole member is at least

62 years of age: may include two or more elderly persons living together or one or more
such persons living with another person who is determined to be essential to his/her
care and wellbeing.

Elderly person: A person who is at least 62 years of age.

Evidence of citizenship or eligible status: The documents that must be submitted to
evidence citizenship or eligible immigration status.

Exception rent: An amount that exceeds the published fair market rent.

Excess medical expenses: Any medical expenses incurred by elderly or disabled

families only in excess of 3% of Annual Income which are not reimbursable from any
other source.
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Extremely low-income families: A family whose annual income does not exceed 30%
of the median income for the area, as determined by HUD, with adjustments for smaller
and larger families. HUD may establish income ceilings higher or lower than 30% of the
median income for the area if HUD finds that such variations are necessary due to
unusually high or low family incomes.

Fair Housing Act: Title VIII of the Civil Rights Act of 1968, as amended by the Fair
Housing Amendments Act of 1988 (42 U.S.C. 3601 et seq.).

Fair market rent (FMR): The rent, including the cost of utilities (except telephone), as
established by HUD for units of varying sizes (by number of bedrooms), that must be
paid in the housing market area to rent privately-owned existing, decent, safe and
sanitary rental housing of modest (non-luxury) nature with suitable amenities. FMRs are
published periodically in the Federal Register.

Family includes but is not limited to:

a. A family with or without children (the temporary absence of a child from the home
due to placement in foster care shall not be considered in determining family
composition and family size);

An elderly family;

A near-elderly family;

A disabled family;

A displaced family;

The remaining member of a tenant family; and

A single person who is not an elderly or displaced person, or a person with
disabilities, or the remaining member of a tenant family.

@~oao0oT

Family members: include all household members except live-in aides, foster children
and foster adults. All family members permanently reside in the unit, though they may
be temporarily absent. All family members are listed on the HUD-50058 form.

Family Rent to Owner: In the voucher program, the portion of rent to owner paid by the
family.

Family self-sufficiency program (FSS program): The program established by a
housing authority to promote self-sufficiency of assisted families, including the
coordination of supportive services (42 U.S.C. 1437u).

Family share: The portion of rent and utilities paid by the family or the gross rent minus
the amount of the housing assistance payment.

Family unit size: The appropriate number of bedrooms for a family as determined by
the housing authority under the housing authority's subsidy standards.
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First-time homeowner: In the homeownership option, a family of which no member
owned any present ownership interest in a residence of any family member during the
three years before commencement of homeownership assistance for the family. The
term "first-time homeowner" includes a single parent or displaced homemaker (as
those terms are defined in 12 U.S.C. 12713) who, while married, owned a home with his
or her spouse, or resided in a home owned by his or her spouse.

Form 50058: The HUD form that housing authorities are required to complete for each
assisted household in public housing to record information used in the certification and
re-certification process, and, at the option of the housing authority, for interim
reexaminations.

FMR/exception rent limit: The Section 8 existing housing fair market rent published by
HUD headquarters, or any exception rent. For a tenancy in the Voucher Program, the
housing authority may adopt a payment standard up to the FMR/exception rent limit.

Full-time employment: Employment that averages at least 30 hours per week. This

can include self-employment as long as the employees earns at least the average of the
federal minimum wage over a 30 hour period.

Full-time student: A person who is attending school or vocational training on a full-time
basis.

Gross rent: The sum of the rent to the owner plus any utilities.

Group Home: A dwelling unit that is licensed by a State as a group home for the
exclusive residential use of two to twelve persons who are elderly or persons with
disabilities (including any live-in aide).

Head of household: The adult member of the family who is the head of the household
for purposes of determining income eligibility and rent.

Home: In the homeownership option: A dwelling unit for which the XYZ Housing
Authority pays homeownership assistance.

Homeowner: In the homeownership option, a family of which one or more members
owns title to the home.

Homeownership assistance: In the homeownership option, monthly homeownership

assistance payments by the XYZ Housing Authority. Homeownership assistance
payment may be paid to the family, or to a mortgage lender on behalf of the family.

Homeownership expenses: In the homeownership option, a family's allowable monthly
expenses for the home, as determined by the XYZ Housing Authority in accordance
with HUD requirements.



Homeownership option: Assistance for a homeowner or cooperative member under
Sec. 982.625 to Sec. 982.641. A special housing type.

Household members: include all individuals who reside or will reside in the unit and
who are listed on the lease, including live-in aides, foster children and foster adults.

Housing Assistance Payment (HAP): The monthly assistance by a housing authority,
which includes (1) a payment to the owner for rent to the owner under the family's lease,
and (2) an additional payment to the family if the total assistance payment exceeds the
rent to owner.

Housing quality standards (HQS): The HUD minimum quality standards for
housing assisted under the Section 8 program.

Housing Choice Voucher: A document issued by a housing authority to a family
selected for admission to the Housing Choice Voucher Program. This document
describes the program and the procedures for housing authority approval of a unit
selected by the family. The voucher also states the obligations of the family under the
program.

Housing Choice Voucher holder: A family that has an unexpired housing choice
voucher.

Imputed income: For households with net family assets of more than $5,000, the
amount calculated by multiplying net family assets by a HUD-specified percentage. If
imputed income is more than actual income from assets, the imputed amount is used in
determining annual income.

Imputed welfare income: The amount of annual income not actually received by a

family, as a result of a specified welfare benefit reduction, that is nonetheless included
in the family's annual income for purposes of determining rent.

Income category: Designates a family's income range. There are three categories: low
income, very low income and extremely low-income.

Incremental income: The increased portion of income between the total amount of
welfare and earnings of a family member prior to enrollment in a training program and
welfare and earnings of the family member after enrollment in the training program. All
other amounts, increases and decreases, are treated in the usual manner in
determining annual income.

Initial Housing Authority: In portability, both: (1) a housing authority that originally
selected a family that later decides to move out of the jurisdiction of the selecting
housing authority; and (2) a housing authority that absorbed a family that later decides
to move out of the jurisdiction of the absorbing housing authority.
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Initial payment standard: The payment standard at the beginning of the HAP contract
term.

Initial rent to owner: The rent to owner at the beginning of the initial lease term.
Interest in the home: In the homeownership option:

a. Inthe case of assistance for a homeowner, “interest in the home” includes title to
the home, any lease or other right to occupy the home, or any other present
interest in the home.

b. In the case of assistance for a cooperative member, “interest in the home”
includes ownership of membership shares in the cooperative, any lease or other
right to occupy the home, or any other present interest in the home.

Interim (examination): A reexamination of a household's income, expenses, and
household status conducted between the annual recertifications when a change in a
household's circumstances warrant such a reexamination.

Jurisdiction: The area in which the housing authority has authority under State and
local law to administer the program.

Lease: A written agreement between an owner and tenant for the leasing of a dwelling
unit to the tenant. The lease establishes the conditions for occupancy of the dwelling
unit by a family with housing assistance payments under a HAP Contract between the
owner and the housing authority.

Legal capacity: The participant is bound by the terms of the lease and may enforce the
terms of the lease against the owner.

Live-in aide: A person who resides with one or more elderly persons, or near-elderly
persons, or persons with disabilities, and who:

a. Is determined to be essential to the care and well-being of the persons;

b. Is not obligated for the support of the persons; and

c. Would not be living in the unit except to provide the necessary supportive
services.

Low-income families: Those families whose incomes do not exceed 80% of the
median income for the area, as determined by HUD with adjustments for smaller and
larger families, except that HUD may establish income ceilings higher or lower than 80%
of the median for the area on the basis of HUD's findings that such variations are
necessary because of unusually high or low family incomes.

Manufactured home: A manufactured structure that is built on a permanent chassis, is
designed for use as a principal place of residence, and meets the HQS.
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Manufacture home space: In manufactured home space rental: A space leased by an
owner to a family. A manufactured home owned and occupied by the family is located
on the space.

Medical expenses: Medical expenses, including medical insurance premiums, that are
anticipated during the period for which annual income is computed, and that are not
covered by insurance.

Mixed family: A family whose members include those with citizenship or eligible
immigration status, and those without citizenship or eligible immigration status.

Moderate rehabilitation: Rehabilitation involving a minimum expenditure of $1000 for a
unit, including its prorated share of work to be accomplished on common areas or
systems, to:

a. upgrade to decent, safe and sanitary condition to comply with the Housing Quality
Standards or other standards approved by HUD, from a condition below these
standards (improvements being of a modest nature and other than routine
maintenance); or

b. repair or replace major building systems or components in danger of failure.

Monthly adjusted income: One twelfth of adjusted income.
Monthly income: One twelfth of annual income.

National: A person who owes permanent allegiance to the United States, for example,
as a result of birth in a United States territory or possession.

Near-elderly family: A family whose head, spouse, or sole member is a person who is
at least 50 years of age but below the age of 62; or two or more persons who are at
least 50 years of age but below the age of 62 living together; or one or more persons
who are at least 50 years of age but below the age of 62 living with one or more live-in
aides.

Net family assets:

a. Net cash value after deducting reasonable costs that would be incurred in
disposal of real property, savings, stocks, bonds, and other forms of capital
investment, excluding interests in Indian trust land and excluding equity accounts
in HUD homeownership programs. The value of necessary items of personal
property such as furniture and automobiles shall be excluded.

b. In cases where a trust fund has been established and the trust is not revocable
by, or under the control of, any member of the family or household, the value of
the trust fund will not be considered an asset so long as the fund continues to be
held in trust. Any income distributed from the trust fund shall be counted when
determining annual income.

9



c. In determining net family assets, housing authorities or owners, as applicable,
shall include the value of any business or family assets disposed of by an
applicant or tenant for less than fair market value (including a disposition in trust,
but not in a foreclosure or bankruptcy sale) during the two years preceding the
date of application for the program or reexamination, as applicable, in excess of
the consideration received therefor. In the case of a disposition as part of a
separation or divorce settlement, the disposition will not be considered to be for
less than fair market value if the applicant or tenant receives important
consideration not measurable in dollar terms.

d. For purposes of determining annual income under Section 8 Homeownership, the term
“net family assets’* does not include the value of a home currently being purchased with
assistance under the Section 8 Homeownership Program. This exclusion is limited to the
first 10 years after the purchase date of the home.

Noncitizen: A person who is neither a citizen nor national of the United States.

