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CHAPTER 1: OVERVIEW OF THE PROGRAM & PLAN

1.1 Moving to Work Demonstration

The Philadelphia Housing Authority (PHA) has been designated a Moving to Work Demonstration site,

provided under Section 204(a) of the 1996 Appropriations Act. The Moving to Work Demonstration

Agreement was effective April 1, 2001 and is expected to continue un t i | the end of PHAG s
Year (FY), unless such term is otherwise extended by HUD.

PHA6s MTW Agreement provides that PHA shall have fl exi
providing and administering housing assistance that reduce cost and achieve greater cost effectiveness

in federal expenditures; give incentives to households with children whose heads of household are either

working, seeking work, or are participating in job training, educational, or other programs that assist in

obtaining employment and becoming economically self-sufficient; and increase housing choices for low

income households.

PHA is exempt from certain provisions of the U.S. Housing Act of 1937 and its implementing regulations.
This allows PHA to design and test innovative methods of providing housing and delivering services to
low-income households in an efficient and effective manner. PHA may adopt and implement policies for
admission and occupancy, eligibility, selection and assignment, hardships, change in income, definition of
elderly, recertifications, establishing rents, lease requirements, and other specific criteria. The policies

PHA has i mplemented pursuant to MTW are included in thi
and PHAG6s Annual Pl ans.
PHA6s Administrative Plan includes policies mleich hav

MTW program. The policies adopted by PHA, under the MTW Agreement, will remain in force through the
term of the Agreement and will supersede existing and applicable HUD requirements unless and until
amended.

Additionally, this Plan includes policies whi ¢ h govern t he uni t s not covere
Agreement. These policies have been developed pursuant to applicable federal laws and regulations.

Program policies related to the Housing Choice Voucher (HCV) Program and not addressed in this Plan

are governed by PHAOGSs MTW Agreement , Annual Pl ans and,
regulations as well as other applicable law.

1.2 Mission Statement

PHAOG s mi ssi on is to open doors to affordable housing
communities to benefit Philadelphia residents with low incomes.

1.3 Overview and Purpose of the Plan

The Philadelphia Housing Authority (PHA) is a non-profit, quasi-public corporation which administers the
HCV program in conformance with all applicable federal, State and local regulatory requirements.

The Administrative Plan is required by HUD. The purpose of the Administrative Plan is to establish
policies for carrying out the programs in a manner c
Agreement and localgoal s and objectives included in PHAO6s MTW [
available for public review.

1.4 Updating and Revising the Plan
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PHA will review and update the Administrative Plan as needed to reflect changes in regulations, MTW
initiatives, PHA operations, or when needed to ensure staff consistency in operation. The original plan
and any changes are approved by PHA6s Board of Commi ss|

PHA, from time to time, may make non-substantive changes and edits to the Administrative Plan to clarify
policy language, address inconsistencies and simplify language.

15 Applicable Regulations and Agreements
This Administrative Plan is governed by the following authorities:

T PHAds Moving to Work Demonstration Agreemehft bet we
Housing and Urban Development; and

1 PHA Annual Plan.
To the extent not superseded by the above authorities, the following regulations apply:
1 24 CFR Part 5: General Program Requirements;
1 24 CFR Part 8: Nondiscrimination;
1 24 CFR Part 35: Lead-Based Paint; and

1 24 CFR Part 982: Section 8 Tenant Based Assistance: HCV Program.

1.6 MTW i Simplification and Streamlining of Processes

PHA may adopt and implement any reasonable policies for setting rents for public housing, or rents or
subsidy levels for tenant-based assistance, notwithstanding the U.S. Housing Act of 1937. PHA will
submit the proposed policies to HUD annually and upon any material change. Prior to PHA to submission
to HUD, PHA will ensure that:

1. PHAGs Board appr oves refatecimpaa analyséds;e s including

2. PHA will periodically reevaluate its rent and subsidy level policies, including preparing a revised
impact analysis;

3. PHA has adopted a policy for addressing hardship cases and has included a transition period for
rent increases to existing tenants; and

4. PHA holds a public hearing regarding the policy.

Rent policies, or any material changes to the rent policies will be effective upon HUD and board approval.

1.6.1 MTW and Non-MTW Policies

Policies that are adopted by PHA, under the MTW Agreement, are specifically noted in the Plan as MTW
policies. Where a Plan policy relates to MTW and Non-MTW programs, the policy citation will not state
MTW or Non-MTW. Finally, where regulatory citations are specifically identified in this Plan, if a
corresponding MTW policy is in effect, the MTW policy will supersede the existing and applicable HUD
regulatory citation.
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1.6.2 Identifying MTW Policies

The following table reflects the MTW
respective effective date for each policy initiative and modification.

policies

Chapter Heading/Topic Effective Date
Chapter 1:OVERVIEW OF 1 1.1 Moving to Work Demonstration
THE PROGRAM & PLAN
! 1.6.1 MTW and Non-MTW Policies
Chapter 4:ELIGIBILITY 1 4.2.7 Elderly Person, Elderly Family and Near | 2004
Elderly
Chapter 5:APPLICATION, 1 5.17 Income Targeting 1 2002
WAIT LIST AND TENANT
SELECTION
Chapter 8: INCOME AND 1 8-6 Full Time Student Income Exclusion 1 2017
ADJUSTED INCOME
f 8.7 Asset Income 2005
1 2017
1 8.12 Earned Income Disallowance 1 2005
1 8.16 Adjusted Income T 2005
1 8.17.1 Working Family Deduction 1 2005
i 8.17.2 Dependent Deduction T 2005
1 8.17.3 Elderly or Disabled Family Deduction 1 2005
1 8.17.4 Health Insurance Premium Deduction 1 2005
1 8.17.5 Medical Expense Deduction 1 2005
1 8.17.6 Disability Assistance Expense 1 2005
Deduction
1 8.17.7 Child Care Expense Deduction 1 2005
Chapter 9: FAMILY SHARE & | 1 9.2 Total Tenant Payment 1 2005
SUBSIDY DETERMINATION
1 9.4 Changes to Rent Simplification Approach | T 2005
1 2017
Chapter 10:VERIFICATION 1 10.17 Verification of Assets 1 2005
1 2017
1 10.27 Verification of Student Status & Earned | 2017
Income
Chapter 12:RENT 1 12.2 Required Reasonable Rent Re- 1 2008
REASONABLENESS & Determination
CONTRACT RENT
Chapter 15: PAYMENT 1 15.4 Changes in Payment Standards 1 2008

Administrative Plan: OVERVIEW OF THE PROGRAM & PLAN
Board Approved:

1-3

cont ai

I



Chapter

Heading/Topic

Effective Date

STANDARDS AND UTILITY 1 15.8 Exception Payment Standards 1 2010
ALLOWANCES 1 2017
1 15.10 Utility Allowance Schedules 1 2014
1 15.11 Alternate Utility Allowance Program T 2013
1 2019
1 15.12 Applying Utility Allowance 1 2009
1 2019
Chapter 16: CONTINUED 1 16.3 Regular Recertification 1 2005
OCCUPANCY 1 2017
f 16.16.1 Limits on Interim Recertification T 2005
1 2017
1 16.16.2 Utility Allowance Schedule and T 2009
Payment Standard at Interim Recertification 1 2019
Chapter 17: MOVING WITH  17.2 Restriction on Moves 1 2008
CONTINUED ASSISTANCE
1 17.3 Emergency Moves 1 2008
1 17.8 MTW Transfers 1 2005
Chapter 18: PORTABILITY 1 18.2.1 Eligibility for Port-Out 1 2013
1 18.2.4 Financial Hardship Waiver for Port-Out | § 2013
(MTW)
CHAPTER 20: TERMINATION | T 20.4 Household No Longer Requires Assistance | § 2019
OF ASSISTANCE AND
TENANCY
Chapter 22: SPECIAL f 22.13 Second Chance Initiative T 2016
PROGRAMS AND
ALLOCATIONS
Chapter 23: UNIT BASED  23.3 Owner Selection Procedures T 2010
PROGRAM
1 23.9 Assistance for Certain Unit Types 1 2010
1 23.13 Cap on Number of UBV Units in Each 1 2010
Building
1 23.22.1 Definition of a Project T 2019
1 23.24 Requirements for PHA-Owned Units 1 2017
f 23.26 Authorization for Use of SBWL T 2010
1 23.29 Selection of UBV Program Participants 1 2010
1 23.37 Right to a Tenant Based Voucher 1 2010
1 23.49 Rent Limits 1 2010

Administrative Plan: OVERVIEW OF THE PROGRAM & PLAN

Board Approved:




Chapter

Heading/Topic

Effective Date

1 23.55.1 Alternative System for Determining 1 2019
Reasonable Rent for PBV Scattered Sites

 23.55.2 When Rent Reasonable T 2008
Determinations are Required

1 23.67 SharedZHousing Unit-Based T N/A
Developments

1 23.68 UBV & Applicable MTW Policies 1 2017
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CHAPTER 2: GENERAL POLICIES

2.1 Administrative Fee Reserve

PHA conforms to the requirements of the MTW Agreement with respect to maintenance of reserves.

