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Introduction:

A. Mission Statement:

Our goal is to provide decent, safe, and sanitary rental housing for eligible families and tc

provide opportunities and promote sslifficiency and economic independence KTV

(HCV) participants.In order to achieve this mission, we will:

¥ Recognize participants as our ultimate customer

¥ Improve Housing Authority (HA) management and service delivery efforts through
effective and efficient management of HA staff

¥ Seek problensolving partnerships with participants, landlords, community, and
government leadership

¥ Apply limited HA resources to the effective and efficient management and operation of
HCV programs.

B. Purpose oPlan

The purpose of thiplanis to establish guidelines for the HA staff to follow in determining
eligibility for the HCV programs. The basic guidelines for thianare governed by

requirements of The Department of Housing and Urban Development (HUD), with latitude for
local policies and procedures. The Policies and Procedures governing admissions and
continued occupancy are outlined in thianand these requiremts are binding upon

applicants, participants, landlords and this HA alike. Notwithstanding the above, changes in
applicable federal law or regulations shall supersede provisions in conflict withahis

Federal Regulations shall mean those foundetiSn 24 CFR (Code of Federal Regulations)

C. Primary Responsibilities of the HA:

¥ Informing eligible families of the availability ¢1CV assistance;

¥ Encouraging owners to make their units available for lep$#Q) participants;

¥ Determining the maximum amount of housing assistance payments that can be used for
family-paid utilities; and posting the utility allowances annually;

¥ Receiving applications from families and determining their eligibility for assistance

¥ InspectingHCV units to determine that they meet or excé€x)/, Housing Quality

Standards;

Approving leases;

Making Housing Assistance Payments to owners;

Perform annual and periodic-examinations of income, family composition and

redetermination of rd;

K K K

D. Objectives:
The objectives of thiplanare to:

1. Promote the overall goal of decent, safe and sanitary housing by uski@the
program to house eligible families in private rental housing; therefore, increasing the
housing stock for very lovncome families.
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2. Improve the City's housing stock by requiring participating landlords to meet Housing
Quiality Standards for their rentaigperty.

3. Facilitate the efficient management of the HA and compliance with Federal
Regulations by establishing policies for the efficient and effective management of the
HCV program and staff.

4, Comply in letter and spirit with Title VI of the Civil RightscAof 1964, and all other
applicable Federal laws and regulations to insure that occupancy in assisted housing is
administered without regard to race, color, religion, sex, handicap, familial status, and
national origin.

5. The Housing and Community Developmié\ct of 1974 reflects Congress's intent that,
where possible, the nation's existing housing stock should be preserveld CW¥he
Program will allow the HA to utilize existing housing stock and allow a family who
qualifies forHCV Assistance and lives ingstandard housing to remain, if the owner
brings the house up to HQS standards andH®¥ participant decides to mein in

that unit.
E. Outreach:
1. Outreach to Ownerd.he HA will encourage participatidby owners of suitable units

located outside areas of low income or minority concentration by distributing and
communicating information concerning property owners leasing units unddCitie
programs through the local media (newspaper, radio, television,

2. Outreach to Potential Clientshe HA may make known to the public, through
publications in a newspaper of general circulation as well as through minority media
and other suitable means, the availabgitd nature of housing assistance for lewer
income families. The notice shall inform such families where they may apghChar
rental assistance. The HA shall take affirmative actions to provide opportunities to
participate in the program to persons whecause of such factors as race, ethnicity,
sex of household head, age, or source of income, are less likely to agpGMaental
assistance. The HA may hold meetings concerningl@¥ programs with local
social community agencies.

Il. Fair Housing Plan and Equal Opportunity Housing Plan

A. Eair HousingPlan
The Fair HousindgPlanof the HA is to comply fully with all Federal, State, and local
nordiscrimination laws and in accordance with the rules and regulations governing Fair
Housing and Equal Opportunity in housing and employment and with the Americans with
Disabilities Act.

Specifically, the HA shall not on the basis of race, color, religger, handicap, familial
status, and national origin, deny any family or individual the opportunity to apply for or
receive assistance under HUBIEV Programs, within the requirements and regulations of
HUD and other regulatory authorities. To furtheradbmmitment to full compliance with
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applicable Civil Rights laws, the HA will provide access to informatiod@Y participants
regarding "discrimination.O Also, this subject will be discussed during the briefing session an
any complaints will be documéed and made part of the applicantOs/participantOs file.

For families and/or individuals who report apparent discrimination in obtaining assisted
housing, the HA shall assist them by providing the family/individual with a HUD Housing
Discrimination Commint Form, HUD- 903. The individual can complete this form and

report apparent discrimination to the Birmingham HUD Office of Fair Housing and Equal
Opportunity. For example, a participant may be trying to obtain other rental housing and/or is
attemptirg to purchase a home and expages apparent discrimination.

B. Equal Opportunity Housing Plan:

The HA is a participant in the tendodsed program and is required to comply with equal

opportunity requirements imped by contract or federal law (Ref: 24 CFR 982.54). This

includes applicable requirements under:

¥ The fair housing act, 42 U. S. C. 3632619 (implementing regulations at 24 CFR parts
100, et seq.);

¥ Title VI of the Civil Rights Act of 1964, 42 U. S. C.@0d (implementing regulations at
24 CFR partl);

¥ The age discrimination act of 1975, 42 U. S. C. 660Q7 (implementing regulations at 24
CFR, part 146);

¥ Executive Order 11063, Equal Opportunity in Housing (1962), as amended, Executive
Order 12259, 46R1253 (1980), as amended, Executive Order 12892, 59FR 2939 (1994)
(implementing regulations at 24 CFR, part 107);

¥ Section 504 of the Rehabilitation Act of 1973, 29 U. S. C. 794 (implementing regulations
at 24 CFR, part 8; and

¥ Title Il of the Americans wh Disabilities Act, 42 U. S. C.12101, et seq.

C. Equal Opportunity Posting Requirements:

There shall be maintained in the HA's office waiting room a bulletin board, which will
accommodate the following pted materials:

Statement of Policies and Procedures Governingi@¥ AdministrativePlan

Open Occupancy Notice (Applications being Accepted and/or Not Accepted)
Income Limits for Admission.

Utility Allowances.

Informal Review and Hearing Procedure.

Fair Housing Poster.

"Equal Opportunity in Employment" Poster.

K K K K K K K

II. Family Information, Verification and Privacy Rights

¥ The family must supply any information that the HA or HUD determines is seges the
administration of the public housing program. "Information” includes any requested
certification, release or other documentation.

¥ The family must supply any information requested by the HA or HUD for use in a regularly
scheduled reexaminatiam an interim reexamination of family income, community service
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requirements and family composition in accordance with HUD requirements.

¥ Any information supplied by the family must be true and complete.

¥ The use or disclosure of information obtained frofaraily or from another source pursuant
to this release and consent shall be limited to purposes directly connected with the
administration of the program.

¥ Applicants will be required to sign the Federal Privacy Act Statement, which states under wha
condiions HUD will release resident information.

¥ Requests for information by other parties must be accompanied by a signed release request il
order for the HA to release any information involving an applicant or participant, unless
disclosure is authorized urdeéederal or State law or regulations.

V. Applying For Assistance

A. How to Apply:

1. Families wishing to apply for housing assistance shall complete an application for
public assistance.

2. Applications will be accepted at the following location:

Eufaula Housing Authority Central Office
737 South Orange Ave

Chattahoochee Courts

Eufaula, AL

3. Applications are taken to compile a waiting list. Based on the demand for housing in
the HA's jurisdction, the HA may take applications on an "open enroliment” basis,
depending on the length of the waiting list.

4, Completed applications will be accepted for all applicants and the information will be
verified by the HA.
5. Applications may be made in persortte# HA during specified dates and business

hours posted at the HA's Office.

6. The application must be dated, thistamped, and referred to the HA's office where
HCV applications are processed.

7. Individuals who have a physical impairment which would prevesintfrom
completing an application in person may call the HA to make special arrangements to
complete their application.

B. Opening and Closing Waiting Lists

1. If the HA's waiting list has sufficient applicatiottsfill anticipated openings for the
coming 12 months, the HA may elect to:
¥ Close the waiting list completely;
¥ Close the list during certain times of the year; or
¥ Restrict intake by preference.

2. A decision to close the waiting list will consider the nuntdfeaipplications, the
number of applicants who qualify for a preference, and the ability of the HA to provide
assistance in 12 months. Decisions to close waiting lists, restrict intake, or open
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waiting lists will be publicly announced.

3. When the waiting 8t is closed, the HA will not maintain a list of individuals who wish
to be notified when the waiting list is-opened.

C. Determining if the Waiting List may be Closed

1. Closing of Application Takig:
The HA will make known to the public through publication in a newspaper of general
circulation, minority media, or other suitable means that applicationhsGdt
assistancare being suspended. To reach persons who cannot read the newspapers, tf
HA will distribute fact sheets to the broadcasting media. If available, personal contacts
with the news media and with community service personnel, as well as public service
announcements, will be made.

2. Opening of Application Taking:

The HA will make known tahe public through publication in a newspaper of general

circulation, minority media, or other suitable means the availability and nature of

housing assistance for eligible families. The notice must contain the following:

¥ The date applications will be aquted and the locati¢s) where applicatiofs) can
be completed. If the HA anticipates suspending the taking of applications after a
period of time, the closing date must be published;

¥ Advise families that applications will be taken at the designateckoffi

¥ State that applicants ftme HCV program must specifically apply for tReECV
program and those applicants W€V program may also apply for public housing,
if applicable, and they will not lose their place on @V program waiting list if
they alsocapply for Public Housing.

¥ To reach persons who cannot read the newspapers, the HA will distribute fact
sheets to the broadcasting media. Personal contacts with the news media and with
community service personnel, as well as public service announceméine
made.

I Theapplication taking closing date may be determined administratively at the same time that the HA
determines when to open enrollment. The open enrollment period shall be long enough to allow
sufficient applicants that will be required the next 12 months based on the projected availability of
funding.

I The applications may be taken by a lottery system to be administratively developed by the HA.

V. Missed Appointments for Applicant or Participant

A. Missed Appointment Without Notification:

An applicant or person receiving assistance who fails to keep an appointment without
notifying the HA and without rscheduling tB appointment shall be sent a notice of
termination of the process or assistance for failure to supply such certification, release of
information or documentation as the HA or HUD determines to be necessary (or failure to
allow the HA to inspect the dwellg unit at reasonable times and after reasonable notice, if
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VI.

applicable) in the following situations:

Complete Application

Bringing in Verification Information

Program Briefing

Leasing Signature Briefing

HQS Inspections

Recertification

Interim Adjustment

Other Appointments or Requirements to Bring in Documentation as Listed ildinis
Scheduled Counseling Sessions

KKK KKK K K K

. Process when Appointment(s) are Missed:

For most of the functions above, the family maygoven two appointments. If the family

does not appear or call to reschedule the appointment(s) required, the HA may begin the
termination process. The applicant or participant will be given an opportunity for an informal
review or hearing pursuant t@&ion XXXVI and Section X.

If the representative of the HA makes a determination in favor of the applicant or participant,
the HA will comply with decision unless the HA is not bound by a hearing decision
concerning a matter for which the HA is not riegqd to provide an opportunity for a hearing
pursuant to 24 CFR 982.

. Letters Mailed to Applicants by the HA:

If an applicant claims they did not receive a letter mailed by the HA, that requested the
applcant to provide information or to attend an interview, the HA will determine whether the
letter was returned to the HA. If the letter was not returned to the HA, the applicant will be
assumed to have received the letter.

If the letter was returned togtHA and the applicant can provide evidence that they were
living at the address to which the letter was sent, the applicant will be reinstated with the date
and time of the application in effect at the time the letter was sent.

Applicants must notify th HA, in writing, if their address and/or phone number changes
during the application process.

Misrepresentation by the Applicant or Participant

If an applicant oHCV participant $ found to have made willful misrepresentations at any time
which resulted in the applicant BICV participant being classified as eligible, when, in fact, they
were ineligible, applicant will be declared ineligible andiV participant will be terminad
because of the act of fraud and/or willful misrepresentation by the apg€nparticipant. If

such misrepresentation resulted in @V participant receiving more subsidy than was
appropriate, thélCV participant shall be required to reimburse l#ethe amount of

overpayment and their assistance may be terminated. In justifiable instances, the HA may take
such other actions as it deems appropriate, including referrindGReparticipant to the proper
authorities for possible criminal prosecution
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VII.

Housing Choice Voucherkligibility Criteria

. Eligibility:

All individuals who are admitted to th¢CV Program in the HA must be individually
determined eligible under the terms of thian In order to be determined eligible, an
applicant must meet the following requirements:

1. The applicant family must qualify as a family as defined in Appendix OA.O

2. Theapplicant family's Annual Income as defined in Appendix OAO must not exceed
income limits established by HUD for thi&CV Programs.

3. Head of Household must be:
b. 19 years of age or older,
c. 18 years of age and married (not common law), or
d. A person that has beeelieved of the disability of neage by a juvenile court.

. Ineligible:

Applicants are not automatically determined eligible to receive federal assistance. An
applicant will not be placed on a waiting list or offet¢@V assistancender the following
circumstances:

¥ If the applicant's annual family income exceeds the Income Limits established by HUD; or,
¥ As specified in Section VIII of this document.

. Informed of Ineligibility:

If the applicantas failed to meet any outstanding requirements for eligibility and is
determined ineligible, he/she will be so informed and the reasons stated in writing. The
applicant will be granted ten days from the date stated on the ineligible letter to request an
informal meeting. The applicant may bring any person he/she wishes to represent them at the
informal meeting. The request for an informal meeting may be submitted in writing and/or the
request may be verbal. However, the request must be receivedHb thighin the time

frame established by the HA for the meeting. See Section XXXVI.

. Single Person:

In addition, under 24 CFR, the HA is permitted to determine as eligible, single persons living
alone or intending to live alone wido not meet any of the definitions of a family. Single
persons are only eligible for a one bedroom voucher.

. Declaration of Citizenship:

Section 214 of the Housing and Community Development Act of 1980 prohisggreim
making financial assistance available to a person other than United States citizens, nationals,
or certain categories of eligible Naitizen in HUDOs assisted housing programs.

. Adding a Person to the Program:

Once an applicant becomes a participant in the HEY program, the head of household
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must request permission to add another person to the program (Except for birth, adoption or
courtordered custody of a child. For the purpose of the paragrapiidas defined as a

person under the age of 13). The person being added must meet all eligibility requirements
before the HA will approve any addition to tHEV program.

VIII. Eligibility for Admission and Processing of Applications

A. Qualifying for Admission

The term (qualifying) refers to applicants who are eligible and able to meet the applicant
selection standards.

1. It is the HA'splanto admit oty qualified applicants.

2. An applicant is qualified if he or she meets all of the following criteria:
a. A family, as defined im\ppendixOAO
b. Meets HUD requirements on citizenship or immigration status;

c. Has an annual income as defined in Appendix OAQ; tininef admission that
does not exceed the income limits (maximum incomes by family size established
by HUD) posted in the HA offices.

d. Provides documentation of Social Security numbers for family members age 6 or
older, or certifies that they do not haSecial Security numbers;

e. Meets the Applicant Selection Criteria including completing theaparoved
pre-occupancy orientation session if requestadl

f. Meets the eligibility requirement for higher education students.

B. Maintaining the Waiting List

1. Administration of the Waiting List
It is theplan of the HA to administer its waiting list as required by HUD's regulations.

2. Updating the Waiting List
At least once a year the HA will update the waiting list by contacting all applicants in
writing, or by the method designated at initial application by applicants with
disabilities. Written communications will be sdmtfirst class mail to the most current
address supplied by the applicant. This is in addition to ongoing purging through the
offering of units. (Offer letter must state that failure to respond will result in removal
from the waiting list).

I If noresponse is received or ifamhis returned undeliverable by the post off{cetained unopened by
the HA in the applicant filethe HA will withdraw the name of an applicant from the waiting list.

At the time of initial intake, the HA will advise familig¢isat they must notify the HA, in writing,
when their circumstances, mailing address or phone number(s) change.

3. Change in Preference Status While on the Waiting List
a. Situations of someaimilies who did not qualify for a preference when they applied
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may change so they are qualified for a preference. The family should contact the
HA so their status may be certified or verified. Applicants whose preference status
changes while they are t¢ime waiting list retain their original date and time of
application, or application number, as applicable.

b. If the HA determines that the family does now qualify for a preference, they will be
moved up on the waiting list in accordance with their prefe@and their date
and time of application. They will then be informed in writing of how the change in
status has affected their place on the waiting list.

C. Processing Applications for Admission

1. Interviews:
As applicants approach the top of the waiting list, they will be contacted by first class
mail to schedule an interview to complete their applicant file. Applicants who fail to
attend their scheduled interview or fail to reply to the letter will hae& aipplications
withdrawn, subject to reasonable accommodations for people with disabilities.

2. Verification Process
The following items will be verified to determine qualification for admission to the
HA's HCV program.

a. Family composition
b. Eligibility of higher education student head of household

c. Annual Income:
Income verification will be conducted in the chronological order listed below:
Each step must be documented prior to proceeding to use the nert dpt®
specified order listed below must be followed:

Step | Action
Compare tenant provided income information to EIV and if tenant data is within
$200/month or $2400/year use the greater of tenant provided or ElVItitta.
tenant disputes th&lV data or if the difference is greater than $200/month or
$2400/year go to step 2.

Up front income verification (UIV) (Ex: Work Number, Credit Burealtf)desired
information is NOT obtained go to next step.

Third party writtenverification. Send standard income verification to income
source(s). May be sent by mail or fax.

Note: If a desirable response is not received in a timely manner a 2nd letter mg
sent but not required in all cases.

If desired information is NOTobtained go to next step.

Third Party oral verification (documented to file). This could be via phone or
4rd interview by staff. A written record of this contact should be prepared by the HA
includes: date/time of contact, name and source ofrirdbon, the HA staff person
summary of information provided, and the reason for using oral verificafion.
desired information is NOT obtained go to next step.

5th Document Review: Resident file documentation may include a record of
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documentation reviged by the HA staff which supports the family's statement. I
possible, original copies (not photocopies) of supporting documents should be
reviewed, though the HA should photocopy the document(s) (unless prohibited
law) and place in the applicant'sfil The HA staff reviewing the document(s)
should prepare a summary of the information and sign/date this summary. Thig
summary should include the reason for using document review as verification §
again, if possible, the HA should follewp with a thirdparty to obtain written
verification later. If desired information is NOT obtained go to next step.

Family Declaration or Certification: When all other forms of verification are
6th impossible to obtain, the HA can obtain a notarized statemeigrozd affidavit
from the family, attesting to the accuracy of the information provided. The
applicant's file should clearly document why other forms of verification were
impossible to obtain. Please note that this type of documentation should rarely
used and should not be used merely for the convenience of the applicant or the
or where the applicant cannot provide the necessary information.

Note: Use to verify required information; however, may require reverification in
three months.

d. Assets and A=t Income;
Same as income (start with 2nd step)

e. Deductions from Income;
Same as income (start with 2nd step)

f. Preferences;
Same as income (start with 2nd step)

g. Social Security Numbers (SSN) of all Family Members; Families are required to
provide SSN's foall family members age 6 and older prior to admission, if they
have been issued SSN by the Social Security Administration. All members of the
family defined above must either:
¥ Submit SSN documentation; or
¥ Sign a certification if they have not been assibae&SSN. If the individual is
under 18, his or her parent or guardian must execute the certification. If the
participant who has signed a certification form obtains a SSN, it must be
disclosed at the next regularly scheduled reexamination, or nexteage

¥ Verification will be done through the providing of a valid Social Security card
issued by the Social Security Administration.

h. Social Security Numbers (SSN) of all Family Members; Families are required to
provide SSNOs for all family members prioratimission. All members of the
family defined above must provide an original valid social security card.

¥ Current family members without a copy of the social security card in the
tenant file must provide an original valid card by the next annual
recertification.

¥ Prior to being added to the lease (newborns/adoptions/etc.) theolead
household must provide an original valid casdOTE: The change to
section Dh) above is effective October 1, 2009

I If an applicant or resident cannot provide his or her $&aaurity card, other documents listed below
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showing his or her Social Security Number may be used for temporary verification. He or she may b
required by the HA to provide one or more of the following alternative documents to verify his or her
SSN;

These documents include:
Drivers' license that displays the SSN.
Identification card issued by a Federal, State or local agency,
Identification card issued by an employer or trade union,
Identification card issued by a medical insurance company,
Earnings sitements or payroll stubs,
. Bank statements,
IRS Form 1099 or A2 Form,
Benefit award letters from government agencies,
Medicaid Cards,
Unemployment benefit letter,
Retirement benefit letter,
Life insurance policies,
Court records such as real estate, @tices, marriage and divorce, judgment or bankruptcy
records,
u. Verification of Social Security benefits with the Social Security Administration.

~WSQTVOS3ITRTID

I If the HA verifies Social Security benefits with the Social Security Administration, the acceptance of
the SSNoy the Social Security Administration may be considered documentation of its validity.

I. Applicant Screening Information; and the HA documdrd&ect knowledge or 3rd
party.

. Citizenship or eligible immigration statu€itizens are permitted to certify tioetir
status. Eligible Immigration status will be verified with INS.

3. Applicants reporting zero income will be asked to complete a family expense form to
document how much they spend on: food, transportation, health care, child care, debts
household itemstc. and what the source of income is for these expenses.