Notice Of Funding Availability (NOFA): For budget authority that HUD distributes by

competitive process, the Federal Register document that invites applications for
funding. This document explains how to apply for assistance and the criteria for
awarding the funding.

Occupancy standards: The standards that the housing authority establishes for

determining the appropriate number of bedrooms needed to house families of different
sizes or composition.

Owner: Any person or entity, including a cooperative, having the legal right to lease or
sublease existing housing.

Participant (participant family): A family that has been admitted to the housing

authority's program and is currently assisted in the program. The family becomes a
participant on the effective date of the first HAP contract executed by the housing
authority for the family (first day of initial lease).

Payment standard: In a voucher tenancy, the maximum monthly assistance payment
for a family (before deducting the total tenant payment by family contribution). For a
voucher tenancy, the housing authority sets a payment standard in the range from 90%
to 110% of the current FMR.
Person with disabilities: A person who:

A. Has a disability as defined in 42 U.S.C. 423

B. Is determined, pursuant to HUD regulations, to have a physical, mental, or
emotional impairment that:

1. Is expected to be of long-continued and indefinite duration;
10



2. Substantially impedes his or her ability to live independently; and

3. Is of such a nature that the ability to live independently could be
improved by more suitable housing conditions; or

C. Has a developmental disability as defined in 42 U.S.C. 6001

This definition does not exclude persons who hawe the disease of
acquired immunodeficiency syndrome or any conditions arising from the
etiologic agent for acquired immunodeficiency syndrome.

For purposes of qualifying for low-income housing, it does not include a person
whose disability is based solely on any drug or alcohol dependence.

Portability: Renting a dwelling unit with Section 8 tenant-based assistance outside the
jurisdiction of the initial housing authority.

Premises: The building or complex in which the dwelling unit is located, including
common areas and grounds.

Present ownership interest: In the homeownership option, “Present ownership option”
in a residence includes title, in whole or in part, to a residence, or ownership, in whole or
in part, of membership shares in a cooperative. “Present ownership interest” in a
residence does not include the right to purchase title to the residence under a lease-
purchase agreement.

Preservation: This program encourages owners of eligible multifamily housing projects
to preserve low-income housing affordability and availability while reducing the long-
term cost of providing rental assistance. The program offers several approaches to
restructuring the debt of properties developed with project-based Section 8 assistance
whose HAP contracts are about to expire.

Private space: In shared housing: The portion of a contract unit that is for the exclusive
use of an assisted family.

Processing Entity: The person or entity who is responsible for making eligibility and
related determinations and an income reexamination. In the Section 8 and public
housing programs the processing entity is the responsibility entity.

Proration of assistance: The reduction in a family's housing assistance payment to

reflect the proportion of family members in a mixed family who are eligible for
assistance.
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Public Housing: Housing assisted under the 1937 Act, other than under Section 8.
Public housing includes dwelling units in a mixed finance project that are assisted by a
PHA with capital or operating funds.

Public Housing Agency: A State, county, municipality or other governmental entity or
public body (or agency or instrumentality thereof) authorized to engage in or assist in
the development or operation of low-income housing.

Reasonable rent: A rent to owner that is ot more than charged: (a) for comparable
units in the private unassisted market; and (b) for a comparable unassisted unit in the
premises.

Receiving Housing Authority: In portability, a housing authority that receives a family
selected for participation in the tenant-based program of another housing authority. The
receiving housing authority issues a voucher, and provides program assistance to the
family.

Re-certification: A reexamination of a household's income, expenses, and family
composition to determine the household's rent for the following 12 months.

Remaining member of a tenant family: A member of the family listed on the lease
who continues to live in an assisted household after all other family members have left.

Rent to owner: The monthly rent payable to the owner under the lease. Rent to owner
covers payment for any housing services, maintenance, and utilities that the owner is
required to provide and pay for.

Responsible Entity:

A. For the public housing program, the Section 8 tenant-based
assistance program 24(CFR 982), and the Section 8 project-
based certificate or voucher program (24 CFR 983), and the
Section 8 moderate rehabilitation program (24 CFR 882),
responsible entity means the PHA administering the program
under an ACC with HUD;

B. For all other Section 8 programs, responsible entity means the
Section 8 project owner.

Set-up charges: In a manufactured home space rental, charges payable by the family
for assembly, skirting and anchoring the manufactured home.

Shared housing: A unit occupied by two or more families. The unit consists of both
common space for shared use by the occupants of the unit and separate private space
for each assisted family.

12



Shelter allowance: That portion of a welfare benefit (e.g., TANF) that the welfare
agency designates to be used for rent and utilities.

Single person: Someone living alone or intending to live alone who does not qualify as

an elderly person, a person with disabilities, a displaced person, or the remaining
member of a tenant family.

Single room occupancy housing (SRO): A unit for occupancy by a single eligible
individual capable of independent living that contains no sanitary facilities or food
preparation facilities, or contains either, but not both, types of facilities.

Special admission: Admission of an applicant that is not on the housing authority
waiting list, or admission without considering the applicant's waiting list position.

Special housing types: Special housing types include: SRO housing, congregate
housing, group homes, shared housing, cooperatives (including mutual housing), and
manufactured homes (including manufactured home space rental).

Specified welfare benefit reduction:

A. A reduction of welfare benefits by the welfare agency, in whole or in part,
for a family member, as determined by the welfare agency, because of
fraud by a family member in connection wit the welfare program; or
because of welfare agency sanction against a family member for
noncompliance with a welfare agency requirement to participate in an
economic self-sufficiency program.

B. "Specified welfare benefit reduction” does not include a reduction or
termination of welfare benefits by the welfare agency:

1. at the expiration of a lifetime or other time limit on the payment of
welfare benefits;

2. because a family member is not able to obtain employment, even
though the family member has complied with welfare agency
economic self-sufficiency or work activities requirements; or

3. because a family member has not complied with other welfare
agency requirements.

Spouse: The marriage partner, either a husband or wife, who must be divorced to

dissolve the relationship. Includes common law marriages, but not boy/girl friends,
significant other or co-heads.
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State Wage Information Collection Agency (SWICA): The State agency receiving
guarterly wage reports from employers in the State, or an alternative system that has
been determined by the Secretary of Labor to be as effective and timely in providing
employment-related income and eligibility information.

Statement of homeowner obligations: In the homeownership option, the family's
agreement to comply with program obligations.

Subsidy standards: Standards established by a housing authority to determine the

appropriate number of bedrooms and amount of subsidy for families of different sizes
and compositions.

Suspension: Stopping the clock on the term of a family's voucher, for such period as
determined by the housing authority, from the time when the family submits a request
for housing authority approval to lease a unit, until the time when the housing authority
approves or denies the request. Also referred to as tolling.

Tenant: The person or persons (other than a live-in aide) who executes the lease as
lessee of the dwelling unit.

Third-party (verification): Oral or written confirmation of a household's income,
expenses, or household composition provided by a source outside the household, such
as an employer, doctor, school official, etc.

Tolling: see suspension.

Total tenant payment (TTP):

(1) Total tenant payment is the amount calculated under Section 3(a)(1) of the
1937 Act which is the higher of :

a. 30% of the family's monthly adjusted income;

b. 10% of the family's monthly income;

c. Minimum rent; or

d. if the family is receiving payments for welfare assistance from a public
agency and a part of such payments, adjusted in accordance with the
family's actual housing costs, is specifically designated by such agency to
meet the family's housing costs, the portion of such payments which is so

designated.
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(2) If the family's welfare assistance is ratably reduced from the standard of need
by applying a percentage, the amount calculated under Section 3(a)(1) shall
be the amount resulting from one application of the percentage.

Utility allowance: If the cost of utilities (except telephone) and other housing services
for an assisted unit is not included in the tenant rent but is the responsibility of the family
occupying the unit, an amount equal to the estimate made or approved by a housing
authority or HUD of the monthly cost of a reasonable consumption of such utilities and
other services for the unit by an energy-conservative household of modest
circumstances consistent with the requirements of a safe, sanitary, and healthful living
environment.

Utility reimbursement: In the voucher program, the portion of the housing assistance
payment that exceeds the amount of the rent to owner. It is only paid when the housing
assistance payment exceeds the rent to owner. In the certificate program, if the cost of
utilities (except telephone) and other housing services for an assisted unit is not
included in the tenant rent but is the responsibility of the family occupying the unit, an
amount equal to the estimate made or approved by a PHA or HUD of the monthly cost
of a reasonable consumption of such utilities and other services for the unit by an
energy-conservative household of modest circumstances consistent with the
requirements of a safe, sanitary, and healthful living environment.

Verification:

a. The process of obtaining statements from individuals who can attest to the
accuracy of the amounts of income, expenses, or household member status
(e.g., employers, public assistance agency staff, doctors).

b. The three types of verification are:

(1) Third-party verification, either written or oral, obtained from employers, public
assistance agencies, schools, etc.

(2) Documentation such as a copy of a birth certificate or bank statement

(3) Family certification or declaraton (only used when third-party or
documentation verification is not available)

Very low-income families: Families whose incomes do not exceed 50% of the median
family income for the area, as determined by HUD with adjustments for smaller and
larger families, except that HUD may establish income ceilings higher or lower than
50% of the median for the area if HUD finds that such variations are necessary because
of unusually high or low family incomes.
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Violent criminal activity: Any illegal criminal activity that has as one of its elements the
use, attempted use, or threatened use of physical force against the person or property
of another.

Voucher (rental voucher): A document issued by a housing authority to a family
selected for admission to the Housing Choice Voucher Program. This document
describes the program and the procedures for housing authority approval of a unit
selected by the family and states the obligations of the family under the program.

Voucher holder: A family holding a voucher with unexpired search time.

Waiting list admission: An admission from the housing authority waiting list. [24 CFR
982.4]

Welfare assistance. Welfare or other payments to families or individuals, based on
need, that are made under programs funded by Federal, State or local governments.
[24 CFR 5.603]

Welfare rent: In "as-paid" welfare programs, the amount of the welfare benefit
designated for shelter and utilities.