2.2 Program Accounts and Records

PHAG6s practices and procedures are desi gnpadicipatiog saf egu
households.

PHA will maintain complete and accurate accounts and other records for the program in accordance with
HUD requirements, in a manner that permits quick and effective auditing. Records will be in the form
required by HUD, including requirements governing computerized or electronic forms of record keeping.
PHA wi I | follow the record r et e n nherab Recogisl Reteetibni améé s a s S
Disposition Schedule for the Philadelphia Housing Authority. Records related to applicants and
participants will be maintained for the term of the tenancy plus four years, including but not limited to:
i The HAP contract;
1 The application;

1 Records that provide income, racial, ethnic, gender, and disability status data on program
applicants and tenants;

1 An application from each ineligible household and notice that the applicant is not eligible;
1 HUD-required reports;

1 Complaints, investigations, notices, and corrective actions related to violations of the Fair
Housing Act or the equal access final rule;

9 Unit inspection reports;

1 A copy of the executed lease;

1 Lead-based paint records;

1 Accounts and other records supporting PHA budget and financial statements for the program;

1 Records to document the basis for PHA determination that rent to owner is a reasonable rent
(initially and during the term of a HAP contract); and

1 Other records specified by HUD.

2.3 Privacy Act Requirements

The collection, maintenance, use, and dissemination of social security numbers (SSN), employer
identification numbers (EIN), any information derived from these numbers, income information of
applicants and participating households and other personally identifiable information of applicants and
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participating households shall be conducted, to the extent applicable, in compliance with the Privacy Act
of 1974, and all other provisions of federal, State, and local law.

Applicants and all adults in the household are required to sign a consent form, HUD-9886, Authorization
for Release of Information, or other form approved by HUD. This form incorporates the Federal Privacy
Act Statement and describes how the information collected may be used, and under which conditions
HUD or PHA may release the information collected.

2.4 Upfront Income Verification (UIV) Records

PHA shall adhere to the security procedures for acce:
Enterprise Income Verification (EIV) system as required by HUD.

PHA shall adhere to the Department of Public Workoés (
protecting Public Assistance data obtained through DPW

PHA shall adhere to the United States Citizenship and Immigration Services (USCIS) security procedures
for accessing and protecting citizenship data obtained through the SAVE electronic data base.

2.5 Criminal Records

Consistent with the limitations on disclosure of records, PHA will ensure that any criminal record received
by PHA from a law enforcement agency and any records received with respect to sex offender
registration from a State or local agency is:

I Maintained confidentially;
1 Not misused or improperly disseminated; and

1 Destroyed once the purpose(s) for which the record was requested has been accomplished,
including expiration of the period for filing a challenge to a PHA action without institution of a
challenge or final disposition of any such litigation.

PHA will retain a record of the screening, including the type of screening and the date performed.

In all cases where criminal record or sex offender registration information would result in denial or
termination, PHA will notify the household in writing of the proposed adverse action and provide an
opportunity to dispute the accuracy and relevance of the information before denial or termination action is
taken. PHA will provide access to the record, upon request, to the applicant and the subject of the record.

Disputes must be submitted in writing. The household will be given ten (10) business days from the date
of PHA notice, to dispute the accuracy and relevance of the information. If the household does not
contact PHA to request an informal review/hearing within that ten (10) business day period, PHA will
proceed with the denial or termination.

Should the household not exercise the right to dispute the result prior to any adverse action, the
household still has the right to dispute through a court trial.
2.6 Medical/Disability Records

If an applicant requests a reasonable accommodation or other assistance related to a disability, PHA may
request documentation necessary to verify the need for the accommodation. PHA shall not inquire about
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the nature or severity of a méy sbindgnasissabaord idgt airl saba
disability or medical condition. PHA will redact, destroy or return any medical documentation that states
the nature or extent of a personds disability or medi c:

2.7 Special Requirements for Children with Environmental Blood Lead Level

If PHA is notified by a public health department or other medical health care provider, or verifies
information from a source other than a public health department or medical health care provider, that a
child of less than 6 years of age, living in an HCV-assisted unit has been identified as having an
environmental intervention blood-lead level, PHA will complete a risk assessment of the dwelling unit. The
risk assessment will be completed in accordance with program requirements, and the result of the risk
assessment will be provided to the owner of the dwelling unit. In cases where the Philadelphia Public
Health Department has already completed a risk assessment, this information will be provided to the
owner and the risk assessment will be deemed completed. PHA will maintain a copy of the Philadelphia
Public Health Department risk assessment in the client file.

Within 30 days after receiving the risk assessment report from PHA, or the evaluation from the public
health department, the owner is required to complete the abatement activities in accordance with the
lead-based paint regulations. Following the 30 day time-frame, after notification from the owner that the
work has been completed, PHA will send an outside agency to conduct a clearance test to ensure
abatement of the lead-based paint hazards. If the owner does not complete the abatement activities as
required, the dwelling unit is in violation of HQS and PHA will take action in accordance with regulatory
requirements.

2.8 Electronic Signatures& Scanned Documents

Electronic records and signatures carry the same weight and legal effect as traditional paper documents
and handwritten signatures. PHA will not deny the legal effect or enforceability of a document solely
because it is in electronic form. (Electronic Signatures in Global and National Commerce Act (ESIGN,
2000) and the Uniform Electronic Transactions Act (UETA, 1999).

PHA will accept scanned documents to verify program information. If at any time, PHA has reason to
believe that documents have been altered or contain fraudulent information, PHA may request additional
documentation to verify program information.
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CHAPTER 3: FAIR HOUSING & EQUAL OPPORTUNITY

3.1 Introduction
This chapter explains the laws and HUD regulations requiring PHA to affirmatively further civil rights and
fair housing in all federally-assisted housing programs. The letter and spirit of these laws are

implemented through consistent policies and processes. The responsibility to further nondiscrimination
pertains to all areas of PHAO®6s HCV operations.

3.2 Non-Discrimination

PHA treats all applicants and clients equally, providing the same quality of service, regardless of
household characteristics and background. Federal law prohibits discrimination in housing on the basis of
race, color, religion, sex, national origin, age, familial status, and/or disability. In addition, HUD
regulations provide for additional protections regarding sexual orientation, gender identity, and marital
status. PHA will comply with all applicable federal, State, and local nondiscrimination laws, and with rules
and regulations governing fair housing and equal opportunity in housing and employment, including:

1 Title VI of the Civil Rights Act of 1964;

9 Title VIl of the Civil Rights Act of 1968 (as amended by the Community Development Act of 1974
and the Fair Housing Amendments Act of 1988);

1 Executive Order 11063;
9 Section 504 of the Rehabilitation Act of 1973;
1 The Age Discrimination Act (ADA) of 1975;

9 Title Il of the Americans with Disabilities Act (to the extent that it applies, otherwise Section 504
and the Fair Housing Amendments govern);

1 Violence Against Women Reauthorization Act of 2013(VAWA); and

1 The Equal Access to Housing in HUD Programs Regardless of Sexual Orientation or Gender
Identity Final Rule, published in the Federal Register February 3, 2012.

When more than one civil rights law applies to a situation, the laws will be read and applied together; and
any applicable state laws or local ordinances and any legislation protecting individual rights of
participating households, applicants, or staff that may subsequently be enacted.

PHA will not discriminate on the basis of gender identity, marital status or sexual orientation.