4. The HA's applications for admissi®éfCV shall indicate for each application the date
and time of receipt; applicant's race and ethnicity; determination by the HA as to
eligibility of the applicantwhen eligible, the bedroom size(s) for which eligible;
preference, if any. The date, location, identification, and circumstances of each
vacancy offered and accepted or rejected must be maintained.

D. The Preference System

1. An admission preference
An admission preference does not guarantee admission. Preferences establish the orc
of placement on the waiting list. Every applicant must still meet the HA's Selection
Criteria before beig offered a voucher.

2. Verification of Preferences
At the time of application, initial determinations of an applicant's entitlement to a
preference may be made on the basis of an applicant's certification outdication
for that preference. Before selection is made, this qualification must be verified.
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Preference (up front)

The following preference is available to qualifying families at this time:

v. Catastrophic InvoluntarRisplacement, which is defined in tiptarn

w. Single Persons who are elderly, digeld, homeless, or persons with disabilities
over other single persons.

A family that consists only of a pregnant woman must be treated as a two person family.

4.

Administraton of the Preferences

a. Depending on the time an applicant may have to remain on the waiting list, the HA
will either verify preferences at the time of application (when the waiting list is
short or nonexistentyr require that applicants certify to their qualification for a
preference at the time of pegplication (when the wait for admission exceeds four
months). Verifying preferences is one of the earliest steps in processing applicants
for admission. Prefence verifications shall be no more than 120 days old at the
time of certification.

b. The HA may use a prapplication to obtain the family's certification that it
qualifies for a preference. The family will be advised to notify the HA of any
change that may affect their ability to qualify for a preference.

c. Applicants that are otherwise eligible and smftified as qualifying for a
preference will be placed on the waiting list.

d. Applicants that seltertify to a preference at the time of faeplication and cannot
verify current preference status at the time of certification will be moved into the
nonprefaence category, and to a lower position on the waiting list based on date
and time of application, if applicable.

Notice and Opportunity for a Meeting

If the HA determines that an applicant does not nfexttiteria for a preference, the

HA must promptly provide the applicant with written notice of the determination. The
notice must contain a brief statement of the reasons for the determination, and state thi
the applicant has the right to meet with H&'s designee to review it. If a meeting is
requested within the time specified in the notice, it must be conducted by a person or
persons designated by the HA. The person designated by the HA to conduct the
informal hearing shall be an impartial persppointed by the HA other than a person
who made the approval of the HA's action under review or a subordinate of such
person. The procedures specified in this section must be carried out in accordance wit
HUD's requirements. The applicant may exerotber rights if the applicant believes

that he or she has been discriminated against on the basis of race, color, age, religion,
sex, disability, familial status, or national origin.

E. Screening Applicants for Admission

1.

EHA Administrative Plan

The HA will conduct a detailed interview of all applicants using an interview checklist
as a part of the screening procedures. The form will ask questions based on the
essential elements participation. Answers will be subject to third yenification.

All applicants must complete an application interview.
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3.

The applicant and all adults must sign a release allowing the HA to request a copy of a
police report from the National Crime Information Center, police department or other
law enforcemet agencies.

F. Screening Reasons for Denial of Admission.

1.

Outstanding balances owed to any HA or any other federally subsidized housing
program is part of the screening evaluation. Outstanding balances will result in the
rejection of the application.

I Applicants that owe a HA or any other federally subsidized program funds will not be processed for
occupancy. The applicant must pay the funds owed prior to the application being processed. After
the application is processed, the applicant must meet all@thditions for occupancyRe-paying
funds that are due, do not necessarily qualify an applicant for occupanSuch payments will be
considered along with other factors in the application process. Any money owed to a HA which has
been discharged by bemiptcy shall not be considered in making this determination.

2.

The HA will complete a criminal background check on all adult applicants or any
member for whom criminal records are available. Before the HA rejects an applicant
on the basis of criminal higtpg the HA must notify the household of the proposed
rejection and proceed under the provisions of the Criminal Records Management
Policy.

If any screening activity suggests that an applicant household member may be
currently engaged in illegal use of dsj the HA may seek information from a drug
abuse treatment facility or local law enforcement agency to determine whether the
facility or agency has reasonable cause to believe the household member is currently
engaging in illegal drug use.

I The HA may reguire an applicant to exclude a household member in order to be admitted if that
household member has participated in or been culpable for criminal actions that warrant rejection.

4.

EHA Administrative Plan

Record of eviction from housing or involuntary termination from resideptagrams
(taking into account date and circumstances).

The HA is required to reject the applications of certain applicants for criminal activity

or drug abuse by household membiéthe HA determines that:

X. Any household member is currently engagindl@gal use of a drug; or

y. The HA has reasonable cause to believe that a household member's illegal use or
pattern of illegal use of a drug may threaten the health, safety, or right to peaceful
enjoyment of the premises by other residents;

z. Any household metyer has ever been convicted of manufacture or production of
methamphetamine on the premises of any federally assisted housing;

aa. Any member of the household is subject to a lifetime registration requirement
under a state sex offender registration program; or

bb. Any member of the household's abuse or pattern of abuse of alcohol may threaten
the health, safety, or right to peaceful enjoyment of the premises by other residents

The HA shall reject the application of any applicant if, within thetlaste yearsary
household member has been evicted from any federally assisted housing for
drugrelated criminal activity. However, the HA may admit the household if the HA
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10.

11.

12.

13.

14.

15.

KK K K K

determines that:

a. The evicted household member who engaged in-tlaged criminal activity has
successfully completed a supervised drug rehabilitation program approved by the
HA, or

b. The circumstances leading to the eviction no longer exist (for example, the criminal
household member has died or is imprisoned).

An applicant's intentional misrepreseida of information related to eligibility,

preference for admission, housing history, allowances, family composition, or rent will
result in rejection. In the event the misrepresentation is discovered after admission, the
assistance will be terminated feuch misrepresentation. Unintentional mistakes that

do not confer any advantage to the applicant will not be considered misrepresentations

Applicant or family member has previously been evicted from public housing,
including having moved from the HA asresult of their lease being terminated by the
HA.

Applicant or family member has committed acts, which would constitute fraud in
connection with any federally, assisted housing program.

Applicant or family member did not provide information requirechimithe time
frame specified during the application process.

During the interview process, the applicant or a family member demonstrates hostile
behavior that indicates that the prospective applicant or family member may be a
threat.

If the HA uses the aminal information history to deny or terminate assistance the HA
must provide a copy of the information used in accordance with Criminal Records
Management Policy.

If the applicant is enrolled as a student at an institute of higher education (as defined
under Section 102 of the higher education act of 1965) and;

Is not a veteran

Is not married

Is under 24 years of age

DoesnOt have a dependant child

Is not otherwise individually eligible, or has parents who, individually or jointly, are
not eligible to receie HCV.

If the applicant is a former Public Housingd€V participant who vacated the unit in
violation of his lease, the applicant may be declared ineligible.

If the applicant doesnOt certify U.S. Citizenship or legal immigration status canOt be
verified, the applicant must be declared ineligible.

G. Qualified Applicants

1.

EHA Administrative Plan

¥
¥
¥

Verified information will be analyzed and a determination made with respect to:
Eligibility of the applicant as a family;

Eligibility of the applicant with respect to income limits for admission;

Eligibility of the applicant with respect to citizenship or eligible immigration status;
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¥ Preference category (if any) to which the family is entitled; and
¥ Qualification of the appl@nt with respect to the Selection Criteria.

2. Qualified (DETERMINED TO BE ELIGIBLE):
Families will be notified by the HA of the approximate time frame for issuance of the
voucher insofar as that date can be determined; however the time frame stated by the
HA is an estimate and does not guarantee that applicants can expect to be assisted by
that date.

H. Unqualified Applicants (Time Frames):

1. As a rule applicants may be denied admissidd@Y Housing for the following time
frames, which shall begin on the dafeapplication, unless otherwise provided for
herein below:

a. Denied admission fasne yearfor the following:

o Violation of family obligation under the voucher,

o lllegal use or possession for personal use of a controlled substance,

0 Abuse of alcohol,

o Demonstrdon of hostile behavior during the interview process that indicates
that the applicant may be a threat,

0 Being evicted from a HA, including having moved from a HA as a result of
their lease being terminated by the HA for reasons other than as listed below,

0 Having other federally subsidized housing assistance terminated for reasons
other than as listed below.

b. Denied admission fahree yeardor the following:

o0 Persons evicted from public housing, Indian Houstf@y, or Section 23
programs because of druglated criminal activity (except drug trafficking) are
ineligible for admission t6iCV housing for dhree-yearperiod beginning on
the date of such eviction.

o The HA can waive this requirement if the person demonstrates to the HA's
satisfaction succesdfaompletion of a rehabilitation program approved by the
HA, or the circumstances leading to the eviction no longer exist.

o Drug use without evidence of rehabilitation.

c. Denied admission fdive yearsfor the following:

o Fraud: (giving false information ohe application or during an interview is
considered fraud).

0 An arrest or conviction record that indicates that the applicant may be a threat
and/or negative influence on other persons residing in the immediate vicinity of
the premises. The five years shmdgin on the date of the last reported act,
completion of sentence and/or probation period. (Whichever is later).

d. Denied admission fakO-yearsfor the following:
o Conviction for drug trafficking.

e. Denied admissiofor life to any household that includasy individual who is
subject to a lifetime registration requirement under a State sex offender registration
program.

f. Denied admissiofor life to any applicant who has been convicted of
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manufacturing or producing methamphetamine (commonly referred spasd"”)

on the premises of an assisted housing project. Premises are defined as the buildir
or complex in which the dwelling unit is located, including common areas and
grounds.

I These time frames (with the exception®fand(f) which are HUD mandatg@re only guidelines
and the HA may deny admission to any individual whose behavior may adversely affect the health,
safety, welfare, or right to peaceful enjoyment of the residences by persons residing in the immediate
vicinity of the premises or may adnpersons who exhibit evidence of rehabilitation.

2. Notice to Denied Applicants
Unqualified applicants will be promptly notified by a Notice of Rejection from the HA,
stating the basis for such determination andraffy an opportunity for informal
hearing (see Procedure for Informal Hearing for Rejected Applicants). The denial
letter will allow the applicant 10 calendar days to request an informal meeting (verbal
and/or in writing) with the HA. An HA representagiwill hear the appeal and issue a
decision within 10 calendar days of the meeting.

IX. SUBSIDY STANDARDS

A. Guidelines

The following guidelines shall determine the number of bedrooms required toraodaie
each family without overcrowding or ovapusing.

Suggested Guidelines

Number of Bedrooms N‘.‘”.“ber of Persons -
Minimum Maximum

1 Br 1 2

2 Br 2 4

3 Br 3 6

4 Br 4 8

5 Br 5 10

6 Br 6 12

The following principles govern the size of the voucher for which a family will qualify.
Generally, two people are expected to share each bedroom, except that subsidy standards wi
be so assigned that:

1. It will not be necessary for adults of differenngeations or opposite sex, other than
husband and wife, to occupy the same bedroom.

Page
EHA Administrative Plan 16 May 2009



2. Exceptions to the largest permissible subsidy size may be made in case of reasonable
accommodations for a person with disabilities, if requested. In the case of chronic
illness, or other physical infirmity, a deviation from the occupancy guidelines, as
presented above, is permissible when justified with evidence and documentation from ¢
licensed physician.

3. Two children of the opposite sex over the age of six years wilbb@oequired to share
a bedroom.
4, At the option of the HA, an infant, up to the age of two years, may share a bedroom

with its parent(s). The HA maput it is not required tacconsider an unborn child in
determining subsidy size.

5. The HA will count a bild who is temporarily away from the home because the child
has been placed in foster care for six months or less, is away at school or other
situations that can be documented.

6. A single head of household parent shall not be required to share a bedrbdwsilir
child over the age of two years.

7. A live-in attendant will be assigned a bedroom. Singles 50 years of age or older or
disabled residents with liviea attendants will be assigned two bedroom units.

X. Selection Process

A. Housing Voucher Selection and Participation Process:

1. Types of SelectionThe HA may admit an applicant for participation ie ffrogram
either:

a. As a special admission (see definition below), or
b. As a waiting list admission.

I' A HCV Participant is responsible for finding an existing housing unit suitable to the holder's needs
and desires that meets HQS and rent reasonablenesgd$anda

2. Special Admissionsif HUD awards the HA program funding that is targeted for
families living in specified units:

a. The HA must use the assistance for the families living in these units.

b. The HA may admit a family thas inot on the HA waiting list, or without
considering the family's waiting list position. The HA must maintain records
showing that the family was admitted with HU4&rgeted assistance.

c. For housing covered by the Lemvcome Housing Preservation and Residéome
ownership Act of 1990 (41 U.S.C. 4101 et seq.):

d. A family residing in a project covered by a projeeisedHCV HAP contract at or
near the end of the HAP contract term.

B. Organization of the Waiting List:
The HA waiting list must contain the following information for each applicant listed:
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XI.

¥ Applicant name;

¥ Family voucher size (number of bedrooms for which family qualifies under HA
subsidy standards);

¥ Date and time of application;

¥ Local Preferences.

. Order ofSelection from the Waiting List:

1. When a Housing Voucher assistance is available, the HA will select the family at the
top of the waiting list. The order of admission from the waiting list MAY NOT be
based on family size, or on the family unit size for which the family qualifies for under
the HA subsidy standards. If the HA does not have sufficient funds to subsidize the
family unit size of the family at the top of the waiting list, the HA MAY NOT gkip
top family to admit an applicant with a smaller family unit size. Instead, the family at
the top of the waiting list will be admitted when sufficient funds are available.

2. Provided, however, the provisions of the Deconcentration Rule, contained tithin
plan shall supersede the selection of applicants based on date and time and local
preference points, if applicable, and allow the HA to skip families on the waiting list to
accomplish this goal.

. Maintaining the Waiting List:

The HA will remove an applicantOs name from the waiting list for the following:

1. The HA will remove names of applicants who do not resmorfdr which mail has
been returned undeliveralite HA request for information or updates.

2. The HA wil remove the names of applicants who refuse the HAOs offer of-tenant
based assistance.

Orientation of Families and Issuance of Housing Voucher

. Briefing:

The purpose of the briefing is to go over the Housing Voucher holderOs packet and inform the
participant about the program so that he/she will be able to discuss it with potential landlords.

. Briefing Attendance Requirement:

All families (head of household) are required to attend the briefing when they are initially
issued a Housing Voucher. No Housing Voucher will be awarded unless the head of
household has attended a briefing.

Failure to attend a schedulkdefing (without notice to the HA) will result in the family's
application being placed in the inactive file and the family may be required to reapply for
assistance. Applicants who provide prior notice of an inability to attend a briefing will be
schedled for the next briefing.

Failure of an applicant, without good cause, to participate in a scheduled briefing shall result it
withdrawal of his/her application. The applicant will be notified of such withdrawal and
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determination of ineligibility and dfis/her right to an informal review as outlined in Section
XXXVI.

. Format of the Briefing:

When a Family initially receives its Housing Voucher, a full explanation (oral) of the
following shall be provided to assist tharhily in finding a suitable unit and to apprize the
Family of its responsibilities and the responsibilities of the Owner (this may be done either in
group or individual sessions depending on the circumstances). Also, families will be given
adequate opparhity to raise questions and to discuss the information listed below:
¥ A description of how the program works;
¥ Family and Owner Responsibility; and
¥ Where the family may lease a unit, including renting a dwelling unit inside or outside
the HA jurisdiction.
¥ Description of EIV process.
¥ Portability
¥ The briefing must explain the advantages of selecting a unit in an area that does not
have a high concentration of poor families.

. Voucher Package:

When issuing a Housing Voucher, the HA shall give the FanHZ¥ Paticipant's Packet,
which includes:

1. The term of the voucher is 60 days from the date of issuance. Prior to expiration, the
family may contact the HA to inquire about assistance the HA can provide the family
in locating suitable housing. The family mgsbmit a Request for Lease Approval
within the 60day period unless an extension has been granted by the HA. Once the
family has submitted a Request for Lease Approval the clock is stopped and/or
suspended on the term of the voucher (See OSuspensfah®nit is not approved
for any reason, the remaining days will be reinstated. If the initial term is not adequate
for finding a unit to lease, the family may request an extension of the initial term as
described below.

2. Requesting for extensions of ttem. A family may request an extension of the
Voucher timeperiod. All requests for extensions should be received prior to the
expiration date of the Voucher. Extensions are permissible at the discretion of the HA
primarily for the following reasons:

a. Extenuating circumstances such as hospitalization or a family emergency for an
extended period of time which has affected the family's ability to find a unit within
the initial 66day time period. The HA representative will verify the extenuating
circumsances prior to granting an extension.

b. The family has evidence that they have made a consistent effort to locate a unit anc
request support services from the HA, throughout the initial&0period with
regard to their inability to locate a unit.

c. The family has turned in a Request for Lease Approval prior to the expiration of the
60-day time period, but the unit has not passed HQS.

3. How the HA determines the housing assistance payment for a family, including
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10.

11.
12.
13.

14.

15.

16.
17.

18.
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information on the payment standard and the Hhtyiallowance schedule.
How the HA determines the maximum rent for an assisted unit;
What the family should consider in deciding whether to lease a unit, including:

a. The condition of the unit; Note: The family should consider cosmetic conditions
that maynot be an HQS consideration.

b. Whether the rent is reasonable;
c. The cost of any tenaipiaid utilities and whether the unit is enesgfficient; and

d. The location of the unit, including proximity to public transportation (if applicable),
centers of employmengchools, and shopping.

e. The family should consider the crime level of the neighborhood.

Where the family may lease a unit. The information packet must include an
explanation of how portability works and when families qualify.

The HUDrequired Olease addenaO (The lease addendum is the language that must
be included in the lease).

The form of request for lease approval, and an explanation of how to request HA
approval to lease a unit;

A statement of the HAlanon providing information about a family to gpective
owners (See Section XllI);

The HA subsidy standards, including when the HA will consider granting exceptions to
the standards;

The HUD brochure on how to select a unit;
The HUD leadbased paint (LBP) brochure;

Information on federal, state, and# equal opportunity laws and a copy of the
housing discrimination complaint form;

A list of landlords or other parties known to the HA who may be willing to lease a unit
to the family, or help the family find a unit;

Notice that if the family includesdisabled person, the family may request a current
listing of accessible units known to the HA that may be available;

Family obligations under the program;

The grounds on which the HA may terminate assistance for a participant family
because of family actioor failure to act; and

The informal hearing procedures. This information must describe when the HA is
required to give a participant family the opportunity for an informal hearing, and how
to request a hearing.
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XIl. Housing Authority Disapproval of Owner

A. HUD Disapproval:

The HA must not approve a unit if the HA has been informed (by HUD or otherwise) that the

owner

is debarred, suspended, or subject to a limited dermpattidipation. Also, the HA

must not approve a unit if:

1.

¥

¥

The federal government has instituted an administrative or judicial action against the
owner for violation of the Fair Housing Act or other federal equal opportunity
requirements and the action ishdeng; or

A court or administrative agency has determined that the owner violated the Fair
Housing Act or other federal equal opportunity requirements.

If the owner is a parent, child, grandparent, grandchild, sister, or brother of any
member of the partipant family, the HA must not approve the unit. However, if the
housing authority determines that approval of the unit would provide reasonable
accommodation for a family member who is a disabled person, the unit may be
approved.

Conflicts of interest

Present or former member or officer of the HA, except a participant commissioner
Employee of the HA or any contractor, stntractor or agent of the HA who
formulates policy or influences program decisions.

Public official, member of a governing body, aatstor local legislature who exercises
function or responsibility related to the program.

Members of U.S. Congress.

I The HUD Field Office may waive the conflict of interest requirements, except for members of
Congress, for good cause.

B. HA Administrative Digretion:

The HA will deny approval to lease a unit from an owner for any one of the following:

1.
2.

K K K

EHA Administrative Plan

Owner has violated obligations under a HAP contract.

Owner has committed fraud, bribery or any other corrupt or crlmttan connection
with any federal housing program.

The owner has engaged in drngfficking.

The owner has a history or practice of remmpliance with the HQS requirements,
State, or local housing codes.

The owner has not paid State or local realtestxes, fines or assessments.

Current or prior history of refusing to evidCV program or other assisted housing
tenants for activity by the tenant, any member of the household, a guest, or another
person under the control of any member of the househatd

Threatens the right to peaceful enjoyment of the premises by other residents;
Threatens the health or safety of residents, HA employees, or owner employees;
Threatens the neighborsO health or safety, or neighborsO right to peaceful enjoyment ¢
their residences;
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XIV.

¥ Engages in drug related criminal activity or violent criminal activity.

Owner Responsibility for Screening

. Suitability for Tenancy:

The HA must inform the owner that the HA has not screened the familyOs behavior or
suitability for tenancy and that such screening is the ownerOs own responsibility.

. FamilyOs Background:

An owner may consider a familyOs baokigd with respect to such factors as:

Payment of rent and utility bills.

Caring for a unit and premises.

Respecting the rights of others to the peaceful enjoyment of their housing.
Drug-related criminal activity or other criminal activity that is a thiteahe life, safety
or property of others and compliance with other essential conditions of tenancy.
¥ Complies with other essential conditions of tenancy.

K K K K

. Information Provided Owner Concerning Tenancy:

The HA must give the owner the familyOs current address (as shown in the HA records) and
the name and address of the landlord at the familyOs current and prior addresses, if known to
the HA.

Where a Family Can Lease Including Portability

. Assistance in the Initial HA Jurisdiction:

The family may receive tenabised assistance to leasené located anywhere in the
jurisdiction of the initial HA.