Welfare -to-Work (WTW) families: Families assisted with voucher funding awarded
under the HUD welfare-to-work voucher program.
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ACC
CACC
CFR
FMR
FSS
HA
HAP
HCDA
HQS
HUD
INS
NAHA
NOFA
OMB
PBC
QHWRA
PHA

TTP

ACRONYMS

Annual Contributions Contract

Consolidated Annual Contributions Contract

Code of Federal Regulations

Fair Market Rent

Family Self Sufficiency (program)

Housing Authority

Housing Assistance Payment

Housing and Community Development Act

Housing Quality Standards

Department of Housing and Urban Development
(U.S.) Immigration and Naturalization Service
(Cranston-Gonzalez) National Affordable Housing Act
Notice of Funding Availability

(U.S.) Office of Management and Budget
Project-Based Certificate (program)

Quiality Housing and Work Responsibility Act of 1998
Public Housing Agency

Total Tenant Payment
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ADDENDUM |

INCOME

To determine annual income, the Pittsburg Public Housing Agency counts the
income of all family members, excluding the types and sources of income that
are specifically excluded. Once the annual income is determined, the Pittsburg
Public Housing Agency subtracts all allowable deductions (allowances) as the
next step in determining the Total Tenant Payment.

A.

INCOME

Annual income means all amounts, monetary or not, that:

1.

3.

Go to (or on behalf of) the family head or spouse (even if
temporarily absent) or to any other family member, or

Are anticipated to be received from a source outside the family
during the 12-month period following admission or annual
reexamination effective date; and

Are not specifically excluded from annual income.

If it is not feasible to anticipate a level of income over a 12-month period
(e.g. seasonal or cyclic income), or the Pittsburg Public Housing Agency
believes that past income is the best available indicator of expected future
income, the Pittsburg Public Housing Agency may annualize the income
anticipated for a shorter period, subject to a redetermination at the end of
the shorter period.

Annual income includes, but is not limited to:

1.

The full amount, before any payroll deductions, of wages and
salaries, overtime pay, commissions, fees, tips and bonuses, and
other compensation for personal services.

The net income from the operation of a business or profession.
Expenditures for business expansion or amortization of capital
indebtedness are not used as deductions in determining net
income. An allowance for depreciation of assets used in a business
or profession may be deducted, based on straight-line depreciation,
as provided in Internal Revenue Service regulations. Any
withdrawal of cash or assets from the operation of a business or
profession is included in income, except to the extent the
withdrawal is reimbursement of cash or assets invested in the
operation by the family.



3.

Interest, dividends, and other net income of any kind from real or
personal property. Expenditures for amortization of capital
indebtedness are not used as deductions in determining net
income. An allowance for depreciation of assets used in a business
or profession may be deducted, based on straight-line depreciation,
as provided in Internal Revenue Service regulations. Any
withdrawal of cash or assets from an investment is included in
income, except to the extent the withdrawal is reimbursement of
cash or assets invested by the family. Where the family has net
family assets in excess of $5,000, annual income includes the
greater of the actual income derived from all net family assets or a
percentage of the value of such assets based on the current
passbook savings rate, as determined by HUD.

The full amount of periodic amounts received from Social Security,
annuities, insurance policies, retirement funds, pensions, disability
or death benefits, and other similar types of periodic receipts,
including a lump-sum amount or prospective monthly amounts br
the delayed start of a periodic amount. (However, deferred periodic
amounts from supplemental security income and Social Security
benefits that are received in a lump sum amount or in prospective
monthly amounts are excluded.)

Payments in lieu of earnings, such as unemployment and disability
compensation, worker's compensation and severance pay.
(However, lump sum additions such as insurance payments from
worker's compensation are excluded.)

Welfare assistance.

a. If the welfare assistance payment includes an amount
specifically designated for shelter and utilities that is subject
to adjustment by the welfare assistance agency in
accordance with the actual cost of shelter and utilities, the
amount of welfare assistance income to be included as
income consists of:

I. The amount of the allowance or grant exclusive of the
amount specifically designated for shelter or utilities;
plus

il. The maximum amount that the welfare assistance
agency could in fact allow the family for shelter and
utilities. If the family's welfare assistance is ratably
reduced from the standard of need by applying a
percentage, the amount calculated under this
requirement is the amount resulting from one
application of the percentage.



b.

Imputed welfare income.

1),

2).

3).

4).

5).

6).

A family's annual income includes the amount of
imputed welfare income (because of a specified
welfare benefits reduction, as specified in notice to
the Pittsburg Public Housing Agency by the welfare
agency), plus the total amount of other annual
income.

At the request of the Pittsburg Public Housing
Agency, the welfare agency will inform the Pittsburg
Public Housing Agency in writing of the amount and
term of any specified welfare benefit reduction for a
family member, and the reason for such reduction,
and will also inform the Pittsburg Public Housing
Agency of any subsequent changes in the term or
amount of such specified welfare benefit reduction.
The Pittsburg Public Housing Agency will use this
information to determine the amount of imputed
welfare income for a family.

A family's annual income includes imputed welfare
income in family annual income, as determined at an
interim or regular reexamination of family income and
composition, during the term of the welfare benefits
reduction (as specified in information provided to the
Pittsburg Public Housing Agency by the welfare
agency).

The amount of the imputed welfare income is offset
by the amount of additional income a family receives
that commences after the time the sanction was
imposed. When such additional income from other
sources is at least equal to the imputed welfare
income, the imputed welfare income is reduced to
zero.

The Pittsburg Public Housing Agency will not include
imputed welfare income in annual income if the family
was not an assisted resident at the time of the
sanction.

If a participant is not satisfied that the Pittsburg Public
Housing Agency has calculated the amount of
imputed welfare income in accordance with HUD
requirements, and if the Pittsburg Public Housing
Agency denies the family's request to modify such



7).

amount, then the Pittsburg Public Housing Agency
shall give the resident written notice of such denial,
with a brief explanation of the basis for the Pittsburg
Public Housing Agency's determination of the amount
of imputed welfare income. The Pittsburg Public
Housing Agency's notice shall also state that if the
resident does not agree with the determination, the
resident may contest the decision in accordance with
our informal review policy.

Relations with welfare agencies

a).

b).

The Pittsburg Public Housing Agency will ask
welfare agencies to inform it of any specified
welfare benefits reduction for a family member,
the reason for such reduction, the term of any
such reduction, and any subsequent welfare
agency determination affecting the amount or
term of a specified welfare benefits reduction. If
the welfare agency determines a specified
welfare benefits reduction for a family member,
and gives the Pittsburg Public Housing Agency
written notice of such reduction, the family's
annual incomes shall include the imputed
welfare income because of the specified
welfare benefits reduction.

The Pittsburg Public Housing Agency is
responsible for determining the amount of
imputed welfare income that is included in the
family's annual income as a result of a
specified welfare benefits reduction as
determined by the welfare agency, and
specified in the notice by the welfare agency to
the agency. However, the Pittsburg Public
Housing Agency is not responsible for
determining whether a reduction of welfare
benefits by the welfare agency was correctly
determined by the welfare agency in
accordance with welfare program requirements
and procedures, nor for providing the
opportunity for review or hearing on such
welfare agency determinations.

Such welfare agency determinations are the
responsibility of the welfare agency, and the
family may seek appeal of such determinations
through the welfare agency's normal due



process procedures. The Pittsburg Public
Housing Agency shall rely on the welfare
agency notice to the Pittsburg Public Housing
Agency of the welfare agency's determination
of a specified welfare benefits reduction.

Periodic and determinable allowances, such as alimony and child
support payments, and regular contributions or gifts received from
organizations or from persons not residing in the dwelling.

All regular pay, special pay, and allowances of a member of the
Armed Forces. (Special pay to a member exposed to hostile fire is

excluded.)



ADDENDUM I

EXCLUSIONS FROM INCOME

Annual income does not include the following:

A.

Income from employment of children (including foster children) under the
age of 18 years;

Payments received for the care of foster children or foster adults (usually
persons with disabilities, unrelated to the tenant family, who are unable to
live alone);

Lump-sum additions to family assets, such as inheritances, insurance
payments (including payments under health and accident insurance and
worker's compensation), capital gains and settlement for personal or
property losses;

Amounts received by the family that are specifically for, or in
reimbursement of, the cost of medical expenses for any family member;

Income of a live-in aide;

The full amount of student financial assistance paid directly to the student
or to the educational institution;

The special pay to a family member serving in the Armed Forces who is
exposed to hostile fire;

The amounts received from the following programs:
1. Amounts received under training programs funded by HUD;

2. Amounts received by a person with a disability that are disregarded
for a limited time for purposes of Supplemental Security Income
eligibility and benefits because they are set aside for use under a
Plan to Attain Self-Sufficiency (PASS);

3. Amounts received by a participant in other publicly assisted
programs that are specifically for or in reimbursement of
out-of-pocket expenses incurred (special equipment, clothing,
transportation, child care, etc.) and that are made solely to allow
participation in a specific program;

4. Amounts received under a resident service stipend. A resident
service stipend is a modest amount (not to exceed $200 per month)
received by a resident for performing a service for the Housing



10.

11.

12.

13.

Authority or owner, on a part-time basis, that enhances the quality
of life in the development. Such services may include, but are not
limited to, fire patrol, hall monitoring, lawn maintenance, resident
initiative coordination, and serving as a member of the Pittsburg
Public Housing Agency's governing board.. No resident may
receive more than one such stipend during the same period of time;

Incremental earnings and benefits resulting to any family member
from participation in qualifying State or local employment training
programs (including training programs not affiliated with a local
government) and training of a family member as resident
management staff. Amounts excluded by this provision must be
received under employment training programs with clearly defined
goals and objectives and are excluded only for the period during
which the family member participates in the employment training
program;

Temporary, nonrecurring, or sporadic income (including gifts);

Reparation payments paid by a foreign government pursuant to
claims filed under the laws of that government by persons who
were persecuted during the Nazi era;

Earnings in excess of $480 for each full-time student 18 years old
or older (excluding the head of household and spouse);

Adoption assistance payments in excess of $480 per adopted child;

Deferred periodic amounts from Supplemental Security Income and
Social Security benefits that are received in a lump sum amount or
in prospective monthly amounts;

Amounts received by the family in the form of refunds or rebates
under State or local law for property taxes paid on the dwelling unit;

Amounts paid by a State agency to a family with a member who
has a developmental disability and is living at home to offset the
cost of services and equipment needed to keep the
developmentally disabled family member at home; or

Amounts specifically excluded by any other Federal statute from
consideration as income for purposes of determining eligibility or
benefits.



These exclusions include:

a.