PHA will not use any of the household characteristics or background described above to:

1 Deny to any household the opportunity to apply for housing, nor deny any qualified applicant the
opportunity to participate in the housing choice voucher program;

1 Provide housing that is different from that provided to others;

1 Subject anyone to segregation or disparate treatment;
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1 Restrict anyone's access to any benefit enjoyed by others in connection with the housing
program;

1 Treat a person differently in determining eligibility or other requirements for admission;
1 Steer an applicant or client toward or away from a particular area based any of these factors;
1 Deny anyone access to the same level of services;

1 Deny anyone the opportunity to participate in a planning or advisory group that is an integral part
of the housing program;

1 Discriminate in the provision of residential real estate transactions;

71 Discriminate against someone because they are related to or associated with a member of a
protected class; or

91 Publish or cause to be published an advertisement or notice indicating the availability of housing
that prefers or excludes persons who are members of a protected class.

3.3 Providing Information to Families and Owners

PHA takes steps to ensure that families and owners are fully aware of all applicable civil rights laws. As
part of the briefing process, PHA provides information to HCV applicant families about civil rights
requirements and the opportunity to rent in a broad range of neighborhoods.

The Housing Assistance Payments (HAP) contract informs owners of the requirement not to discriminate
against any person because of race, color, religion, sex, national origin, age, familial status, or disability.

3.4 Privacy

Information that is obtained directly from applicants/clients or from those persons authorized by the
applicant/client will be used or disclosed only for purposes relating directly to the administration of the

HCV progr am. Al l i nformation considered Aprivate dat
Government Data Practices Act will be handled in compliance with that law.

All applicants/clients are required to complete and sign the HUD Authorization for Release of Information

or other approved document, which incorporates the Federal Privacy Act Statement and delineates the

terms and conditions for release of household informatonby HUD and/ or PHA. PHAGs p
release of information is in accordance with State and local laws that may restrict the release of

household information.

Information documenting the need for a reasonable accommodation will be kept in a separate folder and

marked "confidential". The personal information in this folder must not be released except on an "as

needed" basis in cases where an accommodation is under consideration. Any information received that
contains an individual 6s specific di ag eanwntsand/oi nf or mat
informatonr egar ding the nature or severity of a personbds d
household member. It will not be kept in a separate folder. All requests for access and related review of
accommodation requests will be received and determined by PHA staff person assigned to review and

make determinations on reasonable accommodations or by the HCV program designee.
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PHA's practices and procedures are designed to safeguard the privacy of applicants and participating
households. All applicant and household files will be stored in a secure location only accessible by
authorized staff.

PHA staff will not discuss household information contained in files unless there is a business reason to do
s0. Inappropriate discussion of household information or improper disclosure of household information by
staff will result in disciplinary action.

3.5 Discrimination Complaints

Applicants or households that believe they have been subject to unlawful discrimination may notify PHA
in writing. PHA will attempt to remedy discrimination complaints made against PHA.

PHA will provide a copy of a discrimination complaint form to the complainant and provide them with
information on how to complete and submit the form t
Opportunity (FHEO).

3.6 Policies Related to Persons with Disabilities

PHA strives to ensure that persons with ndsewieeb.iTHisi ti es h:
responsibility begins with the first inquiry of an interested household and continues through every
programmatic area of the HCV program.

PHA will ask all applicants and clients if they require any type of accommodations, in writing, on the
intake application, recertification documents, and notices of adverse action by PHA, by including the
following language:

Ailf you or anyone in your family is a person with disa
order to fully utilize our programs and services, pleasec ont act t he housing authority.

If a person requests an accommodation, PHA may need to verify that the person is a qualified individual
with a disability, and must determine whether an accommodation is necessary to provide the individual
with an equal opportunity to participate in the HCV program. A person who does not meet the definition
of disability is not entitled to a reasonable accommodation.

3.6.1 Definition of Disability

A person with a disability is any person who:

1 Has a physical or mental impairment that substantially limits one or more of the major life
activities of an individual, or

1 Has arecord of such impairment, or
1 Isregarded as having such impairment.
The phrase fiphysi calinclodessment al i mpairmento
1 Any physiological disorder or condition, cosmetic or disfigurement, or anatomical loss affecting
one or more of the following body systems: neurological; musculoskeletal; special sense organs;

respiratory, including speech organs; cardiovascular; reproductive; digestive; genito-urinary;
hemic and lymphatic; skin; and endocrine; or
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1 Any mental or psychological disorder, such as mental retardation, organic brain syndrome,
emotional or ment al il l ness, and s pgcaliof mental | ear ni n
i mpairmento includes, but s not i mited to: such
speech and hearing impairments, cerebral palsy, autism, epilepsy, muscular dystrophy, multiple
sclerosis, cancer, heart disease, diabetes, mental retardation, emotional illness, drug addiction
and alcoholism.

AiMaj or | ife activitiesd includes, but is not | imited t
seeing, hearing, breathing, learning, and/or working.

AfHas a recomdabfment® means has a history of, or has b
or physical impairment that substantially limits one or more major live activities.

ils regarded as having an i mpairmento i s tth@éfoesnetd as ha
substantially limit one or more major life activities but is treated by a public entity (such as PHA) as

constituting such a limitation; has none of the impairments defined in this section but is treated by a public

entity as having such an impairment; or has a physical or mental impairment that substantially limits one

or more major life activities, only as a result of the attitudes of others toward that impairment.

3.6.2 Person with Disabilities Does Not Include
The definition of a person with disabilities does not include:
91 Currentillegal drug users;

1 People whose alcohol use interferes with the rights of others; or

1 Persons who objectively pose a direct threat or substantial risk of harm to others that cannot be
controlled with a reasonable accommodation under the HCV program.

3.6.3 Verification of Disability

When verifying a disability, PHA wi || follow its polic
disability will be treated in accordance with the privacy policies in this plan. In addition to the general

requirements that govern all verification efforts, the additional verification requirements for verifying

disability are discussed in the chapter on Verification.

3.6.4 Denial or Termination of Assistance i Families with Disabled Household
Members

PHAG6s decision t o destapce ol householththat iadludes & gerson aith slisabilities
is subject to consideration of reasonable accommodation.

When applicants with disabilities are denied assistant
informal review process and their right to request a hearing. In addition, the notice will inform applicants

with disabilities of their right to request reasonable accommodations to participate in the informal hearing

process.

When ah o u s e hasdisthrices is terminated, the notice oft er mi nat i on wi | | inform then
hearing process and their right to request a hearing and reasonable accommodation.
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When reviewing reasonable accommodation requests, PHA will consider whether any mitigating

circumstances can be verifiedtoex pl ai n and overcome the problem that | e
terminate assistance. If a reasonable accommodation will allow the household to meet the requirements,

PHA may make the accommodation

3.7 Reasonable Accommodation

A person with a disability may require special accommodations in order to have equal access to the HCV

program. The types of reasonable accommodations PHA can provide include changes, exceptions, or

adjustments to a rule, policy, practice, or service.

Requests for accommodations will be considered reasonable if they do not create an "undue financial and
administrative burden” for PHA, or result in a fAfunda

service offered. A fundamental alteration is a modification that alters the essential nature of PHA 6 s
operations.
3.7.1 Types of Reasonable Accommodations

When requested, PHA will make reasonable accommodations to modify normal procedures to
accommodate the needs of a person with disabilities. Examples include but are not limited to:

1 Permitting applications and recertifications to be completed by mail;
1 Conducting home visits;

1 Permitting a higher utility allowance for the unit if a person with disabilities requires the use of
specialized equipment related to the disability;

1 Using higher payment standards (either within the acceptable range or with HUD approval, if
required, of a payment standard outside PHA range) if PHA determines this is necessary to
enable a person with disabilities to obtain a suitable housing unit;

1 Providing time extensions for locating a unit when necessary because of lack of availability of
accessible units or special challenges of the household in seeking a unit;

1 Permitting an authorized designee or advocate to participate in the application or certification
process and any other meetings with PHA staff; or

1 Displaying posters and other housing information in locations throughout PHA's office in such a
manner as to be easily readable from a wheelchair.
3.7.2 Request for an Accommodation
If an applicant or client indicates that an exception, change, or adjustment to a rule, policy, practice, or
service is needed because of a disability, PHA will treat the information as a request for a reasonable

accommodation, even if no formal request is made.