. Portability- Assistance Outside the Initial HA Jurisdiction:

Families living in the jurisdiction of the initial HA magceive tenarbased assistance to

lease a unit in the jurisdiction of an HA anywhere in the United States that is administering a
tenantbased program. Once a participant transfers under the portability procedures the
receiving HAOs policies govern thetiouing participation.

I Exception: If the HA does not have sufficient funds to cover the cost of a port to a higher cost area
the HA will deny the port unless the receiving HA agrees in writing to absorb. The HA will document
the lack of funds using Appendix OB.O

! Applicants that do ndtve in the jurisdiction of the initial HA at the time they apply for terlaaed
assistance do not have any right to lease a unit outside the initial HAOs jurisdiction until they have
been on the program for twelve (12) months.

. Income Eligibility:

1. For admission, a family must be income eligible in the area where the family initially
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leases a unit under the program.

2. If a portable family was already a participant in the initial HA program, income
eligibility is not redetemined.

. Leasing in Place:

A family may select their current dwelling unit for participation in the program if the dwelling
unit is approved.

. Freedom of Choice:

The HA may not directly adindirectly reduce the familyOs opportunity to select among
available units.

. Portability- Administration by Receiving HA:

When a family moves under portability to an area outside the initial Hédjation, another

HA (the receiving HA) must administer assistance for the family if a HA with a térzeed
program has jurisdiction in the area where the unit is located. When this situation exists, the
HA with jurisdiction in the area where the famiiants to lease a unit must issue the family a
voucher. If there is more than one such HA, the initial HA may choose the receiving HA.

. Portability Procedures:

1. Initial PHA Responsibilities:
When a family wishes to mowender portability, the familynust inform the initial
PHA of the area to which the family wishes to move. In the case where the family is
not currently a program participant, the initial PHA must determine if the family is
income eligible in the area which the family wishes to move. If the family is not
income eligible in the area to which the family wishes to move, the PHA must inform
the applicant family they may not move to the area in question and receive voucher
assistance. Income eligibility mot redetermined when a participant family (a family
that is already under a HAP contract) exercises portability.

Contact the receiving PHA on the familyOs behalf. The initial PHA must promptly
notify the receiving PHA to expect the incoming family (€#R 982). This means

the initial PHA contacts the receiving PHA on the familyOs behalf, typically by
telephone, fax, or email. Simply referring the family to HUD or a website for
information on the receiving PHAOs address does not fulfill the restitiasibf the

initial PHA under the program regulations. The initial PHA must also advise the
family how to contact and request assistance from the receiving PHA (e.g., the name
and telephone number of the staff person responsible for working with inggomin
portability families and any procedures related to appointments for voucher issuance
the receiving PHA has shared with the initial PHA). The revised Form-B2a85

now contains a line that the initial PHA uses to identify the receiving PHA to which the
initial PHA is referring the family.

Completion of Part | of the Form HUD-52665 The initial PHA completes Part | of

the Form HUDB52665 and mails or faxes it to the receiving PHA, along with a copy of
the familyOs voucher issued by the initiaARPB current copy of Form HUB0058,
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and copies of the income verification backing up the form. (Note that in the case of an
applicant, the initial PHA has not completed the HBID58 and submitted the
information to HUD because the family is not yet araglmission. However, the

PHA must provide the family information and income information to the receiving

PHA in a format similar to the Form HUB0058 so that the information is easily
available for use by the receiving PHA.)

Part | of the forntontains the date by which the initial billing notice provided by the
receiving PHA must be received by the initial PHA.

Note that the initial billing deadline has changed. The initial billing submission must be received by
the initial PHA no later tha0 days following the expiration date of the family voucher issued by the
initial PHA.

If the initial PHA has not received a billing notice by the deadline, the initial PHA must contact
the receiving PHA to determine the status of the family if the inial PHA intends not to honor a
late billing submission If the receiving PHA reports that the family is not yet under HAP contract,
the initial PHA may inform the receiving PHA that they will not accept any subsequent billing on
behalf of the family. Oncthe initial PHA has so notified the receiving PHA, the initial PHA is not
required to honor any billing notice received after the billing deadline. If the initial PHA still
subsequently receives a late billing notice on behalf of the family, it simplysethe late Form
HUD-52665 to the receiving PHA, and the receiving PHA must absorb the family.

If the receiving PHA reports that the family is under HAP contract and it cannot absorb when the
initial PHA contacts the receiving PHA to determine theustaf the family, the initial PHA is

required to accept the subsequent late billing. The initial PHA may contact HUD to report the
receiving PHAOs failure to submit the bill in accordance with these procedures. HUD may take actio
to address the receigrPHAOs failure to do so, which may include reducing the receiving PHAOs
administrative fee. In addition, in such a case HUD may subsequently transfer units from the
receiving PHA to the initial PHA when it is feasible, since the initial PHA was requiraccept the

late billing.

2. Receiving PHA Responsibilities:
The receiving PHA must promptly issue a voucher to the family for its search in the
receiving PHA jurisdiction, the term of which may not expire before the expiration
date of the initial PHA vouddr. The receiving PHA may provide additional search
time to the family beyond the expiration date of the initial PHA voucher, either when it
initially issues its own voucher or by subsequently extending its own voucherOs term.
However, if the receiving IRA provides the family with search time beyond the
expiration date of the initial PHAOs voucher, it must inform the initial PHA of the
extension and should bear in mind the billing deadline provided by the initial PHA.
Unless willing and able to absorketfamily, the receiving PHA should ensure that any
voucher expiration date would leave sufficient time to process a Request for Lease
Approval, execute a HAP contract, and cover the anticipated delivery time (if the PHA
is not submitting the billing inforation by fax or email) so that it will be received by
the initial PHA by the deadline date.

A receiving PHA should not process the family if the initial PHA voucher has already
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expired when it receives the paperwork from the initial PHA, but shegdiér the

family back to the initial PHA. The initial PHA would have to decide to extend the
term of the initial PHA voucher (and the billing deadline) before the receiving PHA
would process the portability move in such an instance.

HUD expects theeceiving PHA to process the familyOs paperwork and issue the
incoming family a voucher for its jurisdiction within two weeks of receiving the HUD
52665 and supporting documentation, provided the information is in order, the family
has contacted the receig PHA, and the family complies with the receiving PHAOs
procedures. For example, it is unacceptable for the receiving PHA to delay processing
the familyOs paperwork and issuing a voucher because it wishes the family to attend a
group briefing that is rfascheduled for three weeks. The receiving PHA does not re
determine eligibility for a portable family that was already receiving voucher assistance
and may not unduly delay the familyOs housing search in issuing the voucher.

Should the PHA wish to onduct its own background checks and/or conduct a new
income reexamination on a family that has already received housing assistance
payments under the initial PHA, the receiving PHA may not delay issuing the

family a voucher or otherwise delay approval o unit until such time that those
processes are completedThe PHA may of course take subsequent action (e.g.,
recalculating the HAP payment based on updated income information; terminating the
familyOs participation in the program due to criminal backgtor failing to disclose
necessary information) against the family based on the results. In the case of an
applicant family, the receiving PHA may delay issuing or otherwise delay approval of
a unit only if the recertification is necessary to determineome eligibility.

In any event, the PHA may always delay approval of the unit or issuance of the
voucher if the family refuses to comply with the receiving PHA procedures (such as
completing disclosure forms or certifications). In any case whereHi#eis refusing

to process or provide assistance under the portability procedures, the family must be
given the opportunity for an informal review or hearing.

If an incoming portable family ultimately decides not to lease in the jurisdiction of the
receving PHA, but instead wishes to return to the initial PHA or wishes to search in
another jurisdiction, the receiving PHA must refer the family back to the initial PHA.
In such a case the voucher of record for the family is once again the voucher griginall
issued by the initial PHA. Any extensions of search time provided by the receiving
PHA voucher are only valid for the familyOs search in the receiving PHA jurisdiction.
Any extensions of the initial PHA voucher necessary to allow the family additional
searchtime to return to the initial PHAOs jurisdiction or to move to another jurisdiction
would be at the discretion of the initial PHA.

The receiving PHA may absorb the family into its own program once the HAP contract
is executed on behalf die family by the receiving PHA, assuming it has funding
available under its ACC to do so and such a decision will not result ifleasng.

The receiving PHA may also absorb a portable family assisted through a billing
arrangement by terminating theliniy arrangement with the initial PHA. In such a
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case, HUD encourages the receiving PHA to provide adequate advance notice to the
initial PHA to avoid having to return an overpayment. The receiving PHA must
specify the effective date of the absorptiorired family.

To clarify any misunderstanding over the purpose and use of the absorption option, a
PHA does not technically OabsorbO a family into its program until the receiving PHA
executes a HAP contract on behalf of the family in the receiving PHA jurisdiction. If
the family is not placed under HAP contract in the receiving PHA jurisdiction, the
receiving PHA cannot absorb the family.

Part Il of Form HUD -52665 The receiving PHA must promptly inform the initial

PHA if it intends to absorb or bill. The mging PHA sends Part Il of Form HUD

52665 to the initial PHA. If the receiving PHA decides to bill the initial PHA, the
receiving PHA not only completes Part Il of the Form HBEB65, but also attaches a
copy of the new Form HUIB0058 before returning ib the initial PHA. In addition to

the initial billing deadline discussed above, the instructions of the Form 52665
provide that the receiving PHA must complete and mail (which may include electronic
mail or fax) Part Il of the form within 10 workingays from the date a HAP contract is
executed on behalf of a family.

HUD is aware that in some instances receiving PHAs have submitted initial billings
well after 10 working days, creating significant difficulties for initial PHASfective

30 daysfollowing the issuance date of this notice, the initial PHA is generally not
obligated to honor initial billings that are postmarked, emailed, or faxed more

than 10 working days after the date the HAP contract is executedNote that it is

the date the AP contract is executed, not the effective date of the HAP contract,
which is at issue. For instance, if a PHA executes a HAP contract within 60 days of
the approval of the unit, the HAP contract may be retroactive to the date the unit was
approved. Its the date the PHA executed the contract, not the retroactive effective
date of the contract, that establishes the deadline by which the initial billing must be
mailed, emailed or faxed.) The initial PHA must immediately inform the receiving
PHA in writing of its decision not to accept the late billing submissiameceiving

PHA that failed to send the initial billing within 10 working days following the

date the HAP contract is executed is generally required to absorb the family into

its own program unless the initial PHA is willing to accept the late submission.

HUD may in certain instances require the initial PHA to honor a billing submission
that is received after the 10 day deadline (such as where the receiving PHA is over
leased and is in danger bt being able to stay under unit months available for its
fiscal year). In such a case HUD may take action to address the receiving PHAOs
failure to submit the notification in a timely manner, which may include reducing the
receiving PHAOs administratifee and subsequently transferring units from the
receiving PHA to the initial PHA.

Timing of the Initial and Subsequent Billing Payments. The initial PHA must pay
the first billing amount due within 30 calendar days of receipt of Part Il of the Form
HUD-52665. Subsequently, the initial PHA must make payment each month the
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billing arrangement is in effect. The payment must be provided in a form and manner
that the receiving PHA is able and willing to accept. Initial PHAs involved in billing
arrangemerst must ensure that subsequent monthly billing payments are received by
the receiving PHAo later than the fifth working day of each month. Thisplan

goes into effect for existing billing arrangements 60 days followingfieetive date

of this notice.

In many cases billing difficulties simply result from miscommunications that are often
resolved by the PHAs without HUD intervention. HUD continues to encourage PHAS
to work cooperatively to resolve billing difficulties. However, it is ultimately the
regonsibility of the initial PHA to make billing payments in a timely manner.

The program regulations at CFR 982 provide that HUD may transfer funds for
assistance to portable families to the receiving PHA from funds available under the
initial PHA ACC. Upn request of the receiving PHA, HUD will exercise this

authority to transfer units from the initial PHA to the receiving PHA in cases where the
initial PHA fails to comply with the initial and subsequent monthly billing due dates
described above.

The intial PHA may not terminate or delay making payments under existing billing
arrangements as a result of el@asing or funding shortfalls at the initial PHA

program. PHAs may only terminate HAP contracts as the result of insufficient funding
in accordane with CFR982 to which they are a party.

Receiving PHA: On-going Responsibilities. Effective 30 days following the

issuance date of this notice, the receiving PHA must send the initial PHA a copy of the
updated Form HUE50058 at each annual recertification for the duration of time the
receiving PHA is billing the initial PHA on behaif the family, regardless of whether
there is a change in the billing amount. The purpose of this notification is to serve as
an annual OreconciliationO to assist both PHAs in fulfilling their accounting and record
keeping responsibilities. Should théim PHA fail to receive an updated Form HUD
50058 by the annual recertification date, it should contact the receiving PHA to verify
the status of the family.

The receiving PHA is also required to send a new Form 32865 along with the

Form HUD-50058 b report any change in the billing amount, if applicable. The

timing of the notice of the change in the billing amount should correspond with the
notification to the owner and the family in order to provide the initial PHA with
advance notice of the chamgHowever, under no circumstances should the
notification be later than 10 working days following the effective date of the change in
the billing amount.

If the receiving PHA is absorbing a family for which it has been billing or if the
housing assiance payments are terminated for any reason, the receiving PHA should
provide adequate notice of the effective date of the absorption or termination to avoid
having to return a payment. In no event should the receiving PHA fail to notify the
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initial PHA later than 10 working days following the effective date of the termination
of the billing arrangement.

In the case where a family currently under a billing arrangement subsequently decides
it wants to move under portability to yet another jurisdictionyéoeiving PHA does

not issue the family a voucher in order to do so. Instead, the receiving PHA notifies
the initial PHA of the family request to port to another jurisdiction. The initial PHA is
responsible for issuing the family's voucher and sendlied-orm HUD52665 and
supporting documentation to the new receiving PHA. Good communication between
all three PHAs is very important in such a circumstance.

5. Summary of Portability Billing Deadlines. The following summarizes the relevant
deadlines undehe portability billing procedures.

a. Submission of Initial Billing Amount (Part Il of the Form HJB0058) Receiving
PHA must submit initial billing notice (1) no later than 10 working days following
the date the HAP contract was executed and (2) in time that it will be received no
later than 60 days following the expiration date of the familyOs voucher issued
the initial PHA.

b. Payment of First Billing Amountnitial PHA makes payment within 30 days of
receipt of Part Il of the Form HUD 50058 indicating billing amount.

c. Payment of Subsequent Billing Amountde initial PHA is responsible for
ensuring that dasequent billing amounts are received no later than the fifth
working day of each month for which the monthly billing amount is due.

d. Notification of Change in Billing Amount or Other Actiofihe receiving PHA
notifies the initial PHA of any change in th#lihg amount as soon as possible
(preferably before the effective date to avoid retroactive adjustments) but in no
circumstance any later than 10 working days following the effective date of the
change.

XV. Inspections of Private Landlord's Property

When the HA receives a request for tenancy approval the HA shall inspect the unit for compliance
with the HUDHousingQuality Standards (HQS). The HA's inspector will inspect the unit for
compliarce with HQS standards and send the owner the results of the inspection. If there are
defects or deficiencies which must be corrected in order for the unit to comply with HQS
standards, the Owner shall be advised, in writing, by the HA of the work retmibeddone

before a Contract can be executed. The unit will basected to ascertain that the necessary

work has been performed and the unit meets HQS standards for occupancy.

The inspection reports will specify the defects or deficiencies whiwt be corrected in order for

the unit to be corrected for the unit to meet HQS standards. The inspection report will also refleci
any other defects or deficiencies that do not cause the unit to falil, in the event of a subsequent
claim by the Owner thahey were caused during the period of occupancy by the Family.
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XVI. Inspection Standards

Before a unit can be approved for occupancy unded@¥ program, the unit must meet the
performance requirements set fortiih CFR, which are the Housing Quality Standards (HQS).

A. HOS Inspection Areas:

The following areas are included in HQS inspections:

KK KK KK KK KK KK K

Sanitary facilities;

Food preparation and refuse disposal;
Space and security;

Thermal enronment;

lllumination and electricity;

Structure and materials;

Interior air quality;

Water supply;

Defective paint surfaces (in units built prior to 1978);
Access;

Site and neighborhood;

Sanitary condition; and

Smoke Detectors.

I The HA's inspection only certifies that the unit meets HQS requirements. The HA is not responsible
for items not included in the HQS inspection. The HA will use HUD approved inspection forms to
performHCV Inspections.

B. Defective Paint Surfaces (units hudrior to 1978)

1.

EHA Administrative Plan

Non-EBL Children When children under six years of age live in a household where

the HQS inspection revealed deteated paint surfaces, including chipping, peeling,
chalking, teeth marks, or any other defects in the paint surface in excess of the limits a:
found in the Federal Regulations, the landlord must test and/or abate the lead based
paint hazard in accordaneath the applicable federal and/or state rules and

regulations. The family must be protected in accordance with the regulations.

EBL Children If a family member under six (6) years of age with an EBL is to reside

in a unit buit prior to 1978, the unit must be tested for lead based paint and if found
positive abated in accordance with Federal Regulations. The family must be protected
in accordance with the regulations.

Health Department Reports

Within five working days after the HA receives notification of an Environmental
Intervention Blood Lead Level of 10 1g/dL (micrograms per deciliter) or more, the
HA will supply to the Health Department names or addresses of identified EBL
childrenunder the age of six (6) years;

At least quarterly the HA shall provide a list of addresses ¢f@Y assisted units

with children under the age of six to the Health Department (unless the Health
Department declines the list);

At least quarterly, the HAhall request a list of all children under the age of six with an
EBL. If this list is supplied, the HA shall cross check the list with the addresses of
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HCV participants to see if any of the children listed are irH8% program.

¥ If a match occurs thatas previously unknown to the HA, the HA and the property
owner must follow all requirements for units with children under the age of six (6)
years old with an EBL.

C. Types of HQS Inspections:

1. Initial Inspections: Perfoned by the HA representative after receiving the Request for
Lease Approval from the applicant.

2. Yearly inspections: For participants continuing to receive assistance and remaining in
the same unit, a new inspection is required within 365 days of the last inspection.

3. Relnspections: Inspections that are performed by HA staff for verifying that
defidencies noted in the previous inspection have been corrected and meet HQS.

»

Quality Control Inspections: THgection 8 Coordinatawill re-inspect the minimum
number as specified in CFR 985 to insure that inspections are being performed in
compliance wittHQS standards. Files will be maintained that document the quality
control inspections.

5. Special Inspections: These types of inspections may be necessary when a federal
official visits the HA to perform a compliance review of the HA and/or the owner or
terant may request a special inspection be performed to document the condition of the
unit.

XVII. Rent and Rent Reasonableness

A. Negotiating Rent to Owner

The rent to the owner is a matter of negotiation between the ownéreafainily. The rent

must be within the guidelines of Orent reasonableness,O and this rental amount must be
certified by the HA as falling within the guidelines of Orent reasonableness.O If requested by
the family, the HA must also assist the family agotiating a reasonable rent with the owner.

B. Rent to Owner: Reasonable Rent.

1. HA determination.

a. The HA may not approve a lease until the HA determines that the initial rent to

owneris a reasonable rent.

0 The HA must redetermine the reasonable rent:

o Before any increase in the rent to owner;

o If there is a five (5%) percent decrease in the published FMR in effect 60 days
before the contract anniversary (for the unit size rented biaithidy) as
compared with the FMR in effect one year before the contract anniversary; or

o |Ifdirected by HUD,

o The HA may also reletermine the reasonable rent at any other time.

b. At all times during the assisted tenancy, the rent to owner may not exceed the
reasonable rent as most recently determined or redetermined by the HA. If the rent
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is determined to be unreasonable the rent must be adjusted as of the first of the
month after the new determination, or the contract terminated.

2. Comparability
The HA must determine whether the rent to owner is a reasonable rent in comparison
to rent for other comparable unassisted units.

| The rent reasonableness methodology used by this HA is attached to this docUiipRIEsoe. O

3. Owner ertification of rents charged for other uniBy, accepting each monthly
housing assistance payment from the HA, the owner certifies that the rent to owner is
not more than rent charged the owner for comparable unassisted units in the
premises. The owner must give the HA information requested by the HA on rents
charged by the owner for other units on the premises or elsewhere.

C. Rent to Owner: (Effect of rent control).

In addition to the rent reasonableness limit under this subpart, the amount of rent to owner als
may be subject to rent control limits under State or local law.

D. Rent to Owner: (In subsidized projects).
1. Subsidized rent.

a. The rent to owner in an insured or noninsured Section 236 project, Section 515
project of the Rural Development Administration, Section 202 project, or Section
221(d)(3)below market interest rate project is the subsidized rent.

b. During the assisted tenancy, the rent to owner must be adjusted to follow the
subsidized rent, in accordance with the lease.

2. HOME. For units assisted under the HOME programtsrane subject to requirements
of the HOME program.

E. Other Fees and Charges.

1. The cost of meals or supportive services may not be included in the rent to owner, and
the value of meals or supportive services may nondleded in the calculation of
reasonable rent.

2. The lease may not require the participant or family members to pay charges for meals
or supportive services. Ngrayment of such charges is not grounds for termination of
tenancy.

3. The owner may not charge tparticipant extra amounts for items customarily

included in rent in the locality, or provided at no additional cost to unsubsidized tenants
in the premises.

XVIII. Lease Approval

When a familyfinds a unit, and the owner is willing to lease the unit under the program, the
family must request the HA to approve the lease and unit.
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I Property Owners cannot participate in the program if they are disapproved by the HA as outlined in
Section XII.