The value of the allotment provided to an eligible household under the Food
Stamp Act of 1977 (7 U.S.C. 2017(b));

Payments to Volunteers under the domestic Volunteer Services Act of 1973 (42
U.S.C. 5044(g), 5058);

Payments received under the Alaska Native Claims Settlement Act (43 U.S.C.
1626(c));

Income derived from certain submarginal land of the United States that is held in
trust for certain Indian tribes (25 U.S.C. 459e);

Payments or allowances made under the Department of Health and Human
Services’ Low-Income Home Energy Assistance Program (42 U.S.C. 8624(f));

Payments received under programs funded in whole or in part under the Job
Training Partnership Act (29 U.S.C. 1552(b); (effective July 1, 2000, references
to Job Training Partnership Act shall be deemed to refer to the corresponding
provision of the Workforce Investment Act of 1998 (29 U.S.C. 2931);

Income derived from the disposition of funds to the Grand River Band of Ottawa
Indians (Pub. L. 94-540, 90 Stat. 2503-04);

The first $2000 of per capita shares received from judgment funds awarded by
the Indian Claims Commission or the U.S. Claims Court, the interests of
individual Indians in trust or restricted lands, including the first $2000 per year of
income received by individual Indians from funds derived from interests held in
such trust or restricted lands (25 U.S.C. 1407-1408);

Amounts of scholarships funded under title IV of the Higher Education Act of
1965, including awards under Federal work-study program or under the Bureau
of Indian Affairs student assistance programs (20 U.S.C. 1087uu);

Payments received from programs funded under Title V of the Older Americans
Act of 1985 (42 U.S.C. 3056(f));

Payments received on or after January 1, 1989, from the Agent Orange
Settlement Fund or any other fund established pursuant to the settlement in In
Re Agent-product liability litigation, M.D.L. No. 381 (E.D.N.Y.);

Payments received under the Maine Indian Claims Settlement Act of 1980 (25
U.S.C. 1721);

The value of any child care provided or arranged (or any amount received as
payment for such care or reimbursement for costs incurred for such care) under
the Child Care and Development Block Grant Act of 1990 (42 U.S.C. 9858q);



Earned income tax credit (EITC) refund payments received on or after January 1,
1991 (26 U.S.C. 32(j));

Payments by the Indian Claims Commission to the Confederated Tribes and
Bands of Yakima Indian Nation or the Apache Tribe of Mescalero Reservation
(Pub. L. 95-433);

Allowances, earnings and payments to AmeriCorps participants under the
National and Community Service Act of 1990 (42 U.S.C. 12637(d));

Any allowance paid under the provisions of 38 U.S.C. 1805 to a child suffering
from spina bifida who is the child of a Viethnam veteran (38 U.S.C. 1805);

Any amount of crime victim compensation (under the Victims of Crime Act)
received through crime victim assistance (or payment or reimbursement of the
cost of such assistance) as determined under the Victims of Crime Act because
of the commission of a crime against the applicant under the Victims of Crime Act
(42 U.S.C. 10602); and

Allowances, earnings and payments to individuals participating in programs
under the Workforce Investment Act of 1998 (29 U.S.C. 2931).



ADDENDUM III

DEDUCTIONS FROM ANNUAL INCOME

The following deductions will be made from annual income:

A.

B.

$480 for each dependent
$400 for any elderly family or disabled family

The sum of the following, to the extent the sum exceeds three percent of
annual income:

1. Unreimbursed medical expenses of any elderly family or disabled
family; and
2. Unreimbursed reasonable attendant care and auxiliary apparatus

expenses for each member of the family who is a person with
disabilities, to the extent necessary to enable any member of the
family (including the member who is a person with disabilities) to be
employed, but this allowance may not exceed the earned income
received by family members who are 18 years of age or older who
are able to work because of such attendant care or auxiliary
apparatus; and

Reasonable child care expenses necessary to enable a member of the
family to be employed or to further his or her education. This deduction
shall not exceed the amount of employment income that is included in
annual income.

For persons with disabilities, the incremental earnings due to
employment during a cumulative 12-month period following date of the
initial hire shall be excluded. This exclusion is only available to the
following families:

. Families whose income increases as a result of employment of a

disabled family member who was previously unemployed (defined as
working less than 10 hours a week at the established minimum wage)
for one or more years.

. Families whose income increases during the participation of a disabled

family member in any economic self-sufficiency or other job training
program.

. Persons with disabilities who are or were, within 6 months, assisted

under a State TANF or Welfare-to-Work program for at least $500.

During the second cumulative 12-month period after the date of initial hire,
50% of the increased income shall be excluded from income.
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THE DISALLOWANCE OF INCREASED INCOME OF AN INDIVIDUAL FAMILY
MEMBER IS LIMITED TO A LIFETIME 48-MONTH PERIOD. IT ONLY APPLIES FOR

12 MONTHS OF THE 100% EXCLUSION AND 12 MONTHS OF THE 50%
EXCLUSION.
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ADDENDUM IV

RECEIPT OF A LETTER OR NOTICE FROM HUD CONCERNING INCOME

A.

If a Section 8 participant receives a letter or notice from HUD concerning
the amount or verification of family income, the letter shall be brought to
the person responsible for income verification within thirty (30) days of
receipt by the participant.

The Executive Director shall reconcile any difference between the amount
reported by the participant and the amount listed in the HUD
communication. This shall be done as promptly as possible.

After the reconciliation is complete, the Pittsburg Public Housing Agency
shall adjust the participant's rental contribution beginning at the start of the
next month unless the reconciliation is completed during the final five (5)
days of the month and then the new rent shall take effect on the first day
of the second month following the end of the current month. In addition, if
the participant had not previously reported the proper income, the XYX
Housing Authority shall do one of the following:

1. Immediately collect the back over paid assistance paid by the
agency;

2. Establish a repayment plan for the resident to pay the sum due to
the agency;

3. Terminate the participant from the program for failure to report
income; or

4. Terminate the participant from the program for failure to report
income and collect the back over paid assistance paid by the
agency.
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ADDENDUM V
Disallowance of Increase in Earned | ncome;
Public Housing and Tenant-based Section 8 Programs
24 CFR 5.617

Excdudgon from Annud Income for qudified disabled families

Qualified family:

adisabled family whose annud income increases as a result of employment
of afamily member who is a person with disabilities and who was
previousy unemployed (* see definition below) for one or more years prior
to employment;

whose annud income increases as aresult of increased earnings by afamily
member who is a person with disabilities during participation in any
economic sdf-sufficiency or other job training program; or

whose annud income increases as a result of new employment or
increased earnings of afamily member who is a person with disabilities,
during or within Sx months after receiving assstance, benefits or services
under any state program for temporary assstance for needed families
funded under Part A of Title IV of the Socid Security Act.

Disallowance of increasein annual income:
During the cumulative twelve month period once the family member is employed or

experiences an increase attributable to employment, the full amount of the
increase is excluded from annud income.

During the second cumulative twelve month period, fifty percent of any increaseis
excluded from annua income.

Lifetime 48 month disdlowance (Sarting from the initid excluson) for 12 months
under each disdlowance (full disregard and 50% phase in)

* definition of previoudy unemployed aperson with disabilities who has earned, in the
twelve months previous to employment, no more than would be received for 10 hours of work
per week for 50 weeks at the established minimum wage



Welfare Benefit Reduction
Public Housing and Tenant-Based Section 8
24 CFR 5.615

Families who receive welfare assstance or other public ass stance benefits from a State or other
public agency under a program for which Federa, State, or local law requires that a member of
the family mugt participate in an economic sdf-sufficiency program as a condition for such
assistance.

Applicability: A family member who receives a reduction of welfare benefits by the welfare
agency, inwhole or in part, because of fraud in connection with the wefare program; or
because of welfare agency sanction for noncompliance with awelfare agency requirement to
participate in an economic self-sufficiency program.

Effect: The PHA will continue to count asincome the amount of not actudly received by a
family, asaresult of a pecified welfare benefit reduction, thet is nonethelessincluded in the
family’ s annud income for purposes of determining rent.



ADDENDUM VI
VERIFICATIONS

The Pittsburg Public Housing Agency will verify information related to waiting list preferences, eligibility,
admission and level of benefits prior to admission. Periodically during occupancy, items related to
eligibility and rent determination shall also be reviewed and verified. Income, assets, and expenses will be
verified, as well as disability status, need for alive-in aide and other reasonable accommodations, full-time
student status of family members 18 years of age and older, Social Security Numbers, citizenship/eligible
noncitizen status. Age and relationship will only be verified in those instances where needed to make a
determination of level of assistance.

ACCEPTABLE METHODS OF VERIFICATION

Age, relationship, U.S. citizenship, and Social Security Numbers will generaly be verified with
documentation provided by the family. For citizenship, the family's certification will be accepted. (Or for
citizenship documentation such as listed below will be required.) Verification of these items will include
photocopies of the Social Security cards and other documents presented by the family, the INS SAVE
approval code, and forms signed by the family.

Other information will be verified by third party verification. This type of verification includes written
documentation (with forms sent directly to and received directly from a source, not passed through the
hands of the family). This verification may also be direct contact with the source, in person or by telephone.
It may aso be areport generated by a request from the Pittsburg Public Housing Agency or automatically
by another government agency, i.e., the Social Security Administration. Verification forms and reports
received will be contained in the applicant/tenant file. Oral third party documentation will include the same
information as if the documentation had been written, i.e., name date of contact, amount received, etc.

When third party verification cannot be obtained, the Pittsburg Public Housing Agency will accept
documentation received from the applicant/participant. Hand-carried documentation will be accepted if the
Pittsburg Public Housing Agency has been unable to obtain third party verification in a four week period of
time. Photocopies of the documents provided by the family will be maintained in thefile.

When neither third party verification nor hand-carried verification can be obtained, the Pittsburg Public
Housing Agency will accept a notarized statement signed by the head, spouse or co-head. Such documents
will be maintained in thefile.

TYPES OF VERIFICATION

The chart below outlines the factors that may be verified and gives common examples of the verification
that will be sought. To obtain written third party verification, the Pittsburg Public Housing Agency will
send a request form to the source along with a release form signed by the applicant/participant via first
class mail.

Verification Requirements for Individual Items

Item to Be Verified 3 party verification Hand-carried verification

General Eligibility Items

Social Security Number Letter from Social Security, electronic Socia Security card

reports

Signed certification, voter's




Verification Requirements for Indi

vidual ltems

Item to Be Verified

3" party verification

Hand-carried verification

Citizenship

N/A

registration card, birth certificate, etc.