The household must explain what type of accommodation is needed to provide the person with the

disability full access to PHAO&6s programs and services.

If the need for the accommodation is not readily apparent or known to PHA, the household must explain
the relationship between the requested accommodation and the disability. There must be an identifiable
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relationship, or nexus, bet ween the requested accommod
request verification necessary to determine the need for or type of accommodation.

All requests for access and related review of accommodation requests will be received and determined by
PHA staff person assigned to review and make determinations on reasonable accommodations or the
HCV program designee.

3.7.3 Approval or Denial of a Requested Accommodation
PHA will approve a request for an accommodation if the following three conditions are met;
1 The request was made by or on behalf of a person with a disability;
1 There is a disability-related need for the accommodation; and
1 The requested accommodation is reasonable, meaning it would not impose an undue financial
and administrative burden on PHA, or fundamentally
operations (including the obligation to comply with its MTW Agreement and applicable HUD
requirements and regulations).
Requested accommodations will not be approved if one of the following would occur as a result:
1 Aviolation of State and/or federal law;
1 A fundamental alteration in the nature of PHA housing program;
1 Anundue financial and administrative burden on PHA;
1 A structurally infeasible alteration; or
1 An alteration requiring the removal or alteration of a load-bearing structural member.
Requests for accommodations must be assessed on a case-by-case basis, taking into account factors
such as the cost of the requested accommodation, the financial resources of PHA at the time of the
request, the benefits that the accommodation would provide to the household , and the availability of
alternative accommodations that would effectively meet the household 6 s d i setated needs tp the
extent applicable to HCV (Joint Statement of the Departments of HUD and Justice: Reasonable
Accommodations under the Fair Housing Act).
Before making a determination whether to approve the request, PHA may enter into discussion and
negotiation with the household, request more information from the household, or may require the
household to sign a consent form so that PHA may verify the need for the requested accommodation.
After a request for an accommodation is presented, PHA will respond, in writing, in a timely fashion.
If PHA denies a request for an accommodation because there is no relationship found between the
disability and the requested accommodation, the notice will inform the household of the right to appeal
PHAG6s decision through an infor mal hearing (i f applical
If PHA denies a request for an accommodation because it is not reasonable (it would impose an undue
financial and administrative burden or fundamentally alt e r the nature of PHAG6s oper
review with the household alternative accommodations which could effectively addressthe hous eh ol dés

disability-related needs without a fundamental alteration to the HCV program and without imposing an
undue financial and administrative burden.
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If PHA believes that the household has failed to identify a reasonable alternative accommodation after

interactive discussion and negotiation, PHA will notify the household, in writing, of its determination in a

timely fashion. The notice will inform the household of t he r i ght to appeal PHAG6s de
informal hearing.

3.74 Right to Appeal/Informal Hearing Process for Reasonable Accommodation

HCV program applicants or clients may file a complaint in accordance wi t h  féunél slearing Policy

foll owing a formal determinati on by PHAG s Section 5

accommodation. Persons with disabilities may also request reasonable accommodations to participate in
the PHA Informal Hearing process and PHA will consider such accommodation.

3.8 Program Accessibility for Persons with Hearing or Vision Impairments
HUD regulations require PHA to ensure that persons with disabilities related to hearing and vision have
reasonable access to PHA's programs and services [24 CFR 8.6]. At the initial point of contact with each
applicant, PHA shall inform all applicants of alternative forms of communication that can be used other
than plain language paperwork.

3.9 Physical Accessibility

PHA complies with the applicable requirements pertaining to physical accessibility, including the
following:

1 Notice PIH 2010-26;

1 Section 504 of the Rehabilitation Act of 1973;
1 The Americans with Disabilities Act of 1990;
1 The Architectural Barriers Act of 1968; and

I The Fair Housing Act of 1968, amended.

PHAG6s policies concerning physical accehmwmséhbldsl| Theyy are r
can be found in the following documents:

1 This policy, the Administrative Plan, describest he key pol icies that govern [
with regard to physical accessibility;

1 PIH Notice 2010-26 summarizes information about pertinent laws and implementing regulations
related to nondiscrimination and accessibility in federally-funding housing programs; and

T PHAO6s MTW Pl ans.
When issuing a voucher to a household that includes an individual with disabilities, PHA may include a

current list of available accessible units known to PHA and may assist the household in locating an
available accessible unit, if necessary.
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In general, owners must permit the household to make reasonable modifications to the unit. However, the
owner is not required to pay for the modification and may require that the unit be restored to its original
state at the house h o | edpénse when the household moves.

Reasonable modifications are subject to the following:

1 The owner may require restoration of the unit to its original condition if the modification would
interfere with the owner or next occupant's full enjoyment of the premises.

1 The owner may not increase a customarily required security deposit. However, the owner may
negotiate a restoration agreement that requires the household to restore the unit and, if
necessary to ensure the likelihood of restoration, may require the household to pay a reasonable
amount into an interest-bearing escrow account over a reasonable period of time. The interest in
any such account accrues to the benefit of the household.

1 The owner may require reasonable assurances from the household that the quality of the work
will be acceptable and that any required building permits will be obtained.

1 Modifications to units to provide access for a person with a disability must meet all applicable
HQS requirements and conform to the design, construction, or alteration of facilities contained in
the Uniform Federal Accessibility Standards (UFAS) and the ADA Accessibility Guidelines
(ADAAG)

1 Any owner that intends to negotiate a restoration agreement or require an escrow account must
submit the agreement(s) to PHA for review.

3.10 Improving Access for Persons with Limited English Proficiency

Language for Limited English Proficiency Persons (LEP) can be a barrier to accessing important benefits
or services, understanding and exercising important rights, complying with applicable responsibilities, or
understanding other information provided by the HCV program. In certain circumstances, failure to ensure
that LEP persons can effectively participate in or benefit from federally-assisted programs and activities
may violate the prohibition under Title VI against discrimination on the basis of national origin. This part
incorporates the Notice of Guidance to Federal Assistance Recipients Regarding Title VI Prohibition
Affecting Limited English Proficient Persons, published January 22, 2007 in the Federal Register.

PHA will follow the requirements as set forth in its Limited English Proficiency policy ensuring that
affirmative steps are taken to communicate with people who need services or information in a language
other than English. | ndi vi dual s may refer t o PHAOG s Li mit
information regarding interpreter services.

LEP is defined as persons who do not speak English as their primary language and who have a limited
ability to read, write, speak or understand English. For the purposes of this Administrative Plan, LEP
persons are HCV applicants and clients, and parents and household members of applicants and clients.

In order to determine the level of access needed by LEP persons, PHA will balance the following four
factors:

1 The number or proportion of LEP persons eligible to be served or likely to be encountered by the
HCV program;

1 The frequency with which LEP persons come into contact with the program;
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1 The nature and importance of the program, activity, or service provided by the program to
peoplebés lives; and

i The resources available to PHA and costs.

Balancing these four factors will ensure meaningful access by LEP persons to critical services while not
imposing undue burdens on PHA.

3.11 Outreach

It is PHAO6Gs policy to encour agHCV prdgam and totmake the HGVIi on o f
program known and available to serve the needs of income-eligible families. To ensure the availability of

gualified applicants on the waiting list, on an as needed basis, PHA will publicize and disseminate
information to make known the availability of housing assistance and related services for income-eligible

families. In addition, PHA will make a concerted effort to keep private owners informed of legislative

changes in the tenant-based program, which are designed to make the program more attractive to

owners.

PHA may undertake the following actions to expand housing choices and reduce concentrations of
poverty and assisted units:

1 Conduct monthly landlord fairs to recruit new owners to the program, including owners from
underrepresented areas with few or no assisted units;

1 Provide voucher holders with information on their right to move to any jurisdiction in the country
that operates a HCV program. This includes detailed information on how portability works,
contact names in other jurisdictions and other relevant information;

91 During briefing sessions, PHA will provide maps showing housing opportunity areas outside of
concentrations of poverty, minorities and/or assisted housing. This will also include, as available,
information on transportation, job opportunities, schools and other services in these areas;

1 Provide voucher holders with a list of owners willing to lease properties (including, as available,
owners in non-impacted areas) and a list of fair housing and other organizations that can help find
suitable housing in non-impacted areas; and

1 Monitor lease-up activity and evaluate as appropriate the feasibility of exception payment
standards within the jurisdiction to promote housing choice and deconcentration.