A. Notification:

If the HA determines that a unit which an Eligible Family wishes to lease meets HQS, rent
reasonableness and the proposed Lease is approvable, the HA shall notify the Owner and the
Family of its determination of Lease approval.

I The HA only revews the landlordOs standard lease to insure that HUD requirements are met.

I Maximum Allowable Family ContributianAt the time a family initially receives tenabased
assistance for occupancy of a dwellungt, and where the gross rent of the unit exceeds the
applicable payment standard for the family, the family share does not exceed 40% of the familyOs
monthly adjusted income.

B. HA Disapproval of Lease:

The HA may dispprove a lease for a rent that is not reasonable, based on rents charged for
comparable rental units. HAOs may exercise this authority in communities where the market
not functioning normally or where some families are not able to negotiate reas@mtlae

their own. For example, where there is a concentration of ownership by a small number of
landlords, or where rents charged to voucher holders are greater than rents charged to non
assisted families living in comparable units. A HA must documeett ease in which it
disapproves a lease because the rent is not reasonable.

C. Execution of the Lease:

After receiving notification from the HA, the Owner and the voucher holder will provide an
executed copy of the lease (dated on or after the lease appooted HA representative. The
HAP Contract must be executed within 60 days of the effective date of the signed lease.

I No HAP can be paid until the contract (HAP) is executed; however, once executed, payments will be
retroactive to the effective date thie Lease.

I If the HAP contract is not executed within 60 days the process must start from the beginning with a
new request for lease approval.

D. The HA shall retain the followinq in its files:

1. The Request for Lease Approval;

2 The approved Lease;

3. Inspection eport;

4 HA certification that the current rent being charged for comparable units in the private

unassisted market, taking into account the location, size, type, quality, amenities,
facilities and management and maintenance service of such unitceftfisation will

be maintained for three years to comply with HUD regulations and HUD inspections;
and,

5. Executed Contract.

Page
EHA Administrative Plan 32 May 2009



XIX.

XX.

XXI.

Monthly Housing Assistance Payment$HAP)

Monthly payments will benade to an owner on behalf of a family participating inHa/

Program. Payments will be issued in accordance with the Housing Assistance Payment Contract
The checks or electronic deposits will be issued on a monthly basis and mailed/depositgd directl
to the participating owner by the fifth (5) working day of each month. A copy of the
check/transfer will be kept and serve as a record of payment.

Security Deposit

The owner establishes the amount of the sgcdeposit to be charged. The security deposit

should be consistent with private market practice or security deposits for the ownerOs unassisted
units subject to state law. When the participant moves out of the dwelling unit, the owner, subjec
to state &aw, may use the security deposit, including any interest on the deposit, in accordance witl
the lease, as reimbursement for any unpaid rent payable by the participant, damages to the unit ¢
for other amounts the participant owes under the lease. The owsegive the participant a

written list of all charges against the security deposit, and the amount of each item. The owner
must refund the security deposit balance in accordance with state law.

IF THE SECURITY DEPOSIT IS NOT SUFFICIENT TO COVER AMOUN THE
PARTICIPANT OWES UNDER THE LEASE, THE OWNER MAY SEEK TO COLLECT THE
BALANCE FROM THE PARTICIPANT. THE HA IS NOT RESPONSIBLE FOR ANY
DAMAGES OR OTHER MONEY THE PARTICIPANT OWES UNDER THE LEASE.

Housing Assistance Payment (Calculations)

A. Payment Standard:
A payment standard is used to calculate the monthly housing assistance payment for a family

B. Amount of assistance

1. Maximum and Minimum
The HA must adopt a payment standard schedule that establishes paymerdstandar
for the HA voucher prograntror each FMR area and for each exception rent area, the
HA must establislvoucher payment standard amounts by unit size {zedgooom,
onebedroom, and so onJhe Eufaula Housing Authority has set their payment
standard at 10% above the published FMR.

2. Formula

a. The housing assistance payment for a famgyals the lesser of:
0 The applicable payment standard minus 30 percent of monthly adjusted
income; or
0 The monthly gross rent minus the minimum rent.
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b. The minimum rent is the higher of:
0 10 percent of monthly income (gross income); or
0o The HAOs establishednimum rentis $50.00

3. To calculate the housing assistance payment for a family, the HA must use the
applicable payment standard from the HA payment standard schedule for the fair
market rent area (including the applicable payment standard for anyappiiosed
exception rent area) where the unit rented by the family is located.

C. Payment standard for family.

1. The payment standard for a family is the lower of:
a. The payment standard for the family unit size; or
b. The paymenstandard for the unit size rented by the family; or
c. The gross rent for the unit.

2. If the unit rented by a family is located in an exception rent area, the HA must use the
appropriate payment standard for the exception rent area.

3. During the HAP contract ter for a unit, the amount of the payment standard for a
family is the higher of:

a. The initial payment standard (at the beginning of the lease term) minus any amount
by which the initial rent to owner exceeds the current rent to owner; or

b. The payment standae determined at the most recent regular reexamination of
family income and composition effective after the beginning of the HAP contract
term.

I If payment standards are reduced the new payment standard does not become effective until the
secondeexamination for units under existing contract.

D. Distribution of Housing Assistance Payment
The monthly housing assistance payment is distributed as follows:

1. The HA pays the owner the lesser of Hmising assistance payment or the rent to
owner.
2. If the housing assistance payment exceeds the rent to owner, the HA may pay the

balance of the housing assistance payment either to the family or directly to the utility
supplier to pay the utility bill obehalf of the family.

XXII. Determination of Rent and ReExaminations

A. Annual Reexamination:

1. Once each year, or as required by this HA, the HA must reexamine the income and
family composition of all families participating th&CV Program in accordance with
24 CFR. Verifications acceptable to the HA shall be obtained and determinations
made. In the event of failure or refusal of the family to report the necessary
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information, the HA may terminate the assistance.

2. Records shalbe maintained by the HA to insure that every participant's income and
family composition has been reexamined within a twelve month period.

3. Upon completion of reexamination and verification, the participant shall be provided
reasonable advanced notice (gailg assumed 30 days), in writing (A copy of such
notification is to be retained in the participant's file.)

a. Any change in the familyOs portion of rent and the date on which it becomes
effective.

b. Any change required because of a change in the compasitiba family.

B. Interim Redetermination of Rent:

Rent as set at admission or annuagxamination will remain in effect for the period between
regular rent determinations unless changes in family circumstaoces The participant is
required and agrees to report, in writing, the following specified changes in family income and
composition within ten (10) calendar days of occurrence.

1. Loss or addition to family composition of any kind through birth, dea#rriage,
divorce, removal or other continuing circumstance and the amount, if any, of such
family member's income. Any such additions, other than birth, must be approved by
the HA in advance, and must qualify, the same as an applicant or any prospeetive

participant.

2. Employment, unemployment or changes in income for employment of a permanent
nature of the family head, spouse, or other wage earner eighteen (18) years of age or
older.

3. The starting of or stopping of, or an increase or decrease of anfijtbenpayments

received by any member of the family or household from Old Age Pension, Aid for
Dependent Children, Black Lung, Railroad Retirement, Private Pension Fund,
Disability Compensation, Veterans Administration, Child Support, Alimony, Regular
Contributions or Gifts. Lump sum payments or retroactive payments of benefits from
any of the above sources which constitute the sum of monthly payments for a
preceding period paid in a lump sum must be reported and rent adjusted retroactively
on such incora to date of eligibility for any family member residing in the household
for that period of time.

4, Cost of living increases in Social Security or public assistance grants need not be
reported until next kexamination and rdetermination of rent.

5. Errors ofomission made at admission oreneamination shall be corrected by the HA.
Retroactive payments will be made to the participant if the error is in his/her favor.

I If an error results in a retroactive rent payment due to the participant not providiect aoiormation
concerning annual income, thECV participant must make repayment in accordance with the HA
policy.

6. A participant who has had a rent reduction/ increase after initial occupancy or after

annual reexamination must report all changes iname within ten (10) calendar days
regardless of the amount or source.
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C. Notice

of Temporary Rent:

On occasions, the HA is required to compute rent based on information that is supplied by the
participant and third partypformation that has not or will not be provided by the employer.
When this situation occurs the HA will compute a temporary rent based on the information
available. Once the information is verified the participant will be notified in writing. If an
underpayment was made, based on the information provided, the participant will have fourteel
(14) days from the date of the HA natification to pay the amount specified. If the participant
has made an overpayment, that amount will be credited to his/heméosth the landlord.

The head of household and spouse (if applicable) and a HA representative signs this ONotice
Temporary RentO and it is filed appropriately with a copy provided to the participant.

D. The Effective Dates of Interim R#etermination bRent:

Any decrease in rent resulting from any decreases in family income will be made
effective the first of the month following the date the decrease in family income was
reported anderified in writing.

The participant agrees to pay any increase in rent resulting from an increase in family
income the first of the second month following the date in which such increase in
family income occurred, and to pay any back rent due becauaguoé fto report such
increase in family income.

a. Any interim change in rent will require verification.

b. Participant agrees to pay any increase in rent resulting from the implementation of
changes in rent computation or increases due to changes in reg,lptiicies, or
procedures requiring implementation by the United States Department of Housing
and Urban Development.

c. Temporary employment/unemployment or increases and decreases in wages "for
any reason" of less than 30 days will not constitute a renstagnt.

d. Ifitis found that a participant has misrepresented or failed to report facts upon
which rent is based so that the participant is paying less than they should be paying
the increase in rent shall be made retroactive to the date the increadénaail
taken effect. The participant will be required to pay the difference between the rent
paid and the amount that should have been paid. In addition, the participant may b
subject to civil and criminal penalties. Misrepresentation is a seriousaprog
violation which may result in termination.

E. Special Reexaminations:

Special reexaminations are geheduled extensions of admission or continued occupancy
determinations, and will be considered for the followiegsons:

EHA Administrative Plan

If it is impossible to determine annual family income accurately due to instability of
family income and/or family composition, a temporary determination of income and
rent is to be made and a speciaéramination shall be scheduled for thif8p), sixty
(60) or ninety (90) days, depending on circumstances. The participant shall be
notified, in writing, of the date of the specialagramination.
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3.

If the family income can be anticipated at the scheduled time, the reexamination shall
be complete@nd appropriate actions taken. If a reasonable anticipation of income
cannot be made, another speciaéxamination shall be prescribed and the same

procedure followed as stipulated in the preceding paragraph until a reasonable estimat

can be made.
Rerts determined at specialexaminations shebe made effective as notabtove.

F. Minimum Rent Hardship Exemptions:

1.

The HA shall immediately grant an exemption from application of the minimum
monthly rent to ay family making a proper request in writing who is unable to pay
because of financial hardship, which shall include:

a. The family has lost eligibility for, or is awaiting an eligibility determination from a
federal, state, or local assistance program, imetud family that includes a
member who is an alien lawfully admitted for permanent residence under the
immigration and nationalization act who would be entitled to public benefits but for
Title IV of the Personal Responsibility and Work Opportunity Rettiation Act
of 1996.

b. The income of the family has decreased because of changed circumstance,
including loss of employment.

c. A death in the family has occurred which affects the family circumstances.
d. Other circumstances which may be decided by the HA @sea loy case basis.

I All of the above must be proven by the participant providing verifiable information in writing to the
HA prior to the rent becoming delinquent and before the lease is terminated by the owner.

2.

If a family requests a financial hardshixeenption, the HA must suspend the minimum
rent requirement beginning the month following the family's request for a hardship
exemption until the HA determines whether there is a qualifying financial hardship,
and whether such hardship is temporary or kemg. The HA must promptly

determine whether a qualifying hardship exists and whether it is temporary or long
term. If the HA determines that a qualifying financial hardship is temporary, the HA
must not impose the minimum rent during theda® period bginning the month
following the date of the family's request for a hardship exemption. At the end of the
90-day suspension period, the HA must reinstate the minimum rent from the beginning
of the suspension. The family must be offered a reasonablemeptggreement, on
terms and conditions established by the HA, for back rent owed by the family.

G. Reduction of Welfare Benefits:

If the HCV participant requests an incomeeneamination and the rent reduction isgicated

on a reduction in participant income from welfare, the request will be denied, but only after
obtaining written verification from the welfare agency that the familyOs benefits have been
reduced because of:

EHA Administrative Plan

¥ Noncompliance with economic sdtifficiency program or;
¥ Work activities requirements or;
¥ Because of fraud.
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XXIII.

EHA Administrative Plan

H. Exception to Rent Reductions:

Families whose welfare assistance is reduced specifically because of fraud or failure to
participate in an economic sed@ifficiency program or comply with a work activities
requirement will not affect thelCV tenantbased assistance.

|. Family Share: (Farhy responsibility).

1.

The family share is calculated by subtracting the amount of the housing assistance
payment from the gross rent.

The HA may not use housing assistance payments or other programimghetsir{g
any administrative fee reserve) to pay any part of the family share. Payment of the
family share is the responsibility of the family.

Family Income and Composition: (Regular and interim examinations).

1.

HA responsibility for reexamination and verification.

a. The HA's responsibilities for reexamining family income and composition are
specified in 24 CFR.

b. The HA must obtain and document in the participant file third party verification of
the following factors, or must document in the participant file why third party
verification was not available:

0 Reported family annual income;

0 The value of assets;

0 Expenss related to deductions from annual income; and

o Other factors that affect the determination of adjusted income.

When HA conducts interim reexamination.

a. Atany time, the HA may conduct an interim reexaation of family income and
composition.

b. At any time, the family may request an interim determination of family income or
composition because of any changes since the last determination. The HA must
make the interim determination within a reasonable tiftez the family request.

Family income must include income of all family members, including family members
not related by blood or marriage. If any new family member is added, family income
must include any income of tlaglditional family member. The HA must conduct a
reexamination to determine such additional income, and must make appropriate
adjustments in the housing assistance payment and family unit size.

Termination of Assistance

Reasons for Termination:

The HA may terminate a participant in tHEV Program or may refuse to issue another
Voucher for a move to another unit, approve a new lease, or execute a new HegetGont
theHCV participant, if the applicant or participant: (Ref: 24 CFR 982).

1.

Owes rent, other amounts, or judgments to any HA or any other federally subsidized
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housing program, the applicant will be declared ineligible. At the HA's discretion, the
applicant may be declared eligible upon payment of the debt, with the date and time of
application being the time of payment and meeting other criteria.

2. The family, including each family member, must not:
a. Have violated any Family obligation listed on the cfoer.

b. Engage in drugelated criminal activity or violent criminal activity, including
criminal activity by the Family member, or other criminal activity that threatens the
health, safety or right to peaceful enjoyment of other residents and persomgyresidi
in the immediate vicinity of the premises. (Reference 24 CFR 982).

Breach a repayment agreement to the HA and/or owner.
d. Commit acts which would constitute fraud.

e. Fail to provide information required within the time frame specified (the applicable
dates are contained in the letters from the HA to the applicant) during the
reexamination process.

3. The HA shall terminate assistance of a family, if the participant, or any member of the
participantOs family does not sign and submit consent forms that\adegioy the
HA for verifying employment and income information.

4. The participant family must have properly completed all application requirements,
including verifications. Misrepresentation of income, family composition, or any other
information affectiig continued eligibility may result in the family being declared
ineligible andassistancenay be terminated for such misrepresentation.

5. The participant and all adults must sign a release allowing the HA to request a copy of
a police report from the Natioh@rime Information Center, Police Department or
other Law Enforcement Agencies. The participant and all adults further agree to
provide fingerprints if requested. If the HA uses the information to terminate
assistance the HA must provide a copy of tiiermation used upon proper request.

6. If the HA determines that a person is illegally using a controlled substance or abuses
alcohol in a way that may interfere with the health, safety, or right to peaceful
enjoyment of the premises by other residentse A may waive this requirement if:

a. The person demonstrates to the HAOs satisfaction that the person is no longer
engaging in drugelated criminal activity or abuse of alcohol,

b. Has successfully completed a supervised drug or alcohol rehabilitation program
c. Has otherwise been rehabilitated successfully; or
d. Is participating in a supervised drug or alcohol rehabilitation program.

7. If any household includes an individual who is subject to a lifetime registration
requirement under a state sex offermégistration program.

B. Notification of Termination:
If a participant is terminated, the HA will notify the participant, in writing, of its determination
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and inform them that they have an opportunity for an informal regieauch determination.
The denial letter will allow the participant ten (10) calendar days to request an informal review
(verbal and/or in writing) with the HA. (Section XXXV)I

XXIV. Establishing Payment Standards

A. Fair market rents (FMRS)

FMRsare publised by HUD. The FMR/exception rent limit is used to determine the payment
standards

B. Payment Standard

The payment standard must be between 90% and 110% of the FMR/exception rent limit and i
the maximum subsidy for a family. Howey&lUD may approve an exception rent limit of
less than 90% percent of the current FMR.

XXV. AFFORDABILITY ADJUSTMENTS to PAYMENT STANDARDS

Annual Increases of Payment Standardilee HA, in its discretion, may adopt annual increases of
payment standards amounts on the payment standard schedule so that families can continue to
afford to lease units with assistance. In determining when an adjustment to the payment is
necessary thelA will consider,
¥ The financial utilization of funding provided and the number of families that can be
served.
¥ Rent burden (number of families paying more than 30% of income for rent, if more
than 20 %, the HA may adjust the payment standard),
¥ Successate in leasing (if less than 40% the HA may adjust the payment standard) and
¥ Percentage of FMR (if payment standard is not within 10% of the FMR, either higher
or lower, the HA must adjust the payment standard).

XXVI. UTILITY ALLOWANCES

A. Utility Allowance Schedule

1. Maintaining schedule

a. The HA must maintain a utility allowance schedule for all partichpand utilities
(except telephone), for cost of participanipplied refrigestors and ranges, and for
other participanpaid housing services (e.g., trash collection, disposal of waste, and
refuse).

b. The HA must give HUD a copy of the utility allowance schedule. At HUD's
request, the HA also must provide any information or praesdused in
preparation of the schedule.

2. How allowances are determined
a. The utility allowance schedule must be determined based on the typical cost of
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utilities and services paid by energgnservative householdsat occupy housing

of similar size and type in the same locality. In developing the schedule, the HA
must use normal patterns of consumption for the community as a whole and current
utility rates.

TheHA's utility allowance schedule, and the utilityoallance for an individual
family, must include the utilities and services that are necessary in the locality to
provide housing that complies with the housing quality standards. However, the
HA may not provide any allowance for nessential utility costsuch as costs of
cable or satellite television.

In the utility allowance schedule, the HA must classify utilities and other housing
services according to the following general categories: space heating; air
conditioning; cooking; water heating; wateewser; trash collection (disposal of
waste and refuse); other electric; refrigerator (cost of particggplied

refrigerator); range (cost of participasupplied range); and other specified housing
services. The HA must provide a utility allowancegarticipantpaid

air-conditioning costs if the majority of housing units in the market provide
centrally airconditioned units or there is appropriate wiring for
participantinstalled air conditioners.

The cost of each utility and housing service categuugt be stated separately. For
each of these categories, the utility allowance schedule must take into consideratior
unit size (by number of bedrooms), and unit types (e.g., apartmenhouse,

town house, singlamily detached, and manufactured hogsithat are typical in

the community.

The utility allowance schedule must be prepared and submitted in accordance with
HUD requirements on the form prescribed by HUD.

Revisions of utility allowance schedule.

a.

An HA must review its schedule of utility allowances each year, and must revise its
allowance for a utility category if there has been a change of 10% or more in the
utility rate since the last time the utility allowance schedule was revisedHAhe

must maintain information supporting its annual review of utility allowances and
any revisions made in its utility allowance schedule.

At HUD's direction, the HA must revise the utility allowance schedule to correct
any errors, or as necessary to updae schedule.

Use of utility allowance schedule

a.

b.

The HA must use the appropriate utility allowance for the size of dwelling unit
actually leased by the family (rather than the family unit size as deteromuoied
the HA subsidy standards).

At reexamination, the HA must use the HA current utility allowance schedule.

Reasonable accommodatio®n request from &amily that includes a person with

disabilities, the HA must approve a utility allowance which is higher than the
applicable amount on the utility allowance schedule if a higher utility allowance is
needed as a reasonable accommodation to make the praggassible to and usable
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XXVII.

XXVII

by the family member with a disability.

Adjustment to Contract Rents

A. Contract Rents:

The rent to owner may not be increased during the first year of the lease. The lease may
provide that the owner magcrease the rent at any time after the first anniversary of the lease,
but the owner must give the tenant and the HA 60 dayOs written notice of any increase before
takes effect.

The owner may increase the familyOs rent at any time after the émitiadft the lease, subject
to the HAOs approval based on rent reasonableness, with a 60 days written noticently the fa
and the HA.

B. Overall Limitation of Adjustments:

Notwithstanding any other provisions of this part, adjustments as provided for iadtiss
shall not result in material differences between the rents charged for assisted and comparable
unassisted units (rent reasonableness).

. Absence from the Assisted Unit

Absence means that no membéthe family is residing in the unit. Families participating in the
program may be absent for a period of 14 calendar days without notifying the HA (see voucher,
obligations of the family). If the family anticipates being absent for more than ldctoins
calendars days, the Head of Household must request written permission from the HA prior to
leaving the assisted unit. The HA my approve absences in excess of 14 consecutive calendar de
for vacation, hospitalization or other good cause as pesémthe HA by head of household.

The HA will respond in writing within 10 calendar days of the receipt of the request for approved
absence. The HA will not approve any request for absence for a period of more than 180
consecutive calendar days in afcemstance, or for any reason.