Eligible immigration status

INS SAVE confirmation #

INS card

Disability

Letter from medical professional, SSI, etc

Proof of SSI or Social Security
disability payments

Full time student status (if >18)

Letter from school

For high school students, any
document evidencing enrollment

Need for alive-in aide

L etter from doctor or other professional
knowledgeabl e of condition

N/A

Child care costs

Letter from care provider

Billsand receipts

Disability assistance expenses

Letters from suppliers, care givers, etc.

Bills and records of payment

Medical expenses

Lettersfrom providers,

Prescription record from pharmacy, medical
professional's |etter stating assistance or a
companion animal is needed

Bills, receipts, records of payment,
dates of trips, mileage log, receipts
for faresand tolls

Value of and Income from Asset

Savings, checking accounts

Letter from institution

Passbook, most current statements

CDs, bonds, etc

Letter from institution

Tax return, information brochure
from institution, the CD, the bond

Stocks Letter from broker or holding company Stock or most current statement, price
in newspaper or through Internet
Real property Letter from tax office, assessment, etc. Property tax statement (for current

value), assessment, records or income
and expenses, tax return

Personal property

Assessment, bluebook, etc

Receipt for purchase, other evidence
of worth

Cash value of life insurance
policies

Letter from insurance company

Current statement

Assets disposed of for less than
fair market value

N/A

Original receipt and receipt at
disposition, other evidence of worth

Income




Verification Requirements for Individual Items

Item to Be Verified 3'd party verification Hand-carried verification

Earned income Letter from employer Multiple pay stubs

Self-employed N/A Tax return from prior year, books of
accounts

Regular gifts and contributions Letter from source, letter from organization | Bank deposits, other similar evidence

receiving gift (i.e., if grandmother pays day
care provider, the day care provider could
so state)

Alimony/child support Court order, letter from source, letter from Record of deposits, divorce decree

Human Services

Periodic payments (i.e., social Letter or electronic reportsfrom the source | Award letter, letter announcing

security, welfare, pensions,
workers' comp, unemployment)

Training program participation Letter from program provider indicating N/A

- whether enrolled

- whether training is HUD-funded

- whether State or local program

- whether it is employment training

- whether payments are for out- of-pocket
expensesincurred in order to participatein a
program

VERIFICATION OF CITIZENSHIP OR ELIGIBLE NONCITIZEN STATUS

The citizenship/eligible noncitizen status of each family member regardless of
age must be determined.

Prior to being admitted, or at the first reexamination, all citizens and nationals will
be required to sign a declaration under penalty of perjury. (They will be required
to show proof of their status by such means as birth certificate, military 1D or
military DD 214 Form.)

Prior to being admitted or at the first reexamination, all eligible noncitizens who
are 62 years of age or older will be required to sign a declaration under penalty of
perjury. They will also be required to show proof of age.

Prior to being admitted or at the first reexamination, all eligible noncitizens must
sign a declaration of their status and a verification consent form and provide their
original INS documentation. The Pittsburg Public Housing Agency will make a
copy of the individual's INS documentation and place the copy in the file. The
Pittsburg Public Housing Agency also will verify their status through the INS

changein amount of future payments




SAVE system. If the INS SAVE system cannot confirm eligibility, the Pittsburg
Public Housing Agency will mail information to the INS so a manual check can be
made of INS records.

Family members who do not claim to be citizens, nationals or eligible noncitizens,
or whose status cannot be confirmed, must be listed on a statement of non
eligible members and the list must be signed by the head of the household.

Noncitizen students on student visas, though in the country legally, are not
eligible to be admitted to the Section 8 Program.

Any family member who does not choose to declare their status must be listed on
the statement of non-eligible members.

If no family member is determined to be eligible under this Section, the family's
admission will be denied.

The family's assistance will not be denied, delayed, reduced or terminated
because of a delay in the process of determining eligible status under this
Section, except to the extent that the delay is caused by the family.

If the Pittsburg Public Housing Agency determines that a family member has
knowingly permitted an ineligible noncitizen (other than any ineligible noncitizens
listed on the lease) to permanently reside in their Section 8 unit, the family’s
assistance will be terminated. Such family will not be eligible to be readmitted to
Section 8 for a period of 24 months from the date of termination.



ADDENDUM VI
VERIFICATIONS

The Pittsburg Public Housing Agency will verify information related to waiting list preferences, eligibility,
admission and level of benefits prior to admission. Periodically during occupancy, items related to
eligibility and rent determination shall also be reviewed and verified. Income, assets, and expenses will be
verified, as well as disability status, need for alive-in aide and other reasonable accommodations, full-time
student status of family members 18 years of age and older, Social Security Numbers, citizenship/eligible
noncitizen status. Age and relationship will only be verified in those instances where needed to make a
determination of level of assistance.

ACCEPTABLE METHODS OF VERIFICATION

Age, relationship, U.S. citizenship, and Social Security Numbers will generaly be verified with
documentation provided by the family. For citizenship, the family's certification will be accepted. (Or for
citizenship documentation such as listed below will be required.) Verification of these items will include
photocopies of the Social Security cards and other documents presented by the family, the INS SAVE
approval code, and forms signed by the family.

Other information will be verified by third party verification. This type of verification includes written
documentation (with forms sent directly to and received directly from a source, not passed through the
hands of the family). This verification may also be direct contact with the source, in person or by telephone.
It may aso be areport generated by a request from the Pittsburg Public Housing Agency or automatically
by another government agency, i.e., the Social Security Administration. Verification forms and reports
received will be contained in the applicant/tenant file. Oral third party documentation will include the same
information as if the documentation had been written, i.e., name date of contact, amount received, etc.

When third party verification cannot be obtained, the Pittsburg Public Housing Agency will accept
documentation received from the applicant/participant. Hand-carried documentation will be accepted if the
Pittsburg Public Housing Agency has been unable to obtain third party verification in a four week period of
time. Photocopies of the documents provided by the family will be maintained in thefile.

When neither third party verification nor hand-carried verification can be obtained, the Pittsburg Public
Housing Agency will accept a notarized statement signed by the head, spouse or co-head. Such documents
will be maintained in thefile.

TYPES OF VERIFICATION

The chart below outlines the factors that may be verified and gives common examples of the verification
that will be sought. To obtain written third party verification, the Pittsburg Public Housing Agency will
send a request form to the source along with a release form signed by the applicant/participant via first
class mail.

Verification Requirements for Individual Items

Item to Be Verified 3 party verification Hand-carried verification

General Eligibility Items

Social Security Number Letter from Social Security, electronic Socia Security card

reports

Signed certification, voter's




Verification Requirements for Indi

vidual ltems

Item to Be Verified

3" party verification

Hand-carried verification

Citizenship

N/A

registration card, birth certificate, etc.

Eligible immigration status

INS SAVE confirmation #

INS card

Disability

Letter from medical professional, SSI, etc

Proof of SSI or Social Security
disability payments

Full time student status (if >18)

Letter from school

For high school students, any
document evidencing enrollment

Need for alive-in aide

L etter from doctor or other professional
knowledgeabl e of condition

N/A

Child care costs

Letter from care provider

Billsand receipts

Disability assistance expenses

Letters from suppliers, care givers, etc.

Bills and records of payment

Medical expenses

Lettersfrom providers,

Prescription record from pharmacy, medical
professional's |etter stating assistance or a
companion animal is needed

Bills, receipts, records of payment,
dates of trips, mileage log, receipts
for faresand tolls

Value of and Income from Asset

Savings, checking accounts

Letter from institution

Passbook, most current statements

CDs, bonds, etc

Letter from institution

Tax return, information brochure
from institution, the CD, the bond

Stocks Letter from broker or holding company Stock or most current statement, price
in newspaper or through Internet
Real property Letter from tax office, assessment, etc. Property tax statement (for current

value), assessment, records or income
and expenses, tax return

Personal property

Assessment, bluebook, etc

Receipt for purchase, other evidence
of worth

Cash value of life insurance
policies

Letter from insurance company

Current statement

Assets disposed of for less than
fair market value

N/A

Original receipt and receipt at
disposition, other evidence of worth

Income




Verification Requirements for Individual Items

Item to Be Verified 3'd party verification Hand-carried verification

Earned income Letter from employer Multiple pay stubs

Self-employed N/A Tax return from prior year, books of
accounts

Regular gifts and contributions Letter from source, letter from organization | Bank deposits, other similar evidence

receiving gift (i.e., if grandmother pays day
care provider, the day care provider could
so state)

Alimony/child support Court order, letter from source, letter from Record of deposits, divorce decree

Human Services

Periodic payments (i.e., social Letter or electronic reportsfrom the source | Award letter, letter announcing

security, welfare, pensions,
workers' comp, unemployment)

Training program participation Letter from program provider indicating N/A

- whether enrolled

- whether training is HUD-funded

- whether State or local program

- whether it is employment training

- whether payments are for out- of-pocket
expensesincurred in order to participatein a
program

VERIFICATION OF CITIZENSHIP OR ELIGIBLE NONCITIZEN STATUS

The citizenship/eligible noncitizen status of each family member regardless of
age must be determined.

Prior to being admitted, or at the first reexamination, all citizens and nationals will
be required to sign a declaration under penalty of perjury. (They will be required
to show proof of their status by such means as birth certificate, military 1D or
military DD 214 Form.)

Prior to being admitted or at the first reexamination, all eligible noncitizens who
are 62 years of age or older will be required to sign a declaration under penalty of
perjury. They will also be required to show proof of age.

Prior to being admitted or at the first reexamination, all eligible noncitizens must
sign a declaration of their status and a verification consent form and provide their
original INS documentation. The Pittsburg Public Housing Agency will make a
copy of the individual's INS documentation and place the copy in the file. The
Pittsburg Public Housing Agency also will verify their status through the INS

changein amount of future payments




SAVE system. If the INS SAVE system cannot confirm eligibility, the Pittsburg
Public Housing Agency will mail information to the INS so a manual check can be
made of INS records.

Family members who do not claim to be citizens, nationals or eligible noncitizens,
or whose status cannot be confirmed, must be listed on a statement of non
eligible members and the list must be signed by the head of the household.

Noncitizen students on student visas, though in the country legally, are not
eligible to be admitted to the Section 8 Program.

Any family member who does not choose to declare their status must be listed on
the statement of non-eligible members.

If no family member is determined to be eligible under this Section, the family's
admission will be denied.