PHA will perform outreach to households that qualify for HCV program assistance. Outreach will include
print advertising and coordination with service providers such as community-based organizations, private
housing owners and public and private homeless shelter operators. Outreach activities will be performed
in English and in other languages as deemed necessary by PHA. PHA will publicize the opening of the
waiting list in a newspaper of general circulation and in minority media and will provide information to
applicants/clients concerning the availability of housing and related services. Briefing sessions for new
clients will include the following information related to outreach:

1 An explanation of the advantages of moving to areas that do not have a high concentration of
poor families for families currently living in high poverty census tracts;

1 An explanation of portability procedures for families that qualify to rent units either inside or
outside PHAO&s jurisdiction;

1 Briefing materials which include portability procedures;
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1 If the household includes a disabled individual, briefing materials will be available which include a
current listing of accessible units which are known to PHA and information related to exception
rents for disabled individuals;

1 Alist of owners or other parties known to PHA who may be willing to lease a units to families, or
help families find units; and

1 Other information relevant to program requirements.

Owner Outreach: PHA will encourage the owners of housing units in the City to provide safe, decent and
sanitary housing to HCV program clients. Special emphasis will be placed on outreach to owners who
have units in areas that do not have high poverty concentrations. PHA will provide written materials and
conduct outreach activities in an effort to recruit owners outside of areas of low income and minority
concentrations.

3.12  Violence Against Women Act Protections

PHA has revised its policy in accordance with the recently reauthorized Violence Against Women Act
(AVAWAOG) in order to provide safety and structure to v
assault, and stalking. VAWA protects the following:

9 Assisted Housing Residents 7 any individual living in a federally-subsidized dwelling established
to provide decent and safe rental housing for eligible low-income families, the elderly, and
persons with disabilities.

1 Immigrants
1 Lesbian, Gay, Bisexual, or Transgendered (LGBT) Individuals
1 College Students i an individual enrolled either part- or full-time at college or university

1 Youthi a person whois 11 to 24 years old.

3.12.1 Definitions as Used in the Violence Against Women Act
The definitions applicable to the Violence Against Women Act (VAWA) are the following:

Domestic Violence: Felony or misdemeanor crimes of violence committed by a current or former spouse
or intimate partner of the victim, by a person with whom the victim shares a child in common, by a person
who is cohabitating with or has cohabitated with the victim as a spouse or intimate partner, by a person
similarly situated to a spouse of the victim under the domestic or family violence laws of the jurisdiction
receiving grant monies, or by any other person against an adult or youth victim who is protected from that

personés acts under the domestic or family violence | a

Dating Violence: Violence committed by a person who is or has been in a social relationship of a
romantic or intimate nature with the victim and the existence of such a relationship is determined based
on the following factors: length of the relationship; type of relationship; and frequency of interaction
between the persons involved in the relationship.

Sexual Assault: Any non-consensual sexual act proscribed by Federal, tribal, or State law, including
when the victim lacks capacity to consent.
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Stalking: Engaging in a course of conduct directed at a specific person causing a reasonable person to
fear for his or her safety or the safety of others or suffer substantial emotional distress.

Affiliated Individual: With respect to an individual, as a spouse, parent, brother, sister, or child of that
individual, or an individual to whom that individual stands in loco parentis, or an individual who has
guardianship over another individual who is not a minor, or an individual who has guardianship over
another individual who is not a minor, or any individual, tenant or lawful occupant living in the household
of that individual.

3.12.2 Prohibition Against Denial of Assistance to Victims of Domestic Violence,
Dating Violence, Sexual Assault and Stalking

Applicants who otherwise qualify for assistance or admission will not be denied admission on the basis
that the applicant is or has been a victim of domestic violence, dating violence, sexual assault, or stalking.

VAWA does not i mit PHA®G s a uantindividudal gr hausehold ¢hatyis nats si st an

otherwise qualified or eligible for assistance.

3.12.3 Prohibition Against Termination of Assistance Related to Victims of
Domestic Violence, Dating Violence, Sexual Assault and Stalking

Criminal activity directly relating to domestic violence, dating violence, sexual assault or stalking, engaged

in by a member of a tenantdés family or any guest

basis for termination of assistance, tenancy, or occupancy rights if the tenant or an immediate member of

or ot

the tenantés household is the victim or threatened vic

assault or stalking.

Incidents of actual or threatened domestic violence, dating violence, sexual assault or stalking will not be
construed either as serious or repeated violations of the Lease by the victim of such violence or as good
cause for terminating the tenancy or occupancy rights of the victim of such violence.

Notwithstanding the foregoing, PHA may exercise its authority to terminate assistance to any individual
who is a tenant or lawful occupant and who engages in criminal acts of physical violence against
household members or others without terminating assistance to, or otherwise penalizing the victim of
such violence who is also a tenant or lawful occupant.

PHA may exercise its discretion to terminate the assistance of a tenant or lawful occupant who
perpetrates such violence against victims or affiliated individuals by removing them from the household
composition. The victim and PHA do not have to wait for an owner to bifurcate the lease for PHA to offer
continued assistance for the unit (where the victim is planning to stay in the unit.) Further, PHA retains its
authority to terminate the assistance of any tenant if PHA concludes that there is an actual and imminent
threat to other tenants or those employed at or providing service to the property if that tenant is not
terminated from assistance. V AWA d o mipate mgsistande itoman
individual or family that is not otherwise qualified or eligible for assistance.

PHA may terminate a t e nasgistaiice for any violation of the Lease and eviction from the unit not
premised on the kinds of violence described above, as long as PHA refrains from subjecting a victim of
domestic violence, dating violence, sexual assault, or stalking to a more demanding standard than

t

PHAO® s

applied to other tenants facing termination of assistance. VAWA does not | i menyorPHAG6s a

terminate assistance to an individual or family that is not otherwise qualified or eligible for assistance.
Notwithstanding the protections provided to tenants under VAWA, PHA will:

1 Comply with court orders that address the rights of access to or control of property, including civil
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protection orders issued to protect victims of domestic violence, dating violence, sexual assault,
and stalking; and

1 Comply with court orders that address the distribution or possession of property among members
of a household.

In the event PHA terminates assistance to an individual by removing them from the household
composition, PHA will refrain from penalizing the victim of such criminal activity who is a tenant or lawful
occupant. PHA will also provide any remaining family members an opportunity to establish eligibility for
continued occupancy, if the individual removed from the household composition was the sole tenant
eligible for housing assistance. Tenants will have 30 calendar days from the date of the removal of the
individual to establish eligibility.

This policy permits PHA to provide emergency transfer vouchers to victims of domestic violence, dating
violence, sexual assault and stalking if the tenant expressly requests the transfer and the tenant
reasonably believes that he/she is threatened with imminent harm from further violence if the tenant
remains in the unit. In the case of a tenant who is the victim of sexual assault, an emergency transfer may
be provided if the individual reasonably believes there is a threat of imminent harm from further violence if
they remain in their unit OR if the individual reasonably believes there is a threat of imminent harm from
further violence if they remain in their unit OR if the sexual assault occurred on the premises during the
90 day period preceding the request for a transfer.

3.12.4 VAWA Self-Petitioners

PHA will review non-citizen applicant or tenant requests for admission or continued occupancy as a result
of being a self-petitioner under the Violence against Women Reauthorization Act of 2013. A VAWA Self-
Petitionerisanon-ci ti zen applicant or tenant who ¢l ai ms
which includes domestic violence, dating violence, sexual assault and stalking perpetrated by their
spouse or parent, who is a citizen or lawful permanent resident. A VAWA Self-Petitioner may indicate that
they have satisfactory immigration status, though PHA has not yet verified that satisfactory immigration
status. Satisfactory immigration status means an immigration status which does not make the individual
ineligible for financial assistance. A VAWA Self-Petitioner may submit an 1-360 VAWA Self Petition, an I-
130 Family-Based VISA Petition or a USCIS Form 1-797 to demonstrate a claim of satisfactory
immigration status. When an 1-360 VAWA Self Petition, an 1-130 Family-Based VISA Petition or a USCIS
Form 1-797 is submitted, PHA may not request any additional information from the VAWA Self-Petitioner
other than what is required to complete the verification. When a VAWA self-petitioner uses the Family
Based VISA petition to satisfy immigration status, upon verification of the Family Based VISA petition,
PHA will require the petitioner to submit evidence of battery or extreme cruelty.