I If emergencies exist, such as hospitalization, the head of household must notify the HA by telephont
as soon as possible and request a determination via the telephone. Verbal request for determinatior
may only be made iamergencies. The HA will respond verbally and folagvits verbal
determination in writing within ten calendar days of the verbal request.

XXIX.

Continued Assistance after Family BreakUp

The HA shall determine which family members will continue to receive assistance after a
documentedamily breakup. The head of household, spouse or any adult member of the
household must notify the HA that there has been a family fueald continued aistance is

being requested. The assisted family member making the request must submit the request in
writing to the HA and request a determination. The request must be made within 10 calendar day
of the breakup. The HA will consider the following famts in making this determination:
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¥ Assisted Unit Whether the assistance should remain with family members remaining

in the original assisted unit.

Interest of Family MembersThe interest of minor children or of ill, elderly, or
disabled family members.

Physical Violence Whether family members are forced to leave the unit because of
actual or threatened physical violence against family mesifyea spouse or other
member of the household.

The HA will issue a determination within 10 calendar days of receipt of the request for a
determination. The person requesting the determination may request an Informal Hearing in
accordance with the HA edilished procedures if they disagree with the determination of the HA.

! If a court determines the disposition of property between members of the assisted family, in a divorce
or separation under a settlement or judicial decree, the HA is bound by tt@scdetermination of
which family members continue to receive assistance in the program.

XXX.

EHA Administrative Plan

C.

Termination of Tenancy by Owner

Reasons for Termination:

The Owner shalhot terminate the tenancy of the Family except for:

1.
2.

Serious or repeated violation of the terms and conditions of the Lease;

Criminal Activity by the participant, any member of the household, a guest, or another
person under the participantOs control $leatlause for termination of tenancy.

Criminal activity is defined as, criminal activity that threatens the health, safety or right
to peaceful enjoyment of the premises by other residents or by persons residing in the
immediate vicinity of the premises.

Violation of Federal, State or local law that imposes obligations on the participant in
connection with the occupancy or use of the premises; or

Other good cause, which may include, but not be limited to: failure by the family to
accept the offer of a nelgase or revision; a family history of disturbance of neighbors

or destruction of property, or of living or housekeeping habits resulting in damage to
the unit or premises; the ownerOs desire to use the unit for personal or family use, or fc
a purpose ¢ter than as a residential rental unit; or a business or economic reason for
termination of the tenancy (such as sale of the property, renovation of the unit, desire t
lease the unit at a higher rental). If the owner terminates the tenancy for a boisiness
economic reason the owner must provide the tenant with a 90 day notice.

Eviction by Court Action:

The Owner may evict the Family from the Contract unit only by instituting a court action. The
Owner must notify th HA, in writing, of the commencement of procedures for termination of
tenancy, at the same time that the Owner gives notice to the Family under State law.

Written Notice:

Owners must provide written notice of not less than 90 days before termination of a tenant
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based housing assistance payment (HAP) contract and not less than 1 year before terminatiol
of a projectbased HAP contract because of an ownefopior expiratiorof the HAP
contract. Copies of these notices must be provided to the HA.

D. Termination during Initial Term of the Lease:

The owner may not terminate the tenancy for Oother good causeQ, uniesethe

terminating the tenancy because of something the family did or failed to do. For example,
during this period, the owner may not terminate the tenancy for Oother good causeO, based ¢
any of the following grounds: failure by the family to accéyet offer of a new lease or

revision; the ownerOs desire to use the unit for personal or family use, or for a purpose other
than as a residential rental unit; or a business or economic reason for termination of tenancy
(See above).

XXXI. Termination of Housing Assistance Payment (Hap) Contract

A. When the Unit is to Big ortoo Small:

If the HA determines thaa unit does not meet the HQS space standards because of an increas
in family size or a change in family composition, the HA must issue the family a new voucher,
and the family and HA must try to find an acceptable unit as soon as possible.

B. Breach ofContract:

Termination of HAP contract for owner breach of contract. Breaches of the contract are
outlined in the contract.

C. Automatic Termination of HAP Contract:

The HAP ontract terminates automatically 180 calendar days after the last houssigras
payment to the owner.

XXXIl.  Program Management Plan- Organization Plan

Executive DirectarResponsible for all aspects of the HCV Programs

Section 8 CoordinatorThe Section 8 Coordinator is responsible for the day to day operations of the
Section 8 Programs. Some of the major duties sakes applications, signs vouchers, handles public
relations with concerned agencies and landlords, performs inspections (including the 5 percent
supervisory inspections), performs certifications anrdemtifications of participants and prepares vasio
Section 8 reports

Section 8 AssistantThe Applications Clerk serves as the backup for the Section 8 Coordinator and
performs a portion of the duties of the Section 8 Coordinator as needed.

Inspector Various HA staff perform Section 8 Inspections for the Section 8 program and under the
direction and training of the Section 8 Coordinator.

Accountant Responsible for all financial transactions (some may be designated to Section 8 Coordinator
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XXXIIl. HUD Review of Contract Compliance
HUD will review program operations at such intervals as it deems necessary to insure that the
owner and the HA are in futompliance with the terms and conditions of the contract and the

ACC. Equal opportunity review may be conducted with the scheduled HUD review or at any time
deemed appropriate by HUD.

XXXIV.  Administrative Fee Reserve Expenditures

Expenditures from the administrative fee reserve oHB% programs in excess ol8,000will
be approved by the board of commissioners of the HA.

XXXV.  Special Housing Types

The PHA must select one of the following

|E This Housing Authority has elected not to permit use of any of SROQOs, Congregate |
Group homes, Shared housing and Cooperative housing types in its program unless
special housing type is needed as a reasonable accommodation so that the program
readily accessible to and usable by persons with disabilities in accordance with 24 C
8

This Housing Authority has elected to permit the use of Special Housing Types as beg

A. Overview

1. Special housing typedhis subpart describes program requirements for special
housing types. The following are the special housing types:

Single room occupancy (SRO) housing;

Congregate housing;

Group home;

Shared housing;

Cooperative (inalding mutual housing);

Manufactured home.

K K K K K K

2. HA choice to offer special housing type.

a. The HA may permit a family to use any of the following special housing types in
accordance with requirements of thegmam: single room occupancy housing,
congregate housing, group home, shared housing, or cooperative housing.

b. In general, the HA is not required to permit use of any of these special housing
types in its program.

c. The HA must permit use of any special hogdiype if needed as a reasonable
accommodation so that the program is readily accessible to and usable by persons
with disabilities in accordance with 24 CFR part8.
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d. For occupancy of a manufactured home, see Sec. 982.620(a).

Family choice of housing and h&ing type The HA may not set aside program
funding for special housing types, or for a specific special housing type. The family
chooses whether to rent housing that qualifies as a special hoysengniyer this
subpart, or as any specific special housing type, or to rent other eligible housing in
accordance with requirements of the program. The HA may not restrict the family's
freedom to choose among available units in accordance with Sec. 982.353.

Applicability of requirementsExcept as modified by this subpart, requirements in the
other subparts of this part apply to the special housing types. Provisions in this subpart
only apply to a specific speciabising type. The housing type is noted in the title of
each section.

B. Single Room Occupancy (SRO)

1.

EHA Administrative Plan

SRO: General. Sec. 982.602
a. Who may reside in an SRQA single person may reside in an SRO housing unit.

b. When may a person rent an SRO housing uhisingle person may rent a unit in

SRO housing only if:

1. HUD determines there is significant demand for SRO units in the area;

2. The HA and the unit of generaldal government approve providing assistance
for SRO housing under the program; and (3) The unit of general local
government and the HA certify to HUD that the property meets applicable local
health and safety standards for SRO housing.

SRO: Lease and HA&ontract. Sec. 982.603
For SRO housing, there is a separate lease and HAP contract for each assisted persor

SRO: Rent and housing assistance payment. Sec. 982.604

a. Payment standardThe HA must adopt a payment standard for persons who
occupy SRO housing with assistance under the voucher program. The SRO
payment standard may not exceed the FMR/exception rent limit for SROgousi
While an assisted person resides in SRO housing, the SRO payment standard mus
be used to calculate the housing assistance payment.

b. Utility allowance The utility allowance for an assisted person residing in SRO
housing is 75 percent of the zero kman utility allowance.

SRO: Housing quality standards. Sec. 982.605

a. HQS standards for SROThe HQS in Sec. 982.401 apply to SRO housing.
However, the standards in this section apply in pld&eo. 982.401

(Sanitary facilities), Sec. 982.401(c) (food preparation and refuse disposal), and
Sec. 982.401(d) (space and securitg)nce the SRO units will not house children,
the housing quality standards in Sec. 982.401(j), concerningbkessetl pint, do

not apply to SRO housing.

b. Performance requirements
o SRO housing is subject to the additional performance requirements in this
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paragraph (b).

o0 Sanitary facilities and space and security characteristics must meet local
code standards for SRO housing the absence of applicable local code
standards for SRO housing, the following standards apply:

0 Sanitary facilities.

0 At least one flush toilet that can be used in privacy, lavatory
basin, and bathtub or shower, in proper operating condition,
must besupplied for each six persons or fewer residing in the
SRO housing.

o If SRO units are leased only to males, flush urinals may be
substituted for not more than ehalf the required number of
flush toilets. However, there must be at least one flush toilet
in the building.

o Every lavatory basin and bathtub or shower must be supplied
at all times with an adequate quantity of hot and cold running
water.

o All of these facilities must be in proper operating condition,
and must be adequate for personal cleanlinedshe
disposal of human waste. The facilities must utilize an
approvable public or private disposal system.

0 Sanitary facilities must be reasonably accessible from a
common hall or passageway to all persons sharing them.
These facilities may not be locdtenore than one floor
above or below the SRO unit. Sanitary facilities may not be
located below grade unless the SRO units are located on that
level.

0 Space and security.

c. Access

No more than one person may residamSRO unit.

An SRO unit must contain at leaste hundred ten square feet of
floor space.

An SRO unit must contain at least four square feet of closet space
for each resident (with an unobstructed height of at least five feet).
If there is less closet space, space equal to the amount of the
deficiercy must be subtracted from the area of the habitable room
space when determining the amount of floor space [[Page 23866]] in
the SRO unit. The SRO unit must contain at least one hundred ten
square feet of remaining floor space after subtracting the arabunt
the deficiency in minimum closet space.

Exterior doors and windows accessible from outside an SRO unit
must be lockable.

0 Access doors to an SRO unit must have locks for privacy in proper
operating condition.

0 An SRO unit must have immediate ass to two or more approved means
of exit, appropriately marked, leading to safe and open space at ground
level, and any means of exit required by State and local law.

o The resident must be able to access an SRO unit without passing through

EHA Administrative Plan
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any other unit.

d. Sprinkler system A sprinkler system that protects all major spaces, hard wired
smoke detectors, and such other fire and safety improvements as State or local law
may require must be installed in each building. The @najor spaceéSmeans
hallways, lage common areas, and other areas specified in local fire, building, or
safety codes.

C. Congregate Housing

1.

EHA Administrative Plan

Who may reside in congregate housing&c. 982.606

An elderlyperson or a person with disabilities may reside in a congregate housing

unit.

¥ If approved by the HA, a family member or lireaide may reside with the elderly
person or person with disabilities.

¥ The HA must approve a live aide if needed as a reasomaatcommodation so
that the program is readily accessible to and usable by persons with disabilities in
accordance with 24 CFR part 8. See Sec. 982.316 concerning occupancy by a
live-in aide.

Lease and HAP contractec. 982.607
For congregate housing, there is a separate lease and HAP contract for each assisted
family.

Rent and housing assistance payment; FMR/exception rent Bed. 982808

a. Unless there is a liven aide:
o0 The FMR/exception rent limit for a family that resides in a congregate
housing unit is the zerbedroom FMR/exception rent limit.
o0 However, if there are two or more rooms in the unit (not including kitchen
or sanitary failities), the FMR/exception rent limit for a family that resides
in a congregate housing unit is the dregroom FMR/exception rent limit.

b. If there is a livein aide, the livein aide must be counted in determining the family
unit size.

Housing quality sandards Sec. 982.609

a. HQS standards for congregate housing. The HQS in Sec. 982.401apply to
congregate housing. However, the standards in this section apply in place of Sec.
982.401(c) (food preparation arefuse disposal). Congregate housing is not
subject to the HQS acceptability requirement in Sec. 982.401(d)(2)(i) that the
dwelling unit must have a kitchen area.

b. Food preparation and refuse disposal: Additional performance requirements. The
following addtional performance requirements apply to congregate housing:

o The unit must contain a refrigerator of appropriate size.

o0 There must be central kitchen and dining facilities on the premises. These
facilities:

0 Must be located within the premises, and accessitthe residents;

0 Must contain suitable space and equipment to store, prepare, and serve fooc
in a sanitary manner;
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0 Must be used to provide a food service that is provided for the residents and
that is not provided by the residents; and

0 Must be for thgrimary use of residents of the congregate units and be
sufficient in size to accommodate the residents.

o There must be adequate facilities and services for the sanitary disposal of
food waste and refuse, including facilities for temporary storage where
neessary.

D. Group Home
Who may reside in a groupme. Sec. 982.610

1.

EHA Administrative Plan

a.

An elderly person or a person with disabilities may reside in a-Spaieved
group home.

If approved by the HA, a livéen aide may reside with a person with disabilities.

The HA must approve a livim aide if needed as a reasonable accommodation so
that the program is readily accessible to and usable by persons with disabilities in
accordance with 24 CFR part 8. See.®82.316 concerning occupancy by a

live-in aide.

Except for a livein aide, all residents of a group home, whether assisted or
unassisted, must be elderly persons or persons with disabilities.

Persons residing in a group home must not require continuataher nursing
care.

Persons who are not assisted under the tdyas®d program may reside in a group
home.

No more than 12 persons may reside in a group home. This limit covers all persons
who reside in the unit, including assisted and unassisteé&n¢sidnd any livn
aide.

Lease and HAP contracBec. 982.611
For assistance in a group home, there is a separate HAP contract and lease for each
assisted person.

State approval of group hom&ec. 982.612

A group home must be licensed, certified, or otherwise approved in writing by the
State (e.g., Department of Human Resources, Mental Health, Retardation, or Social
Services) as a group home for elderly persons or pemsith disabilities.

Rent and housing assistance paymesgc. 982.613

a.

b.

Meaning of prerata portion For a group home, the term Gpata portion,O means

the ratio derived by dividing the number of mers in the assisted household by the
total number of residents(assisted and unassisted) residing in the group home. The
number of persons in the assisted household equals one assisted person plus any
HA-approved livein aide.

Rent to owner: Reasonable rédintit.
o The rent to owner for an assisted person may not exceed that@mortion
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of the reasonable rent for the group home.

0 The reasonable rent for a group home is determined in accordance with Sec.
982.503. In determining reasonable rent forgteip home, the HA must
consider whether sanitary facilities, and facilities for food preparation and
service, are common facilities or private facilities.

c. Maximum subsidy
¥  Family unit size.
0 Unless there is Bve-in aide, the family unit size is zero one
bedroom.
o Ifthere is a livein aide, the livan aide must be counted in determining
the family unit size.
¥ Voucher tenancy: The payment standard for a person who resides in a group
home is the lower of:
o0 The payment standard for the family unit siae;
0 The prorata portion of the payment standard for the group home size.
¥ OverFMR tenancy: Payment standard. For an-@&WdR tenancy, the payment
standard for a person who resides in a group home is the lower of:
o0 The FMR/exception rent limit for the familnit size; or
0 The prorata portion of the FMR/exception rent limit for the group home
size.

5. Utility allowance The utility allowance for each assisted person residing in a group
home is the proata portion of the utilityallowance for the group home unit size.

6. Housing quality standardsSec. 982.614

a. Compliance with HQS The HA may not give approval to reside in a group home
unless the unit, including the portion of the unit &lze for use by the assisted
person under the lease, meets the housing quality standards.

b. Applicable HQS standards
o The HQS in Sec. 982.401 apply to assistance in a group home. However,
the standards in this section apply in place of Sec. 982.4@&Hm}ary
facilities),Sec. 982.401(c) (food preparation and refuse disposal), Sec.
982.401(d)(space and security), Sec. 982.401(g) (structure and materials)
and Sec. 982.401(l) (site and neighborhood).
o0 The entire unit must comply with the HQS.

c. Additional performance requirementd he following additional performance
requirements apply to a group home:
¥ Sanitary facilities.
0 There must be a bathroom in the unit. The unit must contain, and an
assisted resident must have ready access to:
" Aflush toilet that ca be used in privacy;
" Afixed basin with hot and cold running water; and
" A shower or bathtub with hot and cold running water.
o All of these facilities must be in proper operating condition, and must be
adequate for personal cleanliness and the disposahudithwaste. The
facilities must utilize an approvable public or private disposal system.
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o

(0]

The unit may contain private or common sanitary facilities. However, the
facilities must be sufficient in number so that they need not be shared by
more than four redents of the group home.

Sanitary facilities in the group home must be readily accessible to and
usable by residents, including persons with disabilities.

¥ Food preparation and service.

(0]

(0]

(0]

The unit must contain a kitchen and a dining area. There must dpgatele
space to store, prepare, and serve foods in a sanitary manner.
Food preparation and service equipment must be in proper operating
condition. The equipment must be adequate for the number of residents in
the group home. The unit must contain theokelhg equipment:

" A stove or range, and oven;
A refrigerator; and
A kitchen sink with hot and cold running water. The sink must
drain into an approvable public or private disposal system.
There must be adequate facilities and services for the sadisaosal of
food waste and refuse, including facilities for temporary storage where
necessary.
The unit may contain private or common facilities for food preparation and
service.

¥ Space and security.

(0]
0]

0]

The unit must provide adequate space and securitydadgsisted person.
The unit must contain a living room, kitchen, dining area, bathroom, and
other appropriate social, recreational, or community space. The unit must
contain at least one bedroom of appropriate size for each two persons.
Doors and windowthat are accessible from outside the unit must be
lockable.

¥ Structure and material.

(0]

(0]

(0]

The unit must be structurally sound to avoid any threat to the health and
safety of the residents, and to protect the residents from the environment.
Ceilings, walls, andloors must not have any serious defects such as severe
bulging or leaning, loose surface materials, severe buckling or noticeable
movement under walking stress, missing parts or other significant damage.
The roof structure must be firm, and the roof nhesivatertight. The

exterior or wall structure and exterior wall surface may not have any serious
defects such as serious leaning, buckling, sagging, cracks or large holes,
loose siding, or other serious damage. The condition and equipment of
interior ard exterior stairways, halls, porches, walkways, etc., must not
present a danger of tripping or falling. Elevators must be maintained in safe
operating condition.

The group home must be accessible to and usable by a resident with
disabilities.

¥ Site and nglhborhood. The site and neighborhood must be reasonably free from
disturbing noises and reverberations and other hazards to the health, safety, and
general welfare of the residents. The site and neighborhood may not be subject to
serious adverse envirommtal conditions, natural or manmade, such as dangerous
walks or steps, instability, flooding, poor drainage, septic tank-bpsksewage

Page
51 May 2009



hazards or mud slides, abnormal air pollution, smoke or dust, excessive noise,
vibrations or vehicular traffic, exceise accumulations of trash, vermin or rodent
infestation, or fire hazards. The unit must be located in a residential setting.

E. Shared Housing

1.

EHA Administrative Plan

Shared housing: Occupanc$ec. 982.615

a.

Sharing a unit An assisted family may reside in shared housing. In shared
housing, an assisted family shares a unit with the other resident or residents of the
unit. The unit may be a house or an apartment.

Who may share a dwelling unit with assistechifs.

o |If approved by the HA, a livéen aide may reside with the family to care for
a person with disabilities. The HA must approve aiivaide if needed as
a reasonable accommodation so that the program is readily accessible to an
usable by personsith disabilities in accordance with 24 CFR part 8. See
Sec. 982.316 concerning occupancy by aiinaide.

o0 The persons who are assisted under the tdyes®d program, or other
persons who are not assisted under the tevesed program, may reside in
ashared housing unit.

o The owner of a shared housing unit may reside in the unit. A resident
owner may enter into a HAP contract with the HA. However, housing
assistance may not be paid on behalf of an owner. An assisted person may
not be related by blabor marriage to a resident owner.

Lease and HAP contracBec. 982.616
For assistance in a shared housing unit, there is a separate HAP contract and lease fol
each assisted family.

Rent and housing assistance pagteéec. 982.617

a.

Meaning of prerata portion For shared housing, the term Ogata portion,O

means the ratio derived by dividing the number of bedrooms in the private space
available for occupancy byfamily by the total number of bedrooms in the unit.

For example, for a family entitled to occupy three bedrooms in a five bedroom unit,
the ratio would be 3/5.

Rent to owner: Reasonable rent.
0 The rent to owner for the family may not exceed therpta rtion of the
reasonable rent for the shared housing dwelling unit.
0 The reasonable rent is determined in accordance with Sec. 982.503.

Maximum subsidy
¥ Voucher Tenancy: The payment standard is the lower of:
o The payment standard for the family unit size; or
o0 The prorata portion of the payment standard for the shared housing unit
size.
¥ Live-in aide. If there is a liven aide, the livein aide must be counted in
determining the family unit size.

Utility allowance The utility allowance for an assisted fayniésiding in shared
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4.

housing is the proata portion of the utility allowance for the shared housing unit.

Housing quality standardsSec. 982.618

a. Compliance with HQS The HA may not give approval to reside inrgtbhousing

b.

d.

unless the entire unit, including the portion of the unit available for use by the
assisted family under its lease, meets the housing quality standards.