The family's assistance will not be denied, delayed, reduced or terminated
because of a delay in the process of determining eligible status under this
Section, except to the extent that the delay is caused by the family.

If the Pittsburg Public Housing Agency determines that a family member has
knowingly permitted an ineligible noncitizen (other than any ineligible noncitizens
listed on the lease) to permanently reside in their Section 8 unit, the family’s
assistance will be terminated. Such family will not be eligible to be readmitted to
Section 8 for a period of 24 months from the date of termination.



ADDENDUM VII

HOUSING QUALITY STANDARDS

HOUSING QUALITY STANDARDS (HQS) 24 CFR 982.401

This Section states performance and acceptability criteria for these key aspects
of the following housing quality standards:

A. Sanitary Facilities

1. Performance Requirement

The dwelling unit must include sanitary facilities located in the unit.
The sanitary facilities must be in proper operating condition and
adequate for personal cleanliness and the disposal of human
waste. The sanitary facilities must be usable in privacy.

2. Acceptability Criteria

a The bathroom must be located in a separate private room and have
aflush toilet in proper operating condition.

b. The dwelling unit must have a fixed basin in proper operating
condition, with a sink trap and hot and cold running water.

C. The dwelling unit must have a shower or a tub in proper operating
condition with hot and cold running water.

d. The facilities must utilize an approvable public or private disposal
system (including a locally approvable septic system).

B. Food Preparation and Refuse Disposal
1 Performance Requirements

a The dwelling unit must have suitable space and equipment to store,
prepare, and serve foods in a sanitary manner.

b. There must be adequate facilities and services for the sanitary

disposal of food wastes and refuse, including facilities for
temporary storage where necessary (e.g., garbage cans).

2. Acceptability Criteria

a.

The dwelling unit must have an oven, a stove or range, and
a refrigerator of appropriate size br the family. All of the



equipment must be in proper operating condition. Either the
owner or the family may supply the equipment. A microwave
oven may be substituted for a tenant-supplied oven and
stove or range. A microwave oven may be substituted for an
owner-supplied oven and stove or range if the tenant agrees
and microwave ovens are furnished instead of an oven and
stove or range to both subsidized and unsubsidized tenants
in the building or premises.

The dwelling unit must have a kitchen sink in proper
operating condition, with a sink trap and hot and cold running
water. The sink must drain into an approvable public or
private system.

The dwelling unit must have space for the storage,
preparation, and serving of food.

There must be facilities and services for the sanitary disposal of
food waste and refuse, including temporary storage facilities where
necessary (e.g., garbage cans).

C. Space and Security

1.

Performance Requirement

The dwelling unit must provide adequate space and security for the

family.

Acceptability Criteria

a.

At a minimum, the dwelling unit must have a living room, a
kitchen area, and a bathroom.

The dwelling unit must have at least one bedroom or living/
sleeping room for each two persons. Children d opposite
sex, other than very young children, may not be required to
occupy the same bedroom or living/sleeping room.

Dwelling unit windows that are accessible from the outside,
such as basement, first floor, and fire escape windows, must
be lockable (such as window units with sash pins or sash
locks, and combination windows with latches). Windows that
are nailed shut are acceptable only if these windows are not
needed for ventilation or as an alternate exit in case of fire.



d. The exterior doors of the dwelling unit must be lockable.
Exterior doors are doors by which someone can enter or exit
the dwelling unit.

D. Thermal Environment

1.

Performance Requirement

The dwelling unit must have and be capable of maintaining a
thermal environment healthy for the human body.

2. Acceptability Criteria

a. There must be a safe system for heating the dwelling unit
(and a safe cooling system, where present). The system
must be in proper operating condition. The system must be
able to provide adequate heat (and cooling, if applicable),
either directly or indirectly, to each room, in order to assure a
healthy living environment appropriate to the climate.

b. The dwelling unit must not contain unvented room heaters
that burn gas, oil, or kerosene. Electric heaters are
acceptable.

E. lllumination and Electricity
1. Performance Requirement

Each room must have adequate natural or artificial illumination to

permit normal indoor activities and to support the health and safety

of occupants. The dwelling unit must have sufficient electrical
sources so occupants can use essential electrical appliances. The
electrical fixtures and wiring must ensure safety from fire.

2. Acceptability Criteria

a. There must be at least one window in the living room and in
each sleeping room.

b. The kitchen area and the bathroom must have a permanent
ceiling or wall light fixture in proper operating condition. The
kitchen area must also have at least one electrical outlet in
proper operating condition.

C. The living room and each bedroom must have at least two
electrical outlets in proper operating condition. Permanent



overhead or wall-mounted light fixtures may count as one of
the required electrical outlets.

F. Structure and Materials

1.

Performance Requirement

The dwelling unit must be structurally sound. The structure must not
present any threat to the health and safety of the occupants and must
protect the occupants from the environment.

Acceptability Criteria

a.

e.

Ceilings, walls, and floors must not have any serious defects
such as severe bulging or leaning, large holes, loose surface
materials, severe buckling, missing parts, or other serious
damage.

The roof must be structurally sound and weather tight.

The exterior wall structure and surface must not have any
serious defects such as serious leaning, buckling, sagging,
large holes, or defects that may result in air infiltration or
vermin infestation.

The condition and equipment of interior and exterior stairs,
halls, porches, walkways, etc., must not present a danger of
tripping and falling. For example, broken or missing steps or
loose boards are unacceptable.

Elevators must be working and safe.

G. Interior Air Quality

1.

Performance Requirement

The dwelling unit must be free of pollutants in the air at levels that
threaten the health of the occupants.

Acceptability Criteria

a.

The dwelling unit must be free from dangerous levels of air
pollution from carbon monoxide, sewer gas, fuel gas, dust,
and other harmful pollutants.

There must be adequate air circulation in the dwelling unit.



H.

Bathroom areas must have one window that can be opened
or other adequate exhaust ventilation.

Any room used for sleeping must have at least one window.
If the window is designed to be opened, the window must
work.

Water Supply

1.

Performance Requirement

The water supply must be free from contamination.

Acceptability Criteria

The dwelling unit must be served by an approvable public or private
water supply that is sanitary and free from contamination.

Lead-based Paint

1.

Definitions

a.

Chewable surface: Protruding painted surfaces up to five
feet from the floor or ground that are readily accessible to
children under six years of age; for example, protruding
corners, window sills and frames, doors and frames, and
other protruding woodwork.

Component: An element of a residential structure identified
by type and location, such as a bedroom wall, an exterior
window sill, a baseboard in a living room, a kitchen floor, an
interior window sill in a bathroom, a porch floor, stair treads
in a common stairwell, or an exterior wall.

Defective paint surface: A surface on which the paint is
cracking, scaling, chipping, peeling, or loose.

Elevated blood level (EBL): Excessive absorption of lead.
Excessive absorption is a confirmed concentration of lead in
whole blood of 20 ug/dl (micrograms of lead per deciliter) for
a single test or of 15-19 ug/dl in two consecutive tests 3-4
months apart.

HEPA: A high efficiency particle accumulator as used in lead
abatement vacuum cleaners.



Lead-based paint: A paint surface, whether or not defective,
identified as having a lead content greater than or equal to 1
milligram per centimeter squared (mg/cm?), or 0.5 % by
weight or 5000 parts per million (PPM).

Performance Requirements

a.

The purpose of this paragraph of this Section is to implement
Section 302 of the Lead-Based Paint Poisoning Prevention
Act, 42 U.S.C. 4822, by establishing procedures to eliminate
as far as practicable the hazards of lead-based paint
poisoning for units assisted under this part. This paragraph
is issued under 24 CFR 35.24(b)(4) and supersedes, for all
housing to which it applies, the requirements of subpart C of
24 CFR part 35.

The requirements of this paragraph of this Section do not
apply to 0O-bedroom units, units that are certified by a
qualified inspector to be free of lead-based paint, or units
designated exclusively for the elderly. The requirements of
subpart A of 24 CFR part 35 apply to all units constructed
prior to 1978 covered by a HAP contract under part 982.

If a dwelling unit constructed before 1978 is occupied by a
family that includes a child under the age of six years, the
initial and each periodic inspection (as required under this
part) must include a visual inspection for defective paint
surfaces. If defective paint surfaces are found, such surfaces
must be treated in accordance with paragraph k of this
Section.

The Housing Authority may exempt from such treatment
defective paint surfaces that are found in a report by a
qualified lead-based paint inspector not to be lead-based
paint, as defined in paragraph 1(f) of this Section. For
purposes of this Section, a qualified lead-based paint
inspector is a State o local health or housing agency, a
lead-based paint inspector certified or regulated by a State
or local health or housing agency, or an organization
recognized by HUD.

Treatment of defective paint surfaces required under this
Section must be completed within 30 calendar days of
Housing Authority notification to the owner. When weather
conditions prevent treatment of the defective paint conditions



on exterior surfaces with in the 30-day period, treatment as
required by paragraph k of this Section may be delayed for a
reasonable time.

The requirements in this paragraph apply to:

i All painted interior surfaces within the unit (including
ceilings but excluding furniture);

ii. The entrance and hallway providing access to a unit
in a multi-unit building; and

iii. Exterior surfaces up to five feet from the floor or
ground that are readily accessible to children under
six years of age (including walls, stairs, decks,
porches, railings, windows and doors, but excluding
outbuildings such as garages and sheds).

In addition to the requirements of paragraph c of this
Section, for a dwelling unit constructed before 1978 that is
occupied by a family with a child under the age of six years
with an identified EBL condition, the initial and each periodic
inspection (as required under this part) must include a test
for lead-based paint on chewable surfaces. Testing is not
required if previous testing of chewable surfaces is negative
for lead-based paint or if the chewable surfaces have
already been treated.

Testing must be conducted by a State or local health or
housing agency, an inspector certified or regulated by a
State or local health or housing agency, or an organization
recognized by HUD. Lead content must be tested by using
an X-ray fluorescence analyzer (XRF) or by laboratory
analysis of paint samples. Where lead-based paint on
chewable surfaces is identified, treatment of the paint
surface in accordance with paragraph k of this Section is
required, and treatment shall be completed within the ime
limits in paragraph c of this Section.

The requirements in paragraph g of this Section apply to all
protruding painted surfaces up to five feet from the floor or
ground that are readily accessible to children under six years
of age:

i. Within the unit;



The entrance and hallway providing access to a unit
in a multi-unit building; and

Exterior surfaces (including walls, stairs, decks,
porches, railings, windows and doors, but excluding
outbuildings such as garages and sheds).