Housing assistance and all other VAWA protections will be granted to the VAWA Self-Petitioner applicant
or tenant throughout the verification process until a final determination of lawful permanent residency can
be made.

If PHA later determines that the VAWA Self-Petitioner does not have eligible immigration status, PHA will
notify the individual and take action to terminate assistance. PHA will also inform the individual of local
agencies that provide domestic violence and immigration support services.

3.12.5 PHA Confidentiality Requirements i VAWA

PHA will keep confidential any information that the tenant submits in connection with VAWA protections,
including keeping confidential the location of a new dwelling unit, if one is provided, from the person(s)
that committed an act(s) of domestic violence, dating violence, sexual assault or stalking against the

tenant . PHA wi || maintain the confidentiality o
an emergency transfer related to VAWA protections.
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PHA will not disclose or release or enter into any shared database any personally identifying information
or individual information collected in connection with VAWA protections requested or denied except to the
extent that the disclosure is:

A Requested or consented to by the individual in a time- limited release writing;
A Required for use in a termination proceeding or hearing; or
A Otherwise required by applicable law.

If disclosure is required for use in a termination proceeding or is otherwise required by applicable law,
PHA will make reasonable attempts to provide notice to victims affected by the disclosure of information
and will take steps necessary to protect the privacy and safety of the persons affected by the release of
the information.

At the time the applicant is denied, PHA may share the following:
A Non-personally identifying data in the aggregate regarding services to their tenants and non-
personally identifying demographic information in order to comply with Federal or State reporting,

evaluation, or data collection requirements;

A Court-generated information and law enforcement-generated information containing insecure,
governmental registries for protection order enforcement purposes; and

A Law enforcement-generated and prosecution-generated information necessary for law
enforcement and prosecution purposes.

3.12.6 Notification to Applicants, Households & Owners Regarding Protections
Under VAWA

PHA will provide notice to applicants and tenants in assisted housing of protections provided under
VAWA, in multiple languages when necessary, at the following junctures:

1 Atthe time the applicant is denied;

1 Atthe time the individual is admitted to a unit in an assisting housing program;

1 With any notification of eviction or notification of termination of assistance.

PHA acknowledges that a victim of domestic violence, dating violence, stalking, or sexual assault may
have an unfavorable history (i.e., a poor credit history, non-payment of rent as a Public Housing tenant, a
record of previous damage to an apartment/Public Housing unit, a prior/current conviction) that would
warrant deni al or termination wunder PHAG6s policies.
admission to an applicant or to terminate assistance to a resident, PHA will include in its notice of
denial/termination:

1 A statement of protections provided by VAWA,
1 A description of PHA confidentiality requirements; and
A request that an applicant/head of household wishing to claim this protection submit to PHA

documentation meeting the specifications outlined in this Admin Plan or a request for an informal hearing
or grievance hearing, whichever is applicable
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PHA will provide VAWA information to owners which will consist of the VAWA notice provided to
applicants and participating households and the form HUD-5382.

3.12.7 Victim Documentation

PHA will require that an applicant claiming that the cause of an unfavorable history is that a member of
the applicant family is or has been a victim of domestic violence, dating violence, sexual assault, or
stalking provide documentation of such claim, including:

1 Demonstrating the connection between the abuse and the unfavorable history; and

1 Naming the perpetrator of the abuse if it is safe to provide the name and if it is known to the
victim.

When a family is facing assistance termination because of the actions of a tenant, household member,
guest, or ot her person under the tenantds cont
household claims that she or he is the victim of such actions and that the actions are related to domestic
violence, dating violence, sexual assault or stalking, PHA will require the individual to submit
documentation affirming that claim.

Tenants may provide one of the following to demonstrate that they should receive protections under
VAWA:

1 A certification form approved by PHA that states that the applicant or tenant is a victim of
domestic violence, dating violence, stalking, or sexual assault, that the incident of domestic
violence, dating violence, stalking, or sexual assault is grounds for VAWA protections and that
includes the name of the individual who committed the domestic violence, dating violence, sexual
assault or stalking, if the name is known and safe to provide; or,

1 A completed HUD VAWA Certification Form 5382 that describes how the assistance termination
relates to the acts of violence defined in this chapter; or,

1 A Federal, State, tribal, territorial, local police record, court record or administrative agency
record; or,

1 Documentation signed by the applicant or tenant AND an employee or representative of a victim
services provider, or social services provider, or an attorney, school personnel, or medical
professional, from whom the victim has sought assistance as a result of the abuse, in which the
professional attests under penalty of perjury that the applicant or tenant believes that the
incident/abuse is grounds for protection under VAWA.

Individuals or families claiming that they are a victim of domestic violence, dating violence or stalking may
obtain a HUD VAWA Certification Form 5382 from designated PHA locations.

3.12.8 Time Frame for Submitting Documentation

If an applicant for, or tenant of, PHA housing represents to PHA that they are entitled to protections under
VAWA, PHA shall request in writing that the applicant submit a form of documentation as described
above. The tenant must submit the required certification and supporting documentation to PHA within
fourteen (14) business days after PHA has requested in writing the documentation from the

r ol

applicant/tenant. Thel4d-day deadl i ne may be extended at PHAG S

provide the required certification and supporting documentation within fourteen (14) business days of
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P H A dnsitten request, or within the approved extension period, PHA may proceed with denial or
termination of assistance.

If PHA can demonstrate an actual and imminent threat to other tenants or those employed at or providing
service to the property if t hBHAtw#H bypasd thesstandagchpgonessy i s n o
and proceed with the i mmediate termination of the f ami/

3.12.9 Perpetrator Documentation

If the perpetrator of the abuse is a member of the applicant/resident household, the applicant/Head of
Household must provide additional documentation consisting of a signed statement requesting that the
perpetrator be removed from the application or household.

Perpetrator documentation must be submitted to PHA within the same timeframe as victim
documentation.

3.12.10 Terminating Assistance of a Domestic Violence Offender

This section does not provide protection for perpetrators of domestic violence, dating violence, sexual
assault or stalking. PHA may terminate assistance to any individual who is a tenant or lawful occupant
and who engages in criminal acts of physical violence against household members or others without
terminating assistance to, or otherwise penalizing, the victim of such violence who is also a tenant or
lawful occupant. This authority supersedes any local, State, or other federal law to the contrary.
However, if PHA chooses to exercise this authority, PHA will follow any procedures prescribed by HUD or
by applicable local, State, or federal law regarding termination of assistance.

When the actions of a client or other household member result in a decision to terminate the householdd s

assistance and another household member claims that the actions involve criminal acts of physical

violence against household members or others, PHA will request that the victim submit the required

certification and supporting documentation in accordance with the stated timeframe. If the certification

and supporting documentation are submitted within the required timeframe, or any approved extension
period, PHA wi | terminate the offenderés assistance.
supporting documentation, as required, PHA will deny relief for protection under VAWA and proceed with

termination of the householdd s stasice.i

If PHA can demonstrate an actual and imminent threat to other tenants or those employed at or providing
service to the property if the clientd s t enancy is not terminated, PHA wi l |
proceed with the immediate termination of the householdd s assi st ance.

3.12.11 Transfers and Portability Under VAWA

PHA may provide a transfer voucher and allow a household to move in violation of its lease if the

household has complied with all other obligations of the voucher program and has moved out of the

assisted unit in order to protect the health or safety of a tenant or affiliated individual who is or has been

the victim of domestic violence, dating violence, stalking or sexual assault and who reasonably believes

that he or she is imminently threatened by harm from further violence if he or she remains in the assisted

unit. See PHAOGs Emergency Transfer Pl an for Victims of D
Assault, or Stalking which is attached as an appendix to this Plan.

3.12.12 Response to Conflicting Certification
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In cases where PHA receives conflicting certification documents from two or more members of a
household, each claiming to be a victim and naming one or more of the other petitioning household
members as the perpetrator, PHA may determine which is the true victim by requiring third-party
documentation from each member as described in this Plan. Third-party documentation to substantiate
the occurrence of a VAWA-related offense must be submitted within 30 calendar days. PHA shall honor
any court orders addressing rights of access or control of the property, including civil protection orders
issued to protect the victim or to address the distribution or possession of property among the household.