Applicable HQS standardsThe HQS in Sec. 982.401 apply to assistance in shared
housing. However, the HQS standards in this section apply in place of Sec.
982.401(d) (space and security).

Facilities available for family The facilities available for the use of an assisted

family in shared housing under the family's lease must include (whether in the
family's private space or in the common space) a living room, sanitary facilities in
accordance with Sec. 982.401(b), and food preparation and refuse disposal facilitie:
in accordane with Sec. 982.401(c).

Space and security: Performance requirements.

¥ The entire unit must provide adequate space and security for all its residents
(whether assisted or unassisted).

¥ Each unit must contain private space for each assisted family, plusocomm
space for shared use by the residents of the unit. Common space must be
appropriate for shared use by the residents.

o The private space for each assisted family must contain at least one
bedroom for each two persons in the family. The number of bedrooms
in the private space of an assisted family may not be less than the family
unit size.

0 A zero or one bedroom unit may not be used for shared housing.

F. Cooperative HousingSec. 982.619

1.

EHA Administrative Plan

When cooperative housing may be usédfamily may reside in cooperative housing
if the HA determines that:

a.

Assistance under the program will help maintain affordability of the cooperative
unit for lowrincome families; and

The cooperative has adopted requirements to maintain continuedaaffibtydor
low-income families after transfer of a cooperative member's interest in a
cooperative unit (such as a sale of the resident's share in a cooperative corporation

Rent to owner.

a.

b.

The reasonable rent for a cooperative unit is determined indeco® with Sec.
982.503. For cooperative housing, the rent to owner is the monthly carrying charge
under the occupancy agreement/lease between the member and the cooperative.

The carrying charge consists of the amount assessed to the member by the
cooperdve for occupancy of the housing. The carrying charge includes the
member's share of the cooperative debt service, operating expenses, and necessar
payments to cooperative reserve funds. However, the carrying charge does not
include dowrpayments or ¢ter payments to purchase the cooperative unit, or to
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amortize a loan to the family for this purpose.
c. Gross rent is the carrying charge plus any utility allowance.

d. The occupancy agreement/lease and other appropriate documents must provide thi
the monthy carrying charge is subject HCV limitations on rent to owner.

Housing assistance paymerithe amount of the housing assistance payment is
determined in accordance with subpart K of this part.

Live-in aide
a. If approved by the HA, a livéen aide mayreside with the family to care for a
person with disabilities. The HA must approve a-livaide if needed as a
reasonable accommodation so that the program is readily accessible to and usable

by persons with disabilities in accordance with 24 CFR paBéee Sec. 982.316
concerning occupancy by a ke aide.

b. If there is a livein aide, the livein aide must be counted in determining the family
unit size.

G. Manufactured Home

1.

EHA Administrative Plan

Applicability of requirements Sec. 982.620

a. Assistance for resident of manufactured home

o A family may reside in a manufactured home with assistance under the
program.

o The HA must permit a family to lease a manufactured home and space with
assistance undéne program.

o The HA may provide assistance for a family that owns the manufactured
home and leases only the space. The HA is not required to provide such
assistance under the program.

b. Applicability:
o The HQS in Sec. 982.621 always apply when assistaqrevgled to a
family occupying a manufactured home (under paragraph (a) (2) or (a) (3)
of this section).
0 Sections 982.622 to 982.624 only apply when assistance is provided to a
manufactured home owner to lease a manufactured home space.

c. Live-in aide

o If approved by the HA, a liven aide may reside with the family to care for
a person with disabilities. The HA must approve aiivaide if needed as
a reasonable accommodation so that the program is readily accessible to an
usable by persons with diséties in accordance with 24 CFR part 8. See
Sec. 982.316 concerning occupancy by &ilivaide.

o Ifthere is a livein aide, the liven aide must be counted in determining the
family unit size.

Housing quality standardsSec. 982.621
A manufactured home must meet all the HQS performance requirements and
acceptability criteria in Sec. 982.401. A manufactured home also must meet the
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3.

4.

EHA Administrative Plan

following requirements:

a. Performance requiremenA manufactured home must be gdd on the site in a
stable manner, and must be free from hazards such as sliding or wind damage.

b. Acceptability criteria A manufactured home must be securely anchored by a
tie-down device that distributes and transfers the loads imposed by the unit to
appropriate ground anchors to resist wind overturning and sliding.

Space Rental: Rent to owne8ec. 982.622

a. What is included
0 Rent to owner for rental of a manufactured home space includes payment

for maintenancand services that the owner must provide to the participant
under the lease for the space.

Rent to owner does not include the costs of utilities and trash collection for
the manufactured home. However, the owner may charge the family a
separate fee for éhcost of utilities or trash collection provided by the

owner.

b. Reasonable rent.
o During the assisted tenancy, the rent to owner for the manufactured home

space may not exceed a reasonable rent as determined in accordance with
this section. Section 982.5@not applicable.

The HA may not approve a lease for a manufactured home space until the
HA determines that the initial rent to owner for the space is a reasonable
rent. At least annually during the assisted tenancy, the HA must
redetermine that the aq@ent rent to owner is a reasonable rent.

The HA must determine whether the rent to owner for the manufactured
home space is a reasonable rent in comparison to rent for other comparable
manufactured home spaces. To make this determination, the HA must
consder the location and size of the space, and any services and
maintenance to be provided by the owner in accordance with the lease
(without a fee in addition to the rent).

By accepting each monthly housing assistance payment from the HA, the
owner of the ranufactured home space certifies that the rent to owner for

the space is not more than rent charged by the owner for unassisted rental o
comparable spaces in the same manufactured home park or elsewhere. The
owner must give the HA information, as reqeesby the HA, on rents

charged by the owner for other manufactured home spaces.

Space rental: Housing assistance paym8&et. 982.623

a. Fair market rentThe FMR for a manufactured home space is detexd in
accordance with 24 CFR 888.113(e). Exception rents do not apply to rental of a
manufactured home space.

b. Housing assistance payment:
o Payment standardhe payment standard is used to calculate the monthly

housing assistance payment for a familhe payment standard for a
family renting a manufactured home space is the published FMR for rental
of a manufactured home space. The amount of the payment standard is
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determined in accordance with Sec. 982.505(d) (4) and (d) (5).
¥ Subsidy calculationThe amount of the monthly housing assistance payment
for a family equals the lesser of paragraphs (c)(2)(1) or (c)(2)(ii) of this section:
o An amount obtained by subtracting 30 percent of the family's monthly
adjusted gross income from the sum of:
" The amorization cost;
The utility allowance; and
The payment standard.
o0 The monthly gross rent for the manufactured home space minus the
minimum rent. The minimum rent is the higher of:
10 percent of monthly income (gross income); or
A higher minimum rent asequired by law.

c. Amortization cost

o The amortization cost may include debt service to amortize costs (other than
furniture costs) included in the purchase price of the manufactured home.
The debt service includes the payment for principal and interébedoan.
The debt service amount must be reduced by 15 percent to exclude debt
service to amortize the cost of furniture, unless the HA determines that
furniture was not included in the purchase price.

o The amount of the amortization cost is the debtiserestablished at time
of application to a lender for financing purchase of the manufactured home
if monthly payments are still being made. Any increase in debt service due
to refinancing after purchase of the home is not included in the amortization
cod.

o Debt service for satp charges incurred by a family that relocates its home
may be included in the monthly amortization payment made by the family.
In addition, seup charges incurred before the family became an assisted
family may be included in themortization cost if monthly payments are
still being made to amortize such charges.

d. Annual income In determining a family's annual income, the value of equity in the
manufactured home owned by the assisted family, and in which the family resides,
is not counted as a family asset.

5. Space RentalJtility allowance schedule. Sec. 982.624
The HA must establish utility allowances for manufactured home space rental. For the
first twelve months of the initial lease term only, #iewances must include a
reasonable amount for utility hoalp charges payable by the family if the family
actually incurs the expenses because of a move. Allowances for utilityupook
charges do not apply to a family that leases a manufactured hooecrs|péace.
Utility allowances for manufactured home space must not cover costs payable by a
family to cover the digging of a well or installation of a septic system.

XXXVI.  Family Self-Sufficiency Programs

Not applicable to this housing authority.
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XXXVII. Deconcentration Rule

The objective of the deconcentration rule £V tenantbased assistance is to admit no less than
75% of its new admissions to the program to families that have income at or below 30% of the
area median income. The HA will track the status of all new admissions monthly by utilizing
income reports genated by the HAOs computer system. The goal will be tracked monthly and if
the HA is not reaching its goal, families will be skipped on the waiting list to admit a family that
has income that is at or below 30% of area median income. The practice tuilleamtil the

HA achieves its goal. The HABEV applicant selection process, which is contained inH@¥
AdministrativePlanprovides for the skipping of families on the waiting list to accomplish this
goal.

XXXVIII. Closing of Files and Purging Inactive Hes

This HA will purge inactive files, after they have been closed for a period of three years, with the
exception of troubled cases, or cases involving a household containing a mimargorted
elevated bloodead level.

During the term of each assisted lease and for three years thereafter the HA will keep the lease,
HAP Contract and the application from the family. In addition, the HA must keep for at least
three years the followg records:

¥ Records with racial, ethnic, gender and disability status data for applicants and

participants.

¥ The application from each ineligible family and the notice that the applicant is
ineligible.
HUD required reports and other HUD required files.
Lead based paint inspection reports as required.
Unit inspection reports.
Accounts and other records supporting the HA and financial statements.
Other records which may be specified by HUD.

KK K K K

The HA shall retain all data for current participants for audit @eep. No information shall be
removed which may effect an accurate audit.

XXXIX.  Applicant Informal Review

A. Applicant Informal Review

The HA must give an applicant for participation prompt notice of a decision denying
assistance to the applicant. The notice must contain a brief statementezisivies for the

HA decision. The notice must also state that the applicant may request an informal review of
the decision and must describe how to obtain the informal review. The request must be in
writing and presented to the HA within ten days ofrib&ice of denial.

1. Informal Review Proces3¥he HA must give an applicant an opportunity for an
informal review of the HA decision denying assistance to the applicant. The review
may be conducted by any person or persons designated by the HA, other than a perso
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who made or approved the decisiardar review or a subordinate of this person. The
applicant must be given an opportunity to present written or oral objections to the HA
decision. The HA must notify the applicant of the final decision after the informal
review. This notice must includebrief statement of the reasons for the final decision.

2. Informal Review Not RequiredAn informal review is not required to be given by the
HA in the following circumstances:

a. Discretionary administrative detemaitions by the HA.

b. General policy issues or class grievances.

c. A determination of the family unit size under the HA subsidy standards.
d

. An HA determination not to approve the suspension or extension of a voucher
term.

e. A determination not to grant approvalléase a unit under the program, or to
approve a proposed lease.

f. A determination that a unit selected by the applicant is not in compliance with
HQS.

g. A determination that the unit is not in accordance with HQS because of the family
size or composition.

XL. Participant Informal Hearing

A. Participant Informal Hearing

The HA must give an opportunity to the participant for an informal hearing to consider
whether the HA decisions relating to the individual circumstancagafticipant family are in
accordance with the law, HUD regulations, and HA policies. Under the following
circumstances:
¥ A determination of the familyOs annual or adjusted income, and the use of such
income to compute the housing assistance payment.
¥ A determination of the appropriate utility allowance for terpaid utilities from
the HA utility allowance schedule.
¥ A determination of the family unit size under the HA subsidy standards.
¥ A determination that the family is receiving subsidy for a largerbeaurof
bedrooms than appropriate for the family unit size under the HA subsidy standards,
or the HA determination to deny the familyOs request for an exception from the
standards.
¥ A determination to terminate assistance for a participant family becatise of
familyOs action or failure to act.
¥ A determination to terminate assistance because the participant family has been
absent from the assisted unit for more than fourteen days in a calendar year.

I In the cases described hereinabove, the HA must giv@piin@tunity for an informal hearing before
the HA terminates housing assistance payments for the family under an outstanding HAP. contract

1. The HA is not required to give an informal hearing for any of the following:
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Discretionary administrative determirats by the HA.

General policy issues or class grievances.

Establishment of the HA schedule of utility allowances for families in the program.

A HA determination not to approve an extension or suspension of a voucher term.

A HA determination not to approgeunit or lease.

A HA determination that an assisted unit is not in compliance with HQS. Provided,

however, that the HA must provide the opportunity for an informal hearing for a

decision to terminate assistance for a breach of the HQS caused by tlgeatamil

described in the Voucher/Lease Addendum, or in other HUD rules and regulations

or HA policies.

¥ A HA determination that a unit is not in accordance with HQS because of the
family size.

¥ A HA determination to exercise or not to exercise any right ordgragainst the

owner under a HAP contract.

K K K K K K

2. Notice to the Family: The HA must notify the family that the family may ask for an
explanation of the basis of the HA determination, and if the family does not agree with
the determination, the family may requastinformal hearing on the decision. The
housing authority must give the family prompt written notice that the family may
request a hearing, and this notice must contain a brief statement of the reasons for the
decision, state that if the family does agree with the decision, the family my request
an informal hearing on the decision. The family has ten days from the date of the
notice to request in writing an informal hearing. The hearing will be scheduled by the
HA within ten days from the date ofeliequest.

B. Hearing Procedures:

The HA must give the participant an opportunity for an informal hearing of the HA decision
terminating assistance to the participant. The hearing may be conducted by any person or
persons designated by the HA, other thaeragn who made or approved the decision under
review or a subordinate of this person. The person who conducts the hearing may regulate th
conduct of the hearing in accordance with the HA hearing procedures. The HA and the
participant shall each have thight to review any and all relevant documents which may used

in the hearing. If these documents are not made available for review, they may not be used ir
the hearing. Any fees for copying or procuring the documents shall be at the expense of the
requesting party. The participant may be represented by a lawyer or other representative at th
hearing. Costs of representation shall be the responsibility of the participant. The participant
must be given an opportunity to present written or oral objectmithe HA decision. The HA

and the family must be given the opportunity to present evidence, and may question any
witnesses. Evidence may be considered without regard to admissibility under the rules of
evidence applicable to judicial proceedings. HAemust notify the applicant of the final

decision after the informal review. This notice must include a brief statement of the reasons
for the final decision. Factual determination relating to the individual circumstances of the
family shall be based op a preponderance of the evidence presented at the hearing. A copy
of the hearing decision shall be furnished promptly to the family.
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XLI.

Appendix OAO Definitions

Absorption

In portability, the point at which a receivittA stops billing the initial HA for
assistance on behalf of a portability family.

Adjusted Family
Income

Adjusted Family Income is the income on which total tenant payment is to
based and means the Total Annual Income less the following allowances:

A deduction of $480.00 for each member of the family (other than head of
household or spouse) who is:

Seventeen (17) years of age or younger or

Who is eighteen (18) years of age or older and a verifiedifiod student
and/or

Is disabled or handicapped aatdiog to this Section.

A deduction of dollar amounts anticipated to be paid for the care of childrg
(including foster children) less than thirteen (13) years of age where care
necessary to enable a family member to be gainfully employed or to furthg
his/her education. The dollar amount must be verified and reflect reasong
charges and cannot exceed the amount of income from employment (if
employed).

A deduction of $400.00 for Elderly Family whose head, spouse or sole me
is sixty-two (62) years bage or older and/or is handicapped or disabled
according to this Section.

A deduction for any elderly family:

That has no Handicapped Assistance Expense, an allowance for medical
expenses equal to the amount by which the medical expense shall #éxeee
(3%) percent of Total Annual Family Income.

That has Handicapped Assistance Expenses greater than or equal to thre
percent of Total Annual Family Income, an Allowance for Handicapped
Assistance computed in accordance with paragraph E of ti®&eplus an
allowance for medical expenses that is equal to the Family's medical exped

That has Handicapped Assistance Expenses that are less than three (3%
percent of Total Annual Family Income, an allowance for combined
Handicapped Assistance exse and medical expense that is equal to the
amount by which the sum of these expenses exceeds three (3%) percent
Total Annual Family Income. Expenses used to compute the deduction c
be compensated for nor covered by insurance.

A deduction for ap family that is not an elderly family but has a handicapp
or Disabled member other than the head of household or spouse, Handic;
Assistance Expense in excess of three (3%) percent of Total Annual Fam
Income, but this allowance may not exceedetimployment received by family
members who are eighteen (18) years of age or older as a result of the

EHA
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Assistance to the Handicapped or Disabled person.

Note: If the Total Annual Income less the above allowances result in a ren
that is less than the estabdhed minimum rent, the resident rent will be
established at the HA established minimum rent.

I Administrative Fee| !

Fee paid by HUD to the HA for administration of the program and will incly
hardto-house fees paid for moves by families with three or monens, and
extra counseling money that may be authorized by HUD.

I Administrative Fee| !

Reserve

(formerly Ooperating reserveQ) Account established by HA from excess
administrative fee income. HA administrative fees may only be used to cq
costs incurred tperform HA administrative responsibilities for the program
accordance with HUD regulations and requirements.

I Administrative
Plan

The administrative plan describes HA policies for administration of the ten
based programs. This document is the athtnative plan for the HA.

I Admission

The effective date of the first HAP contract for a family (first day of initial
lease term) in a tenabased program. This is the point when the family
becomes a participant in the program.

I Adult

An adult is gperson who has reached his/her 19th birthday or 18 years of §
and married (not common law), who has been relieved of the disability of

nonage by the juvenile court, or who has been convicted of a crime as an
under any Federal, State or tribal la@nly persons who are adults shall be

eligible to enter into a lease agreement for occupancy.

I Amortization
Payment

In a manufactured home space rental, the monthly debt service payment
family to amortize the purchase price of the manufactured home

I Annual
Contributions
Contract (ACC)

A written contract between HUD and an HA. Under the contract HUD agr¢
to provide funding for operation of the program, and the HA agrees to con
with HUD requirements for the program.

I Annual Income

Annual incomaneans all amounts, monetary or not, which: (1) Go to, or ¢
behalf of, the family head or spouse (even if temporarily absent) or to any
family member; or (2Are based on, at the time of admission, reexaminatio
or recertification: (i) actual ineoe being received (projected forward for a
twelve month period); or (ii) past actual income received or earned within
last twelve months of the determination date, as HUD may prescribe in
applicable administrative instructiongen (A) the family repats little or no
income; and (B) the HA is unable to determine annual income due to
fluctuations in income (e.g., seasonal or cyclical income); (3) Which are n
specifically excluded4) Annual income also means amounts derived (durir
the 12month periofl from assets to which any member of the family has
access.

Total Annual Family Income includes, but is not limited to, the following:

The full amount, before any payroll deduction, of wages and salaries, and
overtime pay, including compensation for peamervices (such as
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commissions, fees, tips and bonuses);

Net income from the operation of a business or profession. (Expenditures
business expansion or amortization of capital indebtedness shall not be u
deductions in determining Net Incomein allowance for depreciation of
assets used in a business or profession may be deducted, based oHistai
depreciation, as provided in Internal Revenue Service regulations. Any
withdrawal of cash or other assets from the operation of a business or
profession will be included in income, except to the extent the withdrawal
reimbursement of cash or assets invested in the operation by the family.

Interest, dividends and other net income of any kind from real or personal
property. (For this purposexpenditures for amortization of capital
indebtedness and an allowance for depreciation of capital assets shall no
deducted to determine the net income from real or personal property). All
allowance for depreciation is permitted only as authorizétanagraph B of
this section. Any withdrawal of cash or assets from an investment will be
included in income, except to the extent the withdrawal is reimbursement
cash or assets invested by the family. Where the family has Net Family A
in exces®of $5,000.00, Annual Income shall include the greater of the actu
income derived from all Net Family Assets or a percentage of the value of
assets based on the current passbook savings rate as determined by HUI

The full amount of periodic paymentsceived from social security, annuities
insurance policies, retirement funds, pensions, disability or death benefit 3
other similar types of periodic receipts, including a lump sum payment for
delayed start of a periodic payment; (Excluding LummSupplemental
Security Income (SSI) and Lump Sum Social Security Benefits (SS))

Payments in lieu of earnings, such as unemployment and disability
compensation, social security benefits, workmen's compensation and sev,
pay, but see Paragraph-65n this section.

Welfare assistance: (i) Welfare assistance payments made under the Ten|
Assistance for Needy Families (TANF) program are included in annual ing
only to the extent such payments: (A) qualify as assistance under the TAN
programdefinition at 45 CFR 260.31; and (B) are not otherwise excluded U
definition of income exclusions in this section. (ii) If the welfare assistance
payment includes an amount specifically designated for shelter and utilitig
is subject to adjustmebly the welfare assistance agency in accordance wit
actual cost of shelter and utilities, the amount of welfare assistance incom
be included as income shall consist of: (A) The amount of the allowance g
grant exclusive of the amount specificallgsignated for shelter or utilities;
plus (B) The maximum amount that the welfare assistance agency could i
allow the family for shelter and utilities. If the familyOs welfare assistance
ratably reduced from the standard of need by applyingap&ge, the amou
calculated under this paragraph shall be the amount resulting from one
application of the percentage.

Periodic and determinable allowances, such as alimony and child support
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payments, and regular contributions or gifts received frorarozgtions or
from persons not residing in the dwelling. If the payments actually receive
different than the determined amount, rent can be adjusted in accordance
Section III D of the dwelling lease.

All regular pay, special pay, and allowancés osnember of the Armed Force{
(except special pay for exposure to hostile fire).

If it is not feasible to anticipate a level of income over arighth period, the
income anticipated for a shorter period may be annualized, subject to a
redetermination abe end of the shorter period.