In lieu o the procedures set forth in paragraph g of this
Section, the Housing Authority may, at its discretion, waive
the testing requirement and require the owner to treat all
interior and exterior chewable surfaces in accordance with
the methods set out in paragraph k of this Section.

Treatment of defective paint surfaces and chewable surfaces
must consist of covering or removal of the paint in
accordance with the following requirements:

A defective paint surface shall be treated if the total
area of defective paint on a component is:

Q) More than 10 square feet on an exterior wall;

(2) More than 2 square feet on an interior or
exterior component with a large surface area,
excluding exterior walls and including, but not
limited to, ceilings, floors, doors, and interior
walls;

(©)) More than 10% of the total surface area on an
interior or exterior component with a small
surface area, including, but not limited to,
windowsills, baseboards and trim.

Acceptable methods of treatment are the following:
removal by wet scraping, wet sanding, chemical
stripping on or off site, replacing painted components,
scraping with infra-red or coil type heat gun with
temperatures below 1100 degrees, HEPA vacuum
sanding, HEPA vacuum needle gun, contained
hydroblasting or high pressure wash with HEPA
vacuum, and abrasive sandblasting with HEPA
vacuum. Surfaces must be covered with durable
materials with joint edges sealed and caulked as
needed to prevent the escape of lead contaminated
dust.



iii. Prohibited methods of removal are the following: open
flame burning or torching, machine sanding or
grinding without a HEPA exhaust, uncontained
hydroblasting or high pressure wash, and dry
scraping except around electrical outlets or except
when treating defective paint spots no more than two
square feet in any one interior room or space
(hallway, pantry, etc.) or totaling no more than twenty
square feet on exterior surfaces.

V. During exterior treatment soil and playground
equipment must be protected from contamination.

V. All treatment procedures must be concluded with a
thorough cleaning of all surfaces in the room or area
of treatment to remove fine dust particles. Cleanup
must be accomplished by wet washing surfaces with
a lead solubilizing detergent such as trisodium
phosphate or an equivalent solution.

Vi. Waste and debris must be disposed of in accordance
with all applicable Federal, State, and local laws.

The owner must take appropriate action to protect residents
and their belongings from hazards associated with treatment
procedures. Residents must not enter spaces undergoing
treatment until cleanup is completed. Personal belongings
that are in work areas must be relocated or otherwise
protected from contamination.

Prior to execution of the HAP contract, the owner must
inform the Housing Authority and the family of any
knowledge of the presence of lead-based paint on the
surfaces of the residential unit.

The Housing Authority must attempt to obtain annually from
local health agencies the names and addresses of children
with identified EBLs and must annually match this
information with the names and addresses of participants
under this part. If a match occurs, the Housing Authority
must determine whether local health officials have tested the
unit for lead-based paint. If the unit has lead-based paint, the
Housing Authority must require the owner to treat the lead-
based paint. If the owner does not complete the corrective
actions required by this Section, the family must be issued a
voucher to move.



0. The Housing Authority must keep a copy of each inspection
report for at least three years. If a dwelling unit requires
testing, or if the dwelling unit requires treatment of chewable
surfaces based on the testing, the Housing Authority must
keep the test results indefinitely and, if applicable, the owner
certification and treatment. The records must indicate which
chewable surfaces in the dwelling units have been tested
and which chewable surfaces were tested or tested and
treated in accordance with the standards prescribed in this
Section, such chewable surfaces do not have to be tested or
treated at any subsequent time.

p. The dwelling unit must be able to be used and maintained
without unauthorized use of other private properties. The
building must provide an alternate means of exit in case of
fire (such as fire stairs or egress through windows).

Access

1.

Performance Requirement

The dwelling unit must be able to be used and maintained without
unauthorized use of other private properties. The building must
provide an alternate means of exit in case of fire (such as fire stairs
or egress through windows).

Site and Neighborhood

1.

Performance Requirement

The site and neighborhood must be reasonably free from disturbing
noises and reverberations and other dangers to the health, safety,
and general welfare of the occupants.

Acceptability Criteria

The site and neighborhood may not be subject to serious adverse
environmental conditions, natural or manmade, such as dangerous
walks or steps; instability; flooding, poor drainage, septic tank back-
ups or sewage hazards; mudslides; abnormal air pollution, smoke
or dust; excessive noise, vibration or vehicular traffic; excessive
accumulations of trash; vermin or rodent infestation; or fire hazards.

Sanitary Condition
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1. Performance Requirement
The dwelling unit and its equipment must be in sanitary condition.
2. Acceptability Criteria

The dwelling unit and its equipment must be free of vermin and
rodent infestation.

M. Smoke Detectors
1. Performance Requirements
a. Except as provided in paragraph b below of this Section,

each dwelling unit must have at least one battery-operated
or hard-wired smoke detector, in proper operating condition,
on each level of the dwelling unit, including basements but
excepting crawl spaces and unfinished attics. Smoke
detectors must be installed in accordance with and meet the
requirements of the National Fire Protection Association
Standard (NFPA) 74 (or its successor standards). If the
dwelling unit is occupied by any hearing-impaired person,
smoke detectors must have an alarm system, designed for
hearing-impaired persons as specified in NFPA 74 (or
successor standards).

b. For units assisted prior to April 24, 1993, owners who
installed battery-operated or hard-wired smoke detectors
prior to April 24, 1993, in compliance with HUD’s smoke
detector requirements, including the regulations published
on July 30, 1992 (57 FR 33846), will not be required
subsequently to comply with any additional requirements
mandated by NFPA 74 (i.e., the owner would not be required
to install a smoke detector in a basement not used for living
purposes, nor would the owner be required to change the
location of the smoke detectors that have already been
installed on the other floors of the unit).

EXCEPTIONSTO THE HQSACCEPTABILITY CRITERIA
The XYZ Housing Authority will utilize the acceptability criteria as outlined above
with applicable State and local codes. Additionally, the XYZ Housing Authority
has received HUD approvalto require the following additional criteria:

A. In each room, there will be at least one exterior window that can be
opened and that contains a screen.
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Owners will be required to scrape peeling paint and repaint all surfaces
cited for peeling paint with 2 coats of non-lead paint. An extension may be
granted as a severe weather related item as defined below.

Adequate heat shall be considered to be 68 degrees.

In units where the tenant must pay for utilities, each unit must have
separate metering device(s) for measuring utility consumption.

A %" overflow pipe must be present on the hot water heater safety valves
and installed down to within 6 inches of the floor.

12



ADDENDUM VIII
PROGRAM INTEGRITY ADDENDUM

[24 CFR 792.101 to 792.204, 982.54]

INTRODUCTION

The U.S. Department of Housing and Urban Development (HUD) conservatively estimates
that 600 million dollars is paid annually to program participants who falsify or omit material
facts in order to gain more rental assistance than they are entitled to under the law. HUD
further estimates that 12% of all HUD-assisted families either are totally ineligible or are
receiving benefits that exceed their legal entitlement.

The PHA is committed to assuring that the proper level of benefits is paid to all
participating families and that housing resources reach only income-eligible families so
that program integrity can be maintained.

The PHA will take all steps necessary to prevent fraud, waste, and mismanagement so that
program resources are utilized judiciously.

This chapter outlines the PHA's policies for the prevention, detection, and investigation of
program abuse and fraud.
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A.

CRITERIA FOR INVESTIGATION OF SUSPECTED ABUSE AND FRAUD

Under no circumstances will the PHA undertake an inquiry or an audit of a participating
family arbitrarily. The PHA's expectation is that participating families will comply with HUD
requirements, provisions of the voucher, and other program rules. The PHA staff will make
every effort (formally and informally) to orient and educate all families in order to avoid
unintentional violations. However, the PHA has a responsibility to HUD, the community, and
eligible families in need of housing assistance to monitor participants and owners for
compliance and, when indicators of possible abuse come to the PHA' s attention, to
investigate such claims.

The PHA will initiate an investigation of a participating family only in the event of one or
more of the following circumstances:

Referrals, Complaints, or Tips. The PHA will follow up on referrals received by
mail, by telephone, or in person from other agencies, companies or persons
alleging that a family is in noncompliance with or otherwise violating the family
obligations or any other program rules. Such follow-up will be made providing that
the referral contains at least one item of information that is independently verifiable.
A copy of the allegation will be retained in the family's file.

Internal File Review. A follow-up will be made if PHA staff discovers (as a function
of a certification or recertification, an interim redetermination, or a quality control
review) information or facts which conflict with previous file data, the PHA's
knowledge of the family, or statements made by the family.

Verification of Documentation. A follow-up will be made if the PHA receives
independent verification or documentation that conflicts with representations in the
family's file (such as public record information or reports from credit bureaus or
other agencies).
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B. STEPS THE PHA WILL TAKE TO PREVENT PROGRAM ABUSE AND FRAUD

The PHA management and staff will utilize various methods and practices (listed below) to
prevent program abuse, noncompliance, and willful violations of program rules by
applicants and participating families. This policy objective is to establish confidence and
trust in the management by emphasizing education as the primary means to obtain
compliance by families.

Things You Should Know (HUD-1140-OIG). This program integrity bulletin
(created by HUD's inspector general) will be furnished and explained to all
applicants to promote understanding of program rules and to clarify the PHA's
expectations for cooperation and compliance.

Program Orientation Session. Mandatory orientation sessions will be conducted
by the PHA staff for all prospective program participants, either prior to or upon
issuance of a voucher. At the conclusion of all program orientation sessions, the
family representative will be required to sign a program briefing certificate to
confirm that all rules and pertinent regulations were explained to them.

Resident Counseling. The PHA will routinely provide participant counseling as a
part of every recertification interview in order to clarify any confusion pertaining to
program rules and requirements.

Review and Explanation of Forms. Staff will explain all required forms and
review the contents of all (re)certification documents prior to signature.

Use of Instructive Signs and Warnings. Instructive signs will be conspicuously
posted in common areas and interview areas to reinforce compliance with program
rules and to warn about penalties for fraud and abuse

Participant Certification. All family representatives will be required to sign a
participant certification form.
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C. STEPS THE PHA WILL TAKE TO DETECT PROGRAM ABUSE AND FRAUD

The PHA Staff will maintain a high level of alertness to indicators of possible abuse and
fraud by assisted families.