3.12.13 Remedies Available to VAWA Victims

Notwithstanding any federal, State, or local law to the contrary, PHA may remove a household member
from the household composition without regard to whether the household member is a signatory to the
lease, in order to terminate assistance to any tenant or lawful occupant who engages in criminal acts of
physical violence against household members or others, without evicting, removing, terminating
assistance to, or otherwise penalizing the victim of such violence who is a tenant or lawful occupant. Such
termination of assistance shall be affected in accordance with the procedures prescribed by federal,
State, or local law for termination of assistance under the Section 8 HCV and Section 8 Project-Based
programs. Tenants who remain in the household after a perpetrator is removed from the household
composition, who have not already established eligibility for housing assistance will be given at least 30
calendar days from the date of the removal of the perpetrator or until the expiration of the lease in order to
establish eligibility for housing assistance or to find alternative housing.

3.12.14 VAWA Record Retention

PHA will retain a record of all VAWA emergency transfer requests and outcomes for a period not less
than three years. PHA will follow HUD reporting requirements regarding VAWA emergency transfer
requests and outcomes.
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CHAPTER 4: ELIGIBILITY

4.1 Overview

Every individual and family admitted to the HCV program must meet all program eligibility requirements.
This includes any individual approved to join a family after the family has been admitted to the program.
Families must provide any information needed by PHA to confirm eligibility and determine the level of the
fami |l yds assistance.

PHA will consider the following when determining eligibility and suitability for the HCV program:

The applicant family must:

1 Qualify as a family as defined by PHA,

1 Have income at or below specified income limits;

1 Qualify on the basis of citizenship or the eligible immigrant status of family members;

1 Provide Social Security Number information for all family members as required;

T Consent to PHAOGs <collection and wuse of-providechi | vy

consent forms; and

1 Provide all required documents.

PHA will determine that the current or past behavior of household members does not include activities
that are prohibited by PHA.

If a family is deemed ineligible or unsuitable for admission, the family will be removed from the waiting list.

4.2 Definitions

42.1

Family and Household

1 Family-Applicants must q wadfined ig 24&CBR part 5463a Femllyynoludes,
but is not limited to, the following, regardless of actual or perceived sexual orientation, gender
identity, or marital status:

o0 A single person, who may be an elderly person, displaced person, disabled person, near-
elderly; or

0 person, or any other single person; or

o A group of persons residing together, and such group includes, but is not limited to:

A

T I I I B

A family with or without children (a child who is temporarily away from the home because
of placement in foster care is considered a member of the family);

An elderly family;

A near-elderly family;

A disabled family;

A displaced family; and

The remaining member of a tenant family.
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Gender Identity means actual or perceived gender characteristics.
Sexual Orientation means homosexuality, heterosexuality, or bisexuality.

Each family must identify the individuals to be included in the household at the time of application, and

must wupdate this information if the familyds compositi
Household
Househol d i s a broader term that includes additional

assisted unit, such as live-in aides, foster children, and foster adults.

4272 Head of Household

Head of household means the adult member of the family who is considered the head for purposes of
determining income eligibility and rent. The head of household is responsible for ensuring that the family
fulfills all of its responsibilities under the program, alone or in conjunction with a co-head.

The family may designate any qualified family member as the head of household. The head of household
must have the legal capacity to enter into a lease under state and local law. A minor who is emancipated
under state law may be designated as head of household.

423 Spouse, Co-head and Other Adult

A family may have a spouse or co-head, but not both. Spouse means the marriage partner of the head of
household.

1 A marriage partner includes the partner in a "common law" marriage as defined in state law. The
term fAispoused does not apply to friends, roommat es
partners. A minor who is emancipated under state law may be designated as a spouse.

1 A co-head is an individual in the household who is equally responsible with the head of household
for ensuring that the family fulfills all of its responsibilities under the program, but who is not a
spouse. A family can have only one co-head. Minors who are emancipated under state law may
be designated as a co-head.

1 Other adult means a family member, other than the head, spouse, or co-head, who is 18 years of
age or older. Foster adults and live-in aides are not considered other adults.

424 Interdependent Relationship or Domestic Partnership

To claim an interdependent relationship or domestic partnership, individuals must demonstrate and certify

that each individual 6s income and otreeds of thefanoilpant es wi | |
that the family otherwise comprises a "housekeeping unit,” meaning the individuals share expenses,

household chores, household shopping responsibilities, and other common household activities. An
interdependent relationship/domestic partnership may exist regardless of actual or perceived sexual

orientation, gender identity, or marital status.

An interdependent relationship or domestic partnership is defined as a committed relationship between
two adults, in which the partners:
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I Maintain a common residence, and intend to continue to do so (or would maintain a common
residence but for an assignment abroad or other employment-related, financial, or similar
obstacle);

1 Are at least 18 years of age and mentally competent to consent to contract;

T Share responsibility for a significant measure of

1 Are not the domestic partner of anyone else;

1 Are willing to certify, if required by the agency, that they understand that willful falsification of any
documentation required to establish that an individual is in a domestic partnership may lead to
disciplinary action and the recovery of the cost of benefits received related to such falsification,

425 Dependent
A dependent is a family member who is:
9 Either under 18 years of age;
I A person of any age who is a person with a disability; or

1 A full-time student.

The following persons can never be dependents:

1 The head of household,;
1 Spouse;

1 Co-head;

1 Foster children;

1 Foster adults; and

9 Live-in aides.

4.2.6 Full-time Student
A full-time student (FTS) is a person who is attending school or vocational training on a full-time basis
(carrying a subject load that is considered full-time for day students under the standards and practices of
the educational institution attended).

4.2.7 Elderly Person, Elderly Family and Near Elderly

Non-MTW Policy:
91 Elderly Person: An elderly person is a person who is at least 62 years of age.

1 Elderly Family: An elderly family is one in which the head, spouse, co-head, or sole member is at
least 62 years of age.
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1 Near-Elderly Person: A near-elderly person is a person who is at least 50 but below the age of
62.

1 Near-Elderly Family: A near-elderly family is one in which the head, spouse, co-head or sole
member is at least 50 but below the age of 62.

MTW Policy

1 Elderly Persons: An elderly person is a person who is at least 55 years of age.

1 Elderly Family: An elderly family is one in which the head, spouse, co-head, or sole member is at
least 55 years of age.

1 Near-Elderly Person: A near-elderly person is a person who is at least 50 but below the age of
55.

1 Near-Elderly Family: A near-elderly family is one in which the head, spouse, co-head or sole
member is at least 50 but below the age of 55.

4.2.8 Persons with Disabilities and Disabled Family

1 Persons with Disabilities: Under the HCV program, special accommodations are available to
persons with disabilities and to any family whose head, spouse, or co-head is a person with
disabilities. A person with disabilities is someone who has a mental or physical impairment that
substantially limits one or more major life activities; has a record of such impairment, or is
regarded as having such impairment. The term does not include any individual who is an alcohol
or drug user whose current use of alcohol or drugs prevents the individual from participating in
the HCV program, or whose participation, by reason of the current alcohol or drug abuse, would
constitute a threat to property or the safety of others.

1 Disabled Family: A disabled family is one in which the head, spouse, or co-head is a person with
disabilities.

4.2.9 Multiple Families in the Same Household

When a family that consists of two families living together applies, such as a mother and father, and a
daughter with her own husband or children, if they apply as a family unit, they will be treated as a family

unit.
4.2.10 Foster Children and Foster Adults
1 A foster child is a child who is in the legal guardianship or custody of a State, county, or private
adoption or foster care agency, yet is cared for by foster parents in their own homes, under some
kind of short- or long-term foster care arrangement with the custodial agency.
1 A foster adult is usually a person with disabilities, unrelated to the tenant family, who is unable to
live alone.
1 Foster children and foster adults who are living with an applicant or assisted family are
considered household members, but not family members. Foster children/adults do not qualify
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for a dependent deduction. (See policies on 8-7 Income of Foster Children and Foster Adults
in the chapter on Income.)

1 PHA will not approve the addition of a foster child or foster adult if it will result in the need for a
larger unit, according to PHA occupancy standards or a violation of HQS space standards.