Participants that receive lurgum payments that are included as income ar
fall in the categories listed above, (Excluding Lump Sum Supplemental
Security Income (SSI) and Lump Sum Social Security Benefits (SS)), mug
reportthe income to the Section 8 Coordinator as soon as possible but no
that ten (10) calendar days after receipt of the funds and the applicable pd
of the payment that is due as excess subsidy is due fourteen (14) days af
HA notifies the fanly of the amount due.

Unreported Income: If a participant fails to report income the assistance \
be terminated under the terms of the voucher. If the act is determined by
HA to be intentional, the tenant will be obligated to pay the applicaisteop

of the subsidy for any and all unreported income. If the unreported incom
unintentional by the participant the participant will be billed for the amount
the HA and the amount will be payable within fourteen (14) days. If the
payment canridoe made in one payment, the participant may request the |
approve a repayment schedule. Any repayment agreement must be in wi
and signed by the participant and a HA representative. The HA has the s
discretion as to whether or not to entépia repayment agreement and shall
consider circumstances such as fraud and/or mistake in making the decis

I Applicant

A person or a family that has applied for admission to the program but is
yet a participant in the program.

I Area of Operation

The jurisdiction of the HA as described in applicable State law and the HA
Articles of Incorporation.

I Assets

Assets mean cash (including checking accounts), stocks, bonds, savings,
in real property, or the cash value of life insurance policieetask not

include the value of personal property such as furniture, automobiles, and
household effects or the value of business assets. IMPORTANT: See the
definition of Net Family Assets, for assets used to compute annual incomsg
(See 24 CFR 5.603 for ti@tion of Net Family Assets)

I Care Attendant

A person that regularly visits the unit of a HA resident to provide supportiy
medical services. Care attendants are notifivades, since they have their
own place of residence (and if requested by H#&shdemonstrate separate
residence) and do not live in the public housing unit. Care attendants havg
rights of tenancy.
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Catastrophic
Involuntary
Displacement

Displacement that may be caused by fire, acts of nature

Child

A member of the family, othéhan the family head or spouse, who is under
years of age.

Child Care
Expenses

Amounts anticipated to be paid by the Family for the care of children undg
years of age during the period for which Annual Income is computed, but
where such careinecessary to enable a Family member to actively seek
employment (which shall be documented by the family to the satisfaction
HA), be gainfully employed or to further his or her education and only to th
extent such amounts are not reimbursed. arheunt deducted shall reflect

reasonable charges for childcare, and, in the case of childcare necessary
permit employment, the amount deducted shall not exceed the amount of
income received from such employment. The reasonable amount of char
determined by the HA, by conducting surveys of local childcare providers.

Note: If the Total Annual Income less the above allowances result in a ren
that is less than the established minimum rent, the tenant rent will be
established at the HA establishedhinimum rent.

Child Custody

A. The applicant/participant must have primary custody of the child.

The applicant/participant must provide sufficient evidence that the child w
reside with the Section 8 participant.

The same child cannot be claimed by entiran one applicant.

Citizen A citizen or national of the United States.
Co-head of A household where two persons are held responsible and accountable fof
Household family, and where each dwead contributes to the rent.

Common Space

In sharechousing: Space available for use by the assisted family and othe
occupants of the unit.

Congregate
Housing

Housing for elderly persons or persons with disabilities that meets the HQ
congregate housing.

Contiguous
Metropolitan
Statistical Area
(MSA)

In portability, an MSA that shares a common boundary with the MSA in w
the jurisdiction of the initial HA is located.

Continuously

An applicant is continuously assisted under the 1937 Housing Act if the fa

Assisted is already receiving assistanander any 1937 Housing Act program when t
family is admitted to the Section 8 program.

Contract Authority The maximum annual payment by HUD to an HA for a funding increment.

Cooperative Housing owned by a negprofit corporation or association, and where a

Housing (Mutual

member of the corporation or association has the right to reside in a partiq
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Housing)

apartment, and to participate in management of the housing.

I Covered Person

For the purposes of screening and terminating participadioecriminal
activity, a tenant, any member of the tenant's household, a guest, or anot
person under the tenant's control.

I Dependent

A member of the household, other than head, spouse, sole member, fostg
or Live-in Aide, who is under 18 yeaos age, or 18 years of age or older ang
disabled, or a fultime student, and qualifies for a $480 deduction when
computing incoméased rent. [24 CFR 5.603] An unborn child shall not bg
considered a dependent.

I Disabled Family

A family whose head, spousar sole member is a person with disabilities.
(Person with disabilities is defined later in this section.) The term includes
or more persons with disabilities living together, and one or more such pe
living with one or more persons includingéin aides determined to be
essential to the care and wbk#ing of the person or persons with disabilities
disabled family may include persons with disabilities who are elderly. [24
5.403]

I Disabled Person

(See Handicapped Person)

I Displaced Fanty

A person, or family, displaced by governmental action, or whose dwelling
been extensively damaged or destroyed as a result of a disaster declared
otherwise formally recognized pursuant to Federal disaster relief laws.

I Displaced Person

A persondisplaced by government action or a person whose dwelling has
extensively damaged or destroyed as a result of a disaster declared or ot
recognized pursuant to Federal disaster relief laws. This definition is used
eligibility determination®nly. It should not be confused with the former
Federal preference for involuntary displacement. [(42 USC 1437a(b)(3)]

I Divestiture Income] !

Imputed income from assets, including business assets, disposed of by
applicant or resident in the last two yedrgeas than fair market value. (See
the definition of Net Family Assets [24 CFR 5.603] in this section.)

I Domicile The legal residence of household head or spouse as determined in accor
with State and local law.

I Drug A controlled substance as defihm the Controlled Substances Act. [24 CFR
5.100]

I Drugrelated The illegal manufacture, sale, distribution, or use of a drug, or the posses:

Criminal Activity

a drug with intent to manufacture, sell distribute or use the drug. [24 CFR
5.100]

I Elderly Family

A family whose head or spouse (or sole member) is at least 62 years of a
may include two or more elderly persons living together, and one or more
persons living with one or more persons, including-livaides, determined tg
be essmtial to the care and weltleing of the elderly person or persons. An
elderly family may include elderly persons with disabilities and other famil
members who are not elderly. [24 CFR 5.403]
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Elderly Person

A person who is at least 62 years of age. U& 1437a(b)(3)]

Enterprise Income
Verification (EIV)

A computerized Social Security Number matching system utilized to obtai
income information.

Evidence Of
Citizenship or
Eligible
Immigration Status

The documents that must be submitted to evidenizeghip or eligible
immigration status.

Extremely Low
Income Family

A Family who's Annual Income is equal to or less than 30% of Area Medig
Income, as published by HUD.

Fair Market Rent
(FMR)

The rent, including the cost of utilities (except telephptigt would be

required to be paid in the housing market area to obtain privately owned,
existing, decent, safe and sanitary rental housing of modestuxiary) nature
with suitable amenities. FMRs for existing housing are established by HU
housirg units of varying sizes (hnumber of bedrooms), and are published in
Federal Register in accordance with 24 CFR, part 888.

Familial Status

A single pregnant woman and individuals in the process of obtaining custg
any individual who has not attaith¢he age of 18 years are processed for
occupancy the sames single persons. Individuals in the process of obtainif
custody of any individual who has not attained the age of 18 years are on
entitled to a ondbedroom unit. However, a single pregnaonvan must be

treated as a-person family to determine subsidy standard. Once custody
obtained, the familyOs subsidy standard will be redetermined and authori;
transfer as outlined in the Transfer Section if larger unit is required.

Family

Two or more persons (with or without children) regularly living together,
related by blood, marriage, adoption, guardianship or operation of law wh
live together in Section 8 housing; OR

Two or more persons who are not so related, but are regliNamty together,
can verify shared income or resources that will live together in Section 8
housing.

Note: By definition, a family must contain a competent adult of at least 19
years of age or 18 years of age and married (not common law) to enter in
a contract and capable of functioning as the head of the household. If an
individual is 18 and qualifies under the definition of family by being
married, the head of household and the spouse must be parties to the leal
if both are residing in the premises

The term family also includes the following terms defined in this Section:
Elderly family

Near elderly family
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Disabled family

Displaced person

Single person

Remaining member of a tenant family,

A foster care arrangement, or a kinship cararagement

Other persons, including members temporarily absent (e.g. a child tempo
placed in foster care or a student temporarily away at college), may be
considered a part of the applicant familyOs household if they are living or
live regularlywith the family. [24 CFRx 5 and 960]

Live-in Aides may also be considered part of the applicant familyOs hous¢
However, livein aides are not family members and have no rights of tenan
continued occupancy.

Foster Care Arrangements include attans in which the family is caring for §
foster adult, child, or children in their home who have been placed there b
public child placement agency, or a foster adult or adults placed in the ho
a public adult placement agency. For purposes dfraged occupancy: the

term family also includes the remaining member of a resident family with t
capacity to execute a lease.

I Family Self
Sufficiency (FSS)
Program

The program established by an HA to promote-setficiency of assisted
families,including the provision of supportive services (42 U. S. C. 1437u)
Reference 24 CFR, part 984.

I Family Share

The portion of rent and utilities paid by the family.

I Family Unit Size

The appropriate number of bedrooms for a family. Family unit size is
determined by the HA under the HA subsidy standards.

I Foster Children

With the prior written consent of the Landlord, a foster child may reside or
premises. The factors considered by the Landlord in determining whethe
not consent is granted may ind&u

Whether the addition of a new occupant may require a transfer of the fam
another unit, and whether such units are available.

The Landlord's obligation to make reasonable accommodation for handica
persons.

I Full -Time Student

A member of a faity (other than the head of household or spouse) who is
carrying a subject load that is considered-fniie for day students under the
standards and practices of the educational institution attended. Education
institution shall include but not be limdeo: college, university, secondary
school, vocational school, or trade school [24 CFR 5.603]. The attended
educational institution will supply verification.

I Funding Increment| !

Each commitment of budget authority by HUD to an HA under the
consolidated ACQor the HA program.
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I Gross Rent

The sum of the rent to owner plus any utility allowance.

I Group Home

A dwelling unit that is licensed by a State as a group home for the exclusi
residential use of two to twelve persons who are elderly or persons with
disabilities (including any livaid).

I Guest

A guest is a person temporarily staying in the unit with the consent of a te
or other member of the household who has express or implied authority tqg
consent on behalf of the tenahhe requirements dhe lease apply to a guest
as so defined.

I Handicapped
Assistance Expens

Reasonable expenses that are anticipated, during the period for which To
Annual Family Income is computed, for attendant care and auxiliary appa
for a Handicapped or Disabléamily member and that are necessary to ens
a family member (including the Handicapped or Disabled member) to be
employed, provided that the expenses are neither paid to a member of thg
family nor reimbursed by an outside source.

I Handicapped
PersonAnd/Or
Disabled Person

A person having a physical or mental impairment which:
Is expected to be of loagpntinued and indefinite duration,
Substantially impedes his/her ability to live independently, and

Is of such a nature that such disability could berawed by more suitable
housing conditions.

All three conditions must be met to qualify as handicapped. A person whg
under a disability as defined in Section 223 of the Social Security Act (42
U.S.C. 423) or in Section 102(7) of the Developmental Disiglsi Assistance
and Bill of Rights Act (42 USC 6001(7)), or is handicapped as defined bel

Section 223 of the Social Security Act defines disability as:

(1) "Inability to engage in any substantial gainful activity by reason of any
medicallydeterminable physical or mental impairment which can be exped
to result in death or which has lasted or can be expected to last for a cont
period of not less than twelve (12) months; or

(2) In the case of any individual who has attained the a§#&yo-five (55) and
is blind (within the meaning of "blindness" as defined in Section 416(1) 1 o
this title), inability by reason of such blindness to engage in substantial ga
activity requiring skills or abilities comparable to those of any ghadtivity

in which he has previously engaged with some regularity and over a subs
period of time."

Section 102(5), of the Development Disabilities Services and Facilities
Construction Amendments of 1970 defines disability as:

"A disability attributable to mental retardation, cerebral palsy, epilepsy or
another neurological condition of an individual found by the Secretary (of
Health and Human Resources) to be closely related to mental retardation
require treatment similar to that required fieentally retarded individuals,
which disability originates before such individual attains age eighteen (18
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which has continued or can be expected to continue indefinitely, and whig
constitutes a substantial handicap to such individual.”

No individual stall be considered to be a person with a disability for purpog
of eligibility for low-income housing solely on the basis of any drug or alcg
dependency.

I Hazardous Duty
Pay

Pay to a family member in the Armed Forces away from home and expos
hostile fire.

I Head Of Householq !

The adult member of the family (identified by the family) who is the head ¢
the household for purposes of determining income eligibility and rent. Als
the head of household is primarily responsible and accountable for tityg far
particularly in regard to family obligations.

I Homeless Family

Any individual or family who:
Lacks a fixed, regular, and adequate nighttime residence;
Has a primary nighttime residence that is:

(1) A supervised publicly or privately operated shedtesigned to provide
temporary living accommodations (including welfare hotels, congregate
shelters, and transitional housing or housing for the mentally ill);

(2) An institution that provides a temporary residence for individuals inten
to be institutimalized; or

(3) A public or private place not designed for, or ordinarily used as, a regy
sleeping accommodation for human beings.

A homeless family does not include:

(1) Any individual imprisoned or otherwise detained pursuant to an Act of
Congress or a State Law; or

(2) Any individual who is a Single Room Occupant that is not considered
substandard housing.

I Household

The family and a HAapproved Livein Aide.

I Housing Agency

Housing Agency (Public Housing Agency (PHA), PHA and HA arestdrae

thing) A State, county, municipality or other governmental entity or public
body (or agency or instrumentality thereof) authorized to engage in or ass
the development or operation of lamcome housing.

I Housing Assistancg !

Payment (HAP)

The monhkly assistance payment made by the HA. The total assistance
payment consists of:

A payment to the owner for rent to the owner under the familyOs lease.

An additional payment to the family if the total assistance payment excee(
rent to owner. The addnal payment is called a Outility reimbursement.O

Note: The HA may elect to pay the appropriate amount directly to the
utility provider.
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I Housing Assistancq !

Payment Contract

A written contract between an HA and an owner, in the form prescribed by
HUD, in which the HA agrees to make housing assistance payments to th
owner on behalf of an eligible family.

I Housing Quality
Standards (HQS)

The HUD minimum quality standards for housing assistance under the-ter
based programs.

I HUD - Housing
and Urban
Development

The U. S. Department of Housing and Urban Development.

I HUD Requirementq !

HUD requirements for the Section 8 program. HUD requirements are issu
HUD headquarters, as regulations, Federal Register notices or other bind
program directives.

I Income Exclusions| !

Annual Income does not include such temporary;meauarring or sporadic
income as the following:

Income from employment of children (including foster children) under the
of eighteen (18).

Payment received for the care of fosterdfgh or foster adults (usually
persons with disabilities, unrelated to the tenant family, who are unable to
alone).

Lump-sum additions to family assets, such as, inheritances, insurance
payments, (including payments under health and accident inswaadce
workmen's compensation), capital gains, and settlements for personal or
property losses (except payment in lieu of earnings).

Amounts received by the family that are specifically for, or in reimbursemg
of, the cost of medical expenses for any famigmber.

Income of a livein aide (as defined in this policy).

The full amount of student financial assistance paid directly to the student
the educational institution.

The special pay to a family member serving in the armed forces who is ex
to hostile fire.

Amounts received under training programs funded by HUD.

Amounts received by a disabled person that are disregarded for a limited
for purposes of Supplemental Security Income eligibility and benefits becse
they are set aside for usader a Plan to Attain SeSufficiency (PASS).

Amounts received by a participant in other publicly assisted programs whi
specifically for, or in reimbursement of, eof-pocket expenses incurred
(special equipment, clothing, transportation, childcate.) and which are
made solely to allow participation in a specific program.

Amounts received under a resident service stipend. A resident service sti
is a modest amount (not to exceed $200 per month) received by a resider
performing a servicér the HA, on a pastime basis, that enhances the qual
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of life in public housing. Such services may include, but are not limited to
patrol, hall monitoring, lawn maintenance, and resident initiatives coording
No Resident may receive maiean one such stipend during the same perio
time.

Incremental earnings and benefits resulting to any family member from
participation in State or local employment training programs (including tra
programs not affiliated with a local governmemt}riaining of a family membe
as resident Management staff. Amounts excluded by this provision must
received under employment training programs with clearly defined goals g
objectives, and are excluded only for the period during which the family
memker participates in the employmenaining program.

Temporary, nonrecurring, or sporadic income (including gifts).

Reparation payments paid by a foreign government pursuant to claims un
the laws of that government by persons who were persecuted cheihgzi
era.

Earning in excess of $480 for each fiithe 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 securitynmeand 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 st
local law for property taxes paid on the dwelling unit.

Amounts paidiy a State agency to a family with a member who has a
developmental disability and is living at home to offset the costs of service
and equipment to help keep the developmentally disabled family member
home.

The value of the allotment provided to aigile household under the Food
Stamp Act of 1977.

Payments to volunteers in programs pursuant to the Domestic Volunteers
Service Act of 1973.

Payments received under the Alaska Native Claims Settlement Act.

Income derived from certain subarginal land othe United States that is hel
in trust for certain Indian tribes.

Payments or allowances made under the Department of Health and Hum§
Services Lowincome Home Energy Assistance Program.

Payments received under programs funded in whole or in part inedgol
Training Partnership Act. Effective July 1, 2000, references to Job Trainir
Partnership Act shall be deemed to refer to the corresponding provision o
Work Force Investment Act of 1998.
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Income derived from the disposition of funds to the Gianer band of
Ottawa Indians.

The first $2,000.00 of per capita shares received from judgment funds aw
by the Indian Claims Commission or the U.S. Claims Court, the interest of
individual Indians in trust or restricted lands, including the first @200 per
year of income received by individual Indians from funds derived from
interests held in such trust or restricted lands.

Amounts of scholarships funded under Title IV of the Higher Education Ad
1965, including awards under federal watkidy gograms or under Bureau o
Indian Affairs Student Assistance Programs.

Payments received from Programs funded under Title V of The Older
Americans Act of 1985.

Payments received on or after January 1, 1989, from the Agent Orange
settlement fund or any oth&und established pursuant to the settlement. In
AgentProduct Liability Litigation M.D.L. No. 381 (EDNY)

Payments received under the Maine Indian Claims Settlement Act of 198(

The value of any childcare provided or arranged (or any amount recsived
payment for such care or reimbursement for costs incurred for such care)
the Child Care and Development Block Grant Act of 1990.

Earned Income Tax Credit (EITC) refund payments received on or after
January 1, 1991.

Payments by the Indian Claims Camssion to the confederated tribes and
bands of the Yakima Indian Nation or the Apache Tribe of Mescalero
Reservation.

Allowances, earnings, and payments to AmeriCorps participants under th¢
National and Community Service Act of 1990.

Any allowance paidinder the provisions of 38 USC 1805 to a child sufferin
from spina bifida who is the child of a Vietnam Veteran.

Any amount of crime victim compensation (under the Victims of Crime Ac
received through crime victim assistance (or payment or reimburseifribet
costs of such assistance) as determined under the Victims of Crime Act b
of the commission of a crime against the applicant under the Victims of C
Act.

Allowances, earnings, and payments to individuals participating in prograf
under theWork Force Investment Act of 1998.

Relocation payments made pursuant to Title 1l of the Uniform Relocation
Assistance and Real Property Acquisition Policies Act of 1970.

Twelve Month Exclusions (SeHufficiency incentivegpisabled Families
Only):

(1) The earnings and benefits to any resident resulting from the participati
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a program providing employment training and supportive services in
accordance with the Family Support Act of 1988, section 22 of the U.S.
Housing Act of 1937, and the Quality Haug and Work Responsibility Act o}
1998 (referred to as the 1998 Act) or any comparable Federal, State, or Ig
law during the exclusion period. For purposes of this paragraph, the follo
definitions apply:

I (a) Comparable Federal, State or Local La@ans a program providing
employment training and supportive services that:

I (i) Are authorized by a federal, state or local law;

I (i) Are funded by federal, state or local government;

I (iii) Are operated or administered by a public agency;

I (iv) Has as its objective to assist participants in acquiring job skills; and/o
I (v) If applicable, is a participant in the HA Family S8l@fficiency Program.

I (b) Exclusion period means the period during which the resident participat
a program descrilgein this section, plus 12 months from the date the residg
begins the first job acquired by the resident after completion of such progt
that is not funded by public housing assistance under the U.S. Housing A
1937 and the 1998 Act. Amount previbubeing received, including TANF,
will continue to be counted as annual income.

I (c) Earnings and benefits mean the incremental earnings and benefits res
from a qualifying employmertraining program or subsequent job.

I (2) In addition to the traing exclusion listed above, the 1998 Act excludes
income for 12 months of a family member who was previously unemploye
one or more years, which is defined as a minimum of 12 consecutive mon
This includes a person who has earned income dthengrevious 12 months
but the income was no more than 10 hours of work per week for 50 weeks
below the established minimum wage. The 1998 Act also excludes the in
for 12 months for any resident who received assistance under the Tempo
Assiseince for Needy Families (TANF) program in the last six (6) months.
TANF funding received must be a minimum of $500 over arsixath period.
A representative from the TANF agency must verify that the resident is or
receiving TANF benefits within thlast six months. The six month period w|
start on the day the resident reports the income to the HA. Also, the 199
excludes for 12 months the income resulting in the participation of a family
member in the HA Family SeBufficiency Program, ipplicable to the HA.