Quality Control File Reviews. Prior to initial certification and at the completion of all
subsequent recertifications, 5 % of files will be reviewed. At a minimum, such reviews
shall examine:

Verification of all income and deductions
Authenticity of file documents

Ratio between reported income and expenditures
Dates and signatures on all forms

Observation. The PHA management and occupancy staff (to include inspection
personnel) will maintain high awareness of circumstances which may indicate program
abuse or fraud, such as unauthorized persons residing in the household and unreported
income.

Observations will be documented in the family's computer file (F8 Screen).
Public Record Bulletins. These bulletins may be reviewed by management and staff.

State Wage Data Record Keepers. Inquiries to state wage and employment record
keeping agencies, as authorized under Public Law 100-628, the Stewart B. McKinley
Homeless Assistance Amendments Act of 1988, may be made annually in order to detect
unreported wages or unemployment compensation benefits

Credit Bureau Inquiries. Credit bureau inquiries may be made (with proper authorization
by the participant) in the following circumstances:

When an allegation is received by the PHA wherein unreported income
sources are disclosed

When a participant's expenditures exceed his/her reported income, and no
plausible explanation is given
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D. THE PHA'S HANDLING OF ALLEGATIONS OF POSSIBLE ABUSE AND
FRAUD

The PHA staff will encourage all participating families to report suspected abuse to the
Executive Director. All such referrals, as well as referrals from community members and
other agencies, will be thoroughly documented and placed in the participant's file. All
allegations, complaints and tips will be carefully evaluated to determine whether they
warrant follow-up. The Executive Director will not follow up on allegations that are vague
or otherwise nonspecific. They will only review allegations that contain one or more
independently verifiable facts.

File Review. An internal file review will be conducted to determine whether the
subject of the allegation is a client of the PHA and, if so, whether or not the
information reported has been previously disclosed by the family.

The PHA will then determine whether it is the most appropriate authority to do a
follow-up (more so than police or social services). Any file documentation of past
behavior as well as corroborating complaints will be evaluated.

Conclusion of Preliminary Review. If at the conclusion of the preliminary file
review there are facts contained in the allegation that conflict with file data and that
are independently verifiable, the Executive Director will initiate an investigation to
determine if the allegation is true or false.

E. OVERPAYMENTS TO OWNERS

The PHA will make every effort to recover any overpayments made as a result of
landlord fraud or abuse. Payments otherwise due to the owner may be debited in
order to repay the PHA or the tenant, as applicable.

Copyright 1998 by Nan McKay & Associates 7/1/98 AdminPlan
To be reprinted only with permission of Nan McKay & Associates
Unlimited copies may be made for internal use

Pl Addendum-5



F. HOW THE PHA WILL INVESTIGATE ALLEGATIONS OF ABUSE AND FRAUD

If the PHA determines that an allegation or referral warrants follow-up, either the staff
person who is responsible for the file or a person designated by the executive director to
monitor program compliance will conduct the investigation. The steps taken will depend
upon the nature of the allegation and may include the items listed below. In all cases, the
PHA will secure the written authorization from the program participant for the release of
information.

Credit Bureau Inquiries. In cases involving previously unreported income sources,
a CBlinquiry may be made to determine if there is financial activity that conflicts
with the family's reported income.

Employers and Ex-Employers. Employers or ex-employers may be contacted to
verify wages that may have been previously undisclosed or misreported.

Neighbors/Witnesses. Neighbors and/or other withesses who are believed to have
direct or indirect knowledge of facts pertaining to the PHA's review may be
interviewed.

Other Agencies. Investigators, caseworkers or representatives of other benefit
agencies may be contacted.

Public Records. The PHA will review any relevant public records kept in any
jurisdictional courthouse. Examples of public records which may be checked are
real estate records, marriage or divorce records, uniform commercial code
financing statements, voter registration rolls, judgments, court or police records,
state wage records, utility records, and postal records.

Interviews with Head of Household or Family Members. The PHA will discuss the
allegation (or details thereof) with the head of household or family member by
scheduling an appointment at the appropriate PHA office. A high standard of
courtesy and professionalism will be maintained by the PHA staff person who
conducts such interviews. Under no circumstances will inflammatory language,
accusation, or any unprofessional conduct or language be tolerated by the
management. If possible, an additional staff person will attend such interviews.
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G. PLACEMENT OF DOCUMENTS, EVIDENCE AND STATEMENTS OBTAINED
BY THE PHA

Documents and other evidence obtained by the PHA during the course of an investigation
will be considered "work product” and will be kept either in the participant's file or in a
separate "work file." In either case, the participant's file or work file will be kept in a locked
file cabinet. Such cases under review will not be discussed only among PHA Staff who are
involved in the process or have information that may assist in the investigation.

H. CONCLUSION OF THE PHA'S INVESTIGATIVE REVIEW

At the conclusion of the investigative review, the reviewer will report the findings to the
executive director or designee. It will then be determined whether the facts are inconclusive
and, if so, whether a violation has or has not occurred.

l. EVALUATION OF THE FINDINGS

If it is determined that a program violation has occurred, the PHA will review the facts to
determine:

What type of violation has occurred (procedural noncompliance or fraud)
Whether the violation was intentional or unintentional

What amount of money (if any) is owed by the family

Whether the family is eligible for continued occupancy

J. ACTION PROCEDURES FOR VIOLATIONS THAT HAVE BEEN
DOCUMENTED

Once a program violation has been documented, the PHA will propose the most
appropriate remedy based upon the type and severity of the violation.

1. Procedural Noncompliance. This category applies when the family "fails to"
observe a procedure or requirement of the PHA but does not misrepresent a
material fact and there are no retroactive assistance payments owed by the family.

Examples of noncompliance violations are:

Failure to appear at a prescheduled appointment

Failure to return verification in the time period specified by the PHA
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@ Warning Notice to the Family. In such cases a notice containing the
following will be sent to the family which:

A description of the noncompliance and the procedure, policy or
obligation that was violated

The date by which the violation must be corrected, or the procedure
complied with

The action that will be taken by the PHA if the procedure or obligation
is not complied with by the date specified by the PHA

The consequences of repeated (similar) violations

2. Procedural Noncompliance - Overpaid Assistance. When the family owes
money to the PHA for failure to report changes in income or assets, the PHA will
issue a notice of overpayment of assistance. This Notice will contain the following:

A description of the violation and the date(s)
Any amounts owed to the PHA
The number of days within which a response must be received

Acknowledgment of the family's right to disagree and to request an informal
hearing along with instructions for the request of such hearing
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@ Participant Fails to Comply with PHA's Notice. If the Participant fails to
comply with the PHA's notice and a family obligation has been violated, the
PHA will initiate termination of assistance.

(b) Participant Complies with PHA's Notice. When a family complies the PHA's
notice, the staff person responsible will meet with him/her to discuss and
explain the family obligation or program rule that was violated. The staff
person will complete a participant counseling report, give one copy to the
family and retain a copy in the family's file.

3. Intentional Misrepresentations. When a participant falsifies, misstates, omits or
otherwise misrepresents a material fact which results (or would have resulted) in an
overpayment of housing assistance by the PHA, the PHA will evaluate whether or
not:

The participant had knowledge that his/her actions were wrong
The participant willfully violated the family obligations or the law

Knowledge. This will be evaluated by determining if the participant was made
aware of program requirements and prohibitions. The participant's signature on
various certifications, the briefing certificate, and the personal declaration are
adequate to establish knowledge of wrongdoing.

Willful Intent. Any of the following circumstances will be considered adequate to
demonstrate willful intent:

(@  Anadmission by the participant of the misrepresentation

(b) Repetition of the misrepresentation

(c) Use of a false name or Social Security number

(d)  Admissions of the illegal action or omission by the participant to others

(e)  Omission of material facts known to participant (e.g., employment of the
participant or other household member)

® Falsification, forgery or altering documents

(9) Uttering and certifying to statements at a interim (re)determination that are
later independently verified to be false
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4. Dispositions of Cases Involving Misrepresentations. In all cases of
misrepresentations involving efforts to recover monies owed, the PHA may pursue,
depending upon its evaluation of the criteria stated above, one or more of the
following actions:

€)) Criminal Prosecution: If the PHA has established criminal intent and the case
meets the criteria for prosecution, the PHA will:

Refer the case to the local state or district attorney, notify HUD's
regional inspector general for investigation (RIGI), and terminate
rental assistance.

(b) Administrative Remedies: The PHA will:

Terminate assistance and demand restitution in full

Terminate assistance and execute an administrative repayment
agreement in accordance with the PHA's repayment policy

Terminate assistance and pursue restitution through civil litigation

Permit continued assistance at the correct level and execute an
administrative repayment agreement in accordance with the PHA's
repayment policy.

5. The Case Conference for Serious Violations and Misrepresentations. When
the PHA has established that material misrepresentation has occurred, a
case conference will be scheduled with the family representative and the
PHA staff person who is most knowledgeable about the circumstances of
the case.

This conference will take place prior to any proposed action by the PHA.
The purpose of such conference is to review the information and evidence
obtained by the PHA with the participant and to provide the participant an
opportunity to explain any document findings which conflict with
representations in the family's file. Any documents or mitigating
circumstances presented by the family will be taken into consideration by
the PHA . The family will be given 10 (ten) days to furnish any mitigating
evidence.
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A secondary purpose of the case conference is to assist the PHA in
determining the course of action most appropriate for the case. Prior to the
final determination of the proposed action, the PHA will consider:

The duration of the violation
Number of false statements
The family's ability to understand the rules

The family's willingness to cooperate and to accept responsibility for
the family's actions

The amount of money involved
The family's history
The presence or absence of criminal intent

6. Notification to Participant of Proposed Action. The PHA will notify the family of
the proposed action no later than Fifteen (15) days after the case conference by
certified mail.
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CIVIL RIGHTS CERTIFICATION RESPONSE

The Pittsburg Public Housing Agency does her eby agree and certify
that it will carry out this Agency Plan (both the Five-Year Plan and our
Annual Plan) in compliance with all applicable civil rights requirements
and will affirmatively further fair housing. In particular, we will
comply with title VI of the Civil Rights Act of 1964, the Fair Housing
Act, section 504 of the Rehabilitation Act of 1973, and titlel! of the
American with Disabilities Act of 1990. Thisisin continuation of our
long-standing anti-discrimination tradition.

Date Executive Director