4211 Live-In Aide

Live-in aide means a person who resides with one or more elderly persons or persons with disabilities,
and who:

1 Is determined to be essential to the care and well-being of the persons;
1 Is not obligated for the support of the persons; and
T Would not be living in the unit except to provide the necessary supportive services.

PHA will approve a live-in aide if needed as a reasonable accommodation, to make the program
accessible to and usable by the family member with disabilities.

A live-in aide is a member of the household, not the family, and the income of the aide is not considered
in income calculations. Relatives may be approved as live-in aides if they meet all of the criteria defining a
live-in aide. However, a relative who serves as a live-in aide is not considered a family member and would
not be considered a remaining member of a tenant family.

A famil ydés r eigaide shust bk made ia writing.W\itten verification will be required from a
reliable, knowledgeable professional, such as a doctor, social worker, or case worker, that the live-in aide
is essential for the care and well-being of the elderly or disabled family member. PHA may request
additional documentation from the knowledgeable provider in order to determine the outcome of the
request for a live-in aide.

The family and live-in aide will be required to submit a certification stating that the live-in aide is (1) not
obligated for the support of the person(s) needing the care, and (2) would not be living in the unit except
to provide the necessary supportive services.

If approved as part of a reasonable accommodation, PHA will only allow family members of live-in aides

to reside in the unit if the addition of the live-i n ai deb6s family members does not
situation as determinedby PHA®& s ostandargsaFRorceyample if a live-in aide has a daughter, the

live-i n ai deds daughter may reside in the unit, fherovi ded
or another household member.

PHA will apply the same screening criteria used for determining initial and continued eligibility/suitability
for applicants and tenants when determining approval/disapproval of a particular person as a live-in aide.
These criteria include, but are not limited to, disapproval of admission if the person:

1 Committed fraud, bribery or any other corrupt or criminal act in connection with any federal
housing program;

1 Is subject to a lifetime registration requirement under a State Sex offender registration program;
1 Committed drug-related criminal activity or violent criminal activity; or

1 Currently owes rent or other amounts to PHA or to another PHA in connection with Section 8 or
public housing assistance under the 1937 Act.
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Live-in aides who are unauthorized occupants in the unit will not be considered. PHA will review and
approve a request for a live-in aide but will not allow an unauthorized occupant in the unit to be the live-in
aide.

4212 Veteran

A veteran is a person who served in the active military (Army, Navy, Air Force, Marines or Coast Guard,
Reservists and/or National Guard) and who was discharged or released from such service under
conditions other than dishonorable. PHA may request discharge documentation to verify honorable
discharge.

4.3 Joint Custody of Children

See CHAPTER 6:0CCUPANCY STANDARDS for policy information related to determining family
member status when joint custody arrangements exist.

Dependents that are subject to a joint custody arrangement will be considered a member of the family if
the dependent lives with the applicant or client family 50 percent (at least 183 days/year) or more of the
time. When more than one applicant or assisted family (regardless of program) are claiming the same
dependents as family members, the family with primary custody at the time of the admission or
recertification will be able to claim the dependents. If there is a dispute about which family should claim
them, PHA will make the determination based on available documents which may include but are not
limited to court orders, school records and tax returns.

4.4 Caretaker of a Child

If neither a parent nor a designated guardian of a child residing in an HCV unit remains in a unit that is
receiving assistance, PHA will take the following actions:

1 If a responsible agency has determined that another adult is to be brought into the apartment to
care for a child for an indefinite period, the designated caretaker will not be considered a family
member until a determination of custody or legal guardianship is made.

1 If a caretaker has assumed responsibility for a child without the involvement of a responsible
agency or formal assignment of custody or legal guardianship, the caretaker will be treated as a
visitor for 90 days. After the 90 days has elapsed, the caretaker must provide documentation of a
temporary or permanent custody arrangement. If the caretaker will have permanent custody and
wishes to be considered a family member, the caretaker will be subject to PHA screening
requirement s, unl ess information i s provided that
temporary. In such cases, PHA may in its reasonable discretion e
an eligible visitor.

1 At any time that custody or guardianship has been legally awarded to a caretaker, the voucher
wi || be transferred to the caretaker, as head of hc
suitability requirements. The caretaker must provide legal custody papers to verify legal
guardianship.

91 During any period that a caretaker is considered a visitor, the income of the caretaker is not
counted in annual income and the caretaker does not qualify the family for any deductions from
income.
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4.5 Income Eligibility

Income limits are used for eligibility only at admission. Eligibility is established by comparing a family's
annual i ncome with HUDGO6s publ i-sligildeda familycnoust e ohd atha s . To |
following:

1 An extremely low-income family i A very lowi income family whose income does not exceed the
higher of 30 percent of AMI or the poverty level, adjusted for family size.

1 A very low-income family - a family whose annual income does not exceed 50 percent of the
median income for the area, adjusted for family size.

1 A low-income Family that currently resides in a PHA public housing development, but is being
displaced due to modernization, rehabilitation, RAD conversion or other reasons due to no fault of

the Family;
T A Family residing in Aexpiring useo developments wlt
exceed 80% of Area Medi an I ncomeomeo) il ow

1 A Family residing in a housing development which is eligible for the receipt of Enhanced
Vouchers according to applicable law, may be eligible for the Section 8 program provided that the
household gross income does not exceed 95% of area median income.

1 A low-income family that has been "continuously assisted" under the 1937 Housing Act. A family
is considered to be continuously assisted if the family is already receiving assistance under any
1937 Housing Act program at the time the family is admitted to the HCV program

1 A low-income family that qualifies for voucher assistance as a non-purchasing household living in
HOPE 1 (public housing homeownership), HOPE 2 (multi-family housing homeownership)
developments, or other HUD-assisted multi-family homeownership programs covered by 24
C.F.R. 248.173; or

1 A low-income or moderate-income family that is displaced as a result of the prepayment of a
mortgage or voluntary termination of a mortgage insurance contract on eligible low-income
housing as defined in 24 C.F.R. 248.101.

4.6 Continuously Assisted

PHA will consider a family to be continuously assisted if the family was leasing a unit under any MTW or
1937 Housing Act program at the time they were issued a voucher by PHA or if there is a break in
assistance under any MTW or 1937 Housing Act program for a period of less than 30 days from the date
of the screening appointment with PHA. This policy assumes that the break in assistance is not due to
adverse termination and that the applicant has left the prior program in good standing.

4.7 Citizenship or Eligible Immigration Status

Housing assistance is available only to individuals who are U.S. citizens, U.S. nationals (herein referred
to as citizens and nationals), or non-citizens that have eligible immigration status. At least one family
member must be a citizen, national, or non-citizen with eligible immigration status in order for the family to
qualify for any level of assistance.
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47.1 Declaration of Citizenship

Each family member must declare whether he/she is a citizen, a national, eligible non-citizen, or an
individual who elects not to contend that they have eligible immigration status.

Those who elect not to contend their status are considered to be ineligible non-citizens.
The family must identify in writing any family members who elect not to contend their immigration status.
No declaration is required for live-in aides, foster children, or foster adults.

See 10.16 for policy related to Verification of Citizenship/Eligible Immigration Status.

4.7.2 U.S. Citizens and Nationals

Citizens and nationals are required to submit only a signed declaration as verification of their status.

Family members who declare citizenship or national status will not be required to provide additional
documentation unless PHA recei ves information indicating that an
accurate.

For citizens, the declaration must be signed personally by the head, spouse, co-head, and any other
family member 18 or older, and by a parent or guardian for minors.

4.7.3 Eligible Non-Citizen

In addition to providing a signed declaration, those declaring eligible noncitizen status must provide
documentation to confirm the claimed citizenship status and cooperate with PHA efforts to verify their
immigration status.

The documentation required for establishing eligible noncitizen status varies depending upon factors such
as the date the person entered the U.S., the conditions under which eligible immigration status has been
granted, the per son 6 sichthgfamily beganreceiving HuUDafunéed assistamch.

Lawful residents of the Marshall Islands, the Federated States of Micronesia, and Palau, together known
as the Freely Associated States, or FAS, are eligible for housing assistance under section 141 of the
Compacts of Free Association between the U.S. Government and the Governments of the FAS [Public
Law 106-504].

4.7.4 Ineligible Non-citizens

Ineligible non-citizens are those non-citizens who do not wish to contend their immigration