I (3) Phasean-of Rent Increases: Upon the expiration of theridhth exclusion
period as described in this section, the rent payable by a family may be
increased due to continued employment of the resident but the increase W
limited to 50% of the increase in the total rent increase. The increase wil
effective on the first day of the thirteenth month and expire on the
twenty-fourth month. After the conclusion of the twedfidyar month period,
the applicable rent calculatedthout exclusions, as described in this sectior
and in accordance with federal regulations will be due and payable on the
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of the twentyfifth month. Total income will include income counted in the
previous twelve months plus 50% of the increase.

(4) Maximum fouryear disallowance. The disallowance of increased incof
of an individual family member as provided above is limited to a lifetime
48-month period. It only applies for a maximum of 24 months as describe
above during the 48 period siag from the initial exclusion period.

(5) Inapplicability to admission. The disallowance of increases in income
result of employment under this section does not apply for purposes of
admission to the program.

(a) If a person is employed prioradmission they will not qualify for this
income exclusion.

(b) If a family member begins employment after admission they may be
eligible for income exclusion.

Infant

A child under the age of two years.

Initial Contract
Rent

In the certificate progranthe contract rent at the beginning of the initial leas
term.

Initial HA

In portability, the term refers to both:

An HA that originally selected a family that subsequently decides to move
of the jurisdiction of the selecting HA.

An HA that absorbed amily that subsequently decides to move out of the
jurisdiction of the absorbing HA.

Initial Lease Term

The initial term of the assisted lease. The initial lease term must be for at
one year.

Initial Payment

The payment standard at theginning of the HAP contract term.

Standard

Initial Rent to The rent to owner at the beginning of the initial lease term.

Owner

INS The U. S. Immigration and Naturalization Service.

Interim Changes of rent between admissions r@eaminations and the next

Redetermination of

Rent

succeeding reexamination.

Involuntary
Displacement

Families that meet the definition of involuntary displaced qualify for a
preference in the selecting applicants for admission to public housing.

Jurisdiction The area in whiclthe HA has authority under State and local law to admini
the program.
Lease A written agreement between an owner and a tenant for the leasing of a

dwelling unit to the tenant. The lease establishes the conditions for occuy
of the dwelling unit lg a family with housing assistance payments under a |
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contract between the owner and the HA.

In cooperative housing, a written agreement between a cooperative and g
member of the cooperative. The agreement established the conditions fo
occupancy of thenemberOs cooperative dwelling unit by the memberOs f3
with housing assistance payments to the cooperative under a HAP contra|
between the cooperative and the HA. For purposes of part 982, the coop
is the Section 8 OownerO of the unit, anddbperative member is the Sectig
8 Otenant.O

I Lease Addendum

In the lease between the tenant and the owner, the lease language requir
HUD.

I Live-in Aide

A person who resides with an elderly person(s), near elderly person(s) or
person(s) witldisabilities and who: (a) is determined by HA to be essential
the care and well being of the person(s); (b) is not obligated to support the
family member; and (c) would not be living in the unit except to provide th
necessary supportive services [24RC5.403]. HA policy on Liven Aides
stipulates that:

(i) Before a Livein Aide may be moved into a unit, a thiparty verification
must be supplied that establishes the need for such care and the fact that
live-in aide is qualified to provide sudhare;

(i) Move-in of a Liveiin Aide must not result in overcrowding of the existing
unit according to the maximumumberof-persongperunit standard (although
a reasonable accommodation for a resident with a disability may be to mg
family to a lager unit);

(ii) Live-in Aides have no right to the unit as a remaining member of a res
family;

(iv) Relatives who satisfy the definitions and stipulations above may qualif
Live-in Aides, but only if they sign a statement prior to moving imeglishing
all rights to the unit as the remaining member of a resident family;

(v) A Live-in Aide will be required to meet HA's screening requirements w
respect to past behavior especially:

A record of disturbance of neighbors, destruction of propertiiving or
housekeeping habits at present or prior residences that may adversely aff
health, safety, or welfare of other tenants or neighbors;

Criminal activity such as crimes of physical violence to persons or propert
other criminal actsncluding drugrelated criminal activity that would
adversely affect the health, safety, or welfare of other residents or staff or
damage to the unit or the development; and

A record of eviction from housing or termination from residential programg

I Low-Income
Household

A family whose annual income does not exceed 80 percent of the median
income for the area as determined by HUD with adjustments for smaller &
larger families [42 USC 1437a(b0]
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I Manufactured
Homes

A Manufactured structure that is iwon a permanent chassis that is designg
for use as a principal place of residence, and meets the HQS.

I Manufactured
Home Space

In manufactured home space rental: a space leased by an owner to a fan
manufactured home owned and occupied bydahely is located on the space

I Medical Expense

Those necessary medical expenses, including medical insurance premiun
are anticipated during the period for which Annual Income is computed, a
that are not covered by insurance. Medical expensesciess of three perce
(3%) of Annual Income, are deductible from income by elderly families on
[24 CFR 5.603].

I Military Service

Military Service means the active military service of the United States, wh
includes the Army, Navy, Air Force, Mari@&orps, Coast Guard, and, since
July 29, 1945, the commissioned corps of the United States Public Health
Service.

I Minimum Rent

The HA has the discretion to establish the minimum rent from $0 up to $5

I Minimum Rent
hardship
Exemptions

The HA shall immeditely grant an exemption from application of the
minimum monthly rent to any family making a proper request in writing wh
unable to pay because of financial hardship, which shall include:

The family has lost eligibility for, or is awaiting an edibiligtermination for a
federal, state, or local assistance program, including a family that includes
member who is an alien lawfully admitted for permanent residence under
immigration and nationalization act who would be entitled to public benefit
but for Title IV of the Personal Responsibility and Work Opportunity
Reconciliation Act of 1996.

The family would be evicted as a result of the implementation of the minin
rent.

The income of the family has decreased because of changed circumstang
including loss of employment.

A death in the family has occurred which affects the family circumstances
Other circumstances which may be decided by the HA on abgesase basis.

All of the above must be proven by the Resident providing verifiable
informationin writing to the HA prior to the rent becoming delinquent and
before the lease is terminated by the HA.

If a resident requests a hardship exemptpio( to the rent being
delinquent) under this section, and the HA reasonably determines the har
to be of a temporary nature, exemption shall not be granted during a ninet
period beginning upon the making of the request for the exemption. A reg
may not be evicted during the ninetgly period for nospayment of rent. In
such a case, if the regint thereafter demonstrates that the financial hardsh
of a longterm basis, the HA shall retroactively exempt the resident from th
applicability of the minimum rent requirement for such ninety day period.
Paragraph does not prohibit the HArfrdaking eviction action for other
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violations of the lease.

I Minor A "minor" is a person under nineteen years of age. Provided, that a marri
person 18 years of age or older shall be considered to be of the age of m3
(An unborn child may not beoanted as a minor.) Some minors are permitte
to execute contracts, provided a court declares them Oemancipated.O

I Mixed Family A family whose members include those with citizenship or eligible immigra
status, and those without citizenship or eligibdenigration status.

I Monthly Adjusted Onetwelfth of Adjusted Annual Income.

Income

I Monthly Income

One twelfth of Annual Income.

I Mutual Housing

See definition of Ocooperative housing.O

I Multifamily
Housing Project

For purposes of Section 504, meams@ect containing five or more dwelling
units. [24 CFR 8.3]

I National

A person who owes permanent allegiance to the united States, for examp
result of birth in a United States territory or possession.

I Net Family Assets

The net cash value, aftdeducting reasonable costs that would be incurred
disposing of: [24 CFR 5.603]

(a) Real property (land, houses, mobile homes)

(b) Savings (CDs, IRA or KEOGH accounts, checking and savings accoulf
precious metals)

(c) Cash value of whole life insamce policies
(d) Stocks and bonds (mutual funds, corporate bonds, savings bonds)
(e) Other forms of capital investments (business equipment)

Net cash value is determined by subtracting the reasonable costs likely tg
incurred in selling or disposingf an asset from the market value of the assg
Examples of such costs are brokerage or legal fees, settlement costs for |
property, or penalties for withdrawing saving funds before maturity. Net
Family assets also include the amount in excess of@msideration received
for assets disposed of by an applicant or resident for less than fair market
during the two years preceding the date of the initial certification or
reexamination. This does not apply to assets transferred as the result of
foreclosure or bankruptcy sale. In the case of a disposition as part of a
separation or divorce settlement, the disposition will not be considered to
less than fair market value if the applicant or resident receives important
considerations not measurath dollar terms [24 CFR 5.603(b)(3)].

I Non-citizen

A person who is neither a citizen nor national of the United States.

I Notice of Funds
Avalilability

For budget authority that HUD distributes by competitive process, the fedq
register documerthat invites applications for funding. The document explg
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(NOFA)

how to apply for assistance and the criteria for awarding the funding.

I Other Person Undgq !

theTenant's
Control

The person although not staying as a guest in the unit is or was at the tim
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 autt
to so consent on behalf of the tenant. Absent evidence to the contrary, a
temporarily and infregently on the premises solely for legitimate commerci
purposes is not under the tenant's control (e.g. the Pizza Delivery person

I Owner

Any person or entity with the legal right to lease or sublease a unit to a
participant.

I Participant

A family that hasbeen admitted to the HA program, and is currently assistg
the program. The family becomes a participant on the effective date of th
HAP contract executed by the HA for the family.

I Payment Standard| !

The maximum subsidy payment for a family @efdeducting the family
contribution). The HA sets a payment standard in the range from 90 perc
110 percent of the current FMR.

I Person with
Disabilities
[42 USC 1437a(b)(3)]

Means a person who:

(a) Has a disability as defined in Section 223 of the Social Security Act (41
USC 423); or,

(b) Has a physical, mental or emotional impairment that:
Is expected to be of long continued and indefinite duration;
Substantially impedes his/her ability to livelependently; and,

Is of such nature that such disability could be improved by more suitable
housing conditions; or,

Has a developmental disability as defined in Section 102 (5) (b) of the
Developmental Disabilities Assistance and Bill of Rights Act{J&C 6001

()]

Note: A person with disabilities may be a child.

I Portability Renting a dwelling unit with Section 8 tendrgised assistance outside the
jurisdiction of the initial HA.

I Preference At the option of the HA, a preference system can be tsedlect among
applicant families.

I Premises The building or complex in which the dwelling unit is located, including

common areas and grounds.

I Private Space

In shared housing: The portion of a contract unit that is for the exclusive u
an assistetamily.

I Program

The tenanbased housing voucher program.
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Project Based

Rental assistance that is attached to the structure.

Public Housing
Agency (HA)

Any State, County, Municipality or other government entity or public body
agency oinstrumentality thereof) that is authorized to engage in or assist |
development of operation of housing for lower income families.

Reasonable Rent

A rent to owner that is not more than either:
Rent charged for comparable units in the private urtadglsisarket; or

Rent charged by the owner for a comparable unassisted unit in the buildin
premises.

Receiving HA

In portability, an HA that receives a family selected for participation in the
tenantbased program of another HA. The receiving HA issuesrtificate or
voucher, and provides program assistance to the family.

Reexamination

Reexamination is sometimes called recertification. The process of securi
documentation, which indicates that tenants meet the eligibility requireme
for, continu@ occupancy.

Re-Examination
Date

The date on which any rent change is effective or would be effective if req
as a result of the annual reexamination of eligibility and rent. The
reexamination date(s) is the anniversary date (month) of the lease.

Remaining
Member Of The
Resident Family

The peson(s) of legal age remaining in the leased unit after the person(s)
signed the lease has (have) left the premises, other than by eviction, whig
or may not normally qualify for assistance on their @ivaumstances. An
individual must occupy the unit to which he claims head of household stat
one year before becoming eligible for subsidized housing as a remaining
member. This person must complete forms necessary for housing within
daysfrom the departure of the leaseholder and may retain assistance for 4
reasonable time pending the verification and hearing process. This perso
must, upon satisfactory completion of the verification process, then execu
new lease and cure any monetabjigations in order to remain on the
program. Any person who claims him or herself as a remaining member s
in the event that the HA declares him or her ineligible for remaining memAg
status, be entitled to the hearing process upon notice to Hier tinat he or sh
is not considered to be a remaining member of the household. The perso
requesting remaining member status must request this hearing in writing \
ten days from the date of the departure of the head of household. The HA
not recognize the person as a participant by giving him or her opportunity
hearing. A remaining member shall not be considered to be a participant
such time as a new lease is executed by the HA and the person graaied t
status after the verifation status.

Rent to Owner

The total monthly rent payable to the owner under the lease for the unit. |
to Owner covers payment for any housing services, maintenance and utili
that the owner is required to provide and pay for.

SetUp Charges

In amanufactured home space rental: charges payable by the family for
assembling, skirting, and anchoring the manufactured home.
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I Shared Housing

A unit occupied by two or more families. The unit consists of both commd
space for shared use by the occupahteeunit and separate private space f
each assisted family.

I Single Person

A person who lives alone or intends to live alone, and who does not qualif
an elderly family or a displaced person, or as the remaining member of a
family.

I Single R@m
Occupancy

Single Room Occupancy (SRO) Housing is a unit which does not contain
sanitary facilities or food preparation facilities, or which contains one but
both types of facilities, and is suitable for occupancy by an eligible individy
who is capble of independent living. SRO Housing is not substandard so
because it does not contain sanitary facilities or food preparation facilities
both.

I Special Admission

Admission of an applicant that is not on the HA waiting list, or without
considering the applicantOs waiting list position.

I Spouse A spouse is the legal husband or wife of the head of the household.
I Standard Is housing:
Permanent That is decent, safe, and sanitary;
Replacement
Housing That is adequate for the family size; and
That the family is occupying pursuant to a lease or occupancy agreement
Note: Such housing does not include transient facilities, such as motels,
hotels, or temporary shelters for victims of domestic violence or homeless
families, and in the case of domstic violence, does not include the housing
unit in which the applicant and the applicant's spouse or other member of
the household who engages in such violence live.
A "homeless family" does not include any individual imprisoned or otherw
detained pwsuant to an Act of the Congress or a State law.

I Subsidy Standards| ! Standards established by an HA to determine the appropriate number of
bedrooms and amount of subsidy for families of different sizes and
composition.

I Substandard A unit is substandard if it:

Housing

Is dilapidated;
Does not have operable indoor plumbing;

Does not have a usable flush toilet inside the unit for the exclusive use of
family;

Does not have a usable bathtub or shower inside the unit for the exclusive
of a family;

Does not have electricity, or has inadequate or unsafe electrical service;
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Does not have a safe or adequate source of heat;
Should, but does not, have a kitchen; or
Has been declared unfit for habitation by an agency or unit of government

A housing unit iglilapidated if it does not provide safe and adequate sheltg
and in its present condition endangers the health, safety, ebewedl of a
family, or it has one or more critical defects, or a combination of intermedi
defects in sufficient number or exit to require considerable repair or
rebuilding. The defects may involve original construction, or they may res
from continued neglect or lack of repair or from serious damage to the
structure.

An applicant who is a "homeless family” is living in stamglard housing.

For purposes of the preceding sentence, a "homeless family” includes any
individual or family who:

Lacks a fixed, regular, and adequate nighttime residence; and
Has a primary nighttime residence that is:

(a) A supervised publicly or prately operated shelter designed to provide
temporary living accommodations (including welfare hotels, congregate
shelters, and transitional housing programs);

(b) An institution that provides a temporary residence for individuals inten
to be institutbnalized; or

(c) A public or private place not designed for, or ordinarily used as, a regy
sleeping accommodation for human beings.

I Suspension

Stopping the clock on the term of a familyOs certificate or voucher on the
that the HA receives thequest for lease approval by the family.

I Temporarily
Absent Family
Members

Any person(s) on the lease that is not living in the household for a period
more than thirtydays (30) is considered temporarily absent. Absences of |
than six months areob generally considered to be temporary and must be
approved by the HA.

I Tenant Rent

The amount payable monthly by the Family as rent to the landlord.

Where all utilities (gas, water, and electricity) are supplied by the landlord
Tenant Rent equals Totéenant Payment or minimum rent. Where some 0
utilities (gas, water and electricity) are not supplied by the HA and the cos
thereof is not included in the amount paid as rent, Tenant Rent equals To
Tenant Payment or minimum rent less the utilltgveance. Telephone and
cable television service is not a utility.

I Total Tenant
Payment (TTP)

The TTP, or incomdased rent, is calculated using the following formula:
A. For the Public Housing Program, the TTP must be the greater of:
(1) 30 percent ofamily monthly adjusted income (see note);
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(2) 10 percent of family monthly income; or
(3) Which is the minimum rent set by the HA

B. If the Resident pays any of the utilities directly to the utility supplier, the
amount of the Utility Allowance is deducted from the TTP. [24 CFR 5.613]
See the definition for Tenant Rent. It is possible for Section 8 participants
qualify for a utilty reimbursement despite the requirement of a minimum rq
For example, if a participant family's TTP is the minimum rent of $25 and
utility allowance for the size and type unit the family has selected is $60, t
family would receive a utility reitmursement of $35 ($60 less $25) for tenan
purchased utilities.

I Utilities

Utilities means water, electricity, gas, other heating, refrigeration and cool
fuels, trash collection, and sewerage services. Telephone service is not
included as a utility.

I Utility Allowance

If the cost of utilities (except telephone and cable) and other housing serv
for an assisted unit is not included in the rent, but is the responsibility of th
family occupying the unit, then the utility allowance is an amount equbake
estimate made or approved by the HA or HUD of the monthly cost of a
reasonable consumption of such utilities and other services for the unit by
energyconservative household of modest circumstances consistent with t
requirements of a safe, sy and healthful living environment. If the famil
pays directly for one or more utilities or services, the amount of the allowa
is deducted from the gross rent in determining the contract rent and is inc
in the gross family contribution.

I Utility
Reimbursement
Payment (URP)

Utility Reimbursement Payment is the amount, if any, by which the Utility
Allowance for the unit, if applicable, exceeds the Total Tenant Payment fg
family occupying the unit. At the discretion of the HA, the check neagnbhde
payable jointly to the resident and utility provider or directly to the utility
provider.

I Very LowIncome
Family

A lower Income Family means a family whose annual income does not ex
50 percent of the median income for the area, as determyngdb, with

adjustments for smaller and larger families. HUD may establish income li
higher or lower than 50 percent of the median income for the area on the
of its finding that such variations are necessary because of unusually high
low family incomes [42 USC 1437a(b].

I Violent Criminal
Activity

Any criminal activity that has as one of its elements the use, attempted us
threatened use of physical force substantial enough to cause, or be reaso
likely to cause serious bodily injury property damage.

I Voucher

A document issued by an HA to a family selected for to the housing vouch
program. The voucher describes the program and the procedures for HA
approval of a unit selected by the family. The voucher also states the
obligationof the family under the program.
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I Voucher Holder I A family holding a voucher with unexpired search time.

I Wage Earner I A person in a gainful activity who receives any wages. Said wages or pay
covers all types of employee compensation including salariestieac
allowances, tips, bonuses, commissions, and unemployment compensatiq

I The terms "Wage Earner" and "Worker" are used interchangeably.

I Waiting List I An admission from the HA waiting list.
Admission

I Welfare Assistanceg ! Welfare or other payments tarhilies or individuals, based on need, that ar¢
| made under programs funded, separately or jointly, by Federal, State or I
' governments.
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XLII. Appendix OBMetermination of Portability Request

The rest of this page is intentionally left blank. Thdorm follows on the next page.
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DETERMINATION OF PORTABILITY REQUEST

PHA | | Family Name] | Date |

Title 24 CFR Part 982.314 (e)(1) states that PHAs may deny a move if the PHA does not have sufficient funding for ¢
assistance. For portability mové#Q has advised that PHAs should document three stipulations before denying a mov
There must be insufficient funding for continued assistance, it must be confirmed that the receiving PHA(s) will not be

absorbing the voucher, and the cost of HAP will lagaér in the new jurisdiction. The following documents the PHA
determination:

Location(s) where family has requested to move
PHA(s) contacted:

PHA Name Person Contacted Phone # Absorb (Y/N)

Will any of the PHAs absorb the familyy2s/No  If yes, portability is approved. If no, continue below:

Determination of higher cost area:
Subsidy Standard (ST) for Family Payment Standard (PS) for Family

ReceivingPHA Subsidy Standard Payment Standard

Is the payment standard less at any of the PHASPNO If yes, portability is approved.

If no, compute the estimated additional cost for the remainder of the year (current PS less PetAIASY
times remaining months = additional cost ) and continue below:

Determination of sufficient funds:
Has the PHA developed and implemented a cost reduction plan for HAP? Yes/ No
If no, a plan must be developed and implemented pridenying a port.

a. Total budget authority approved for CY 2005 €))
b. HAP expended through the last month (b)
c. Current vouchers leased (c)
d. Current HAP PUC (d)
e. Current monthly HAP (c * d) (e)
f. Estimated remaining HAP needs (e * remaining months) ®
g. Total projected HAP for year (b + f) (9)
h. Projected balance (deficit) for CY 2005Kg) (h)

Is h negative?Yes/No If yes, denyportability.
If no, is h less than the estimated additional cost computed abte@®Ro If yes, deny portability.
If no, approve portability.

Approved Disapproved

Sign Date
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XLIII. Appendix OCO PHAORent Reasonableness Methodology

NOTE

Each PHA Should Insert There Rent Reasonableness Methodology Here

The rest of this page is intentionally left blank.
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XLIV. Appendix ODO PHAOs HAP CosReduction Plan

Note
The rest of this page is intentionally left blank

The PHA must Insert its HAP cost Reduction Plan Here
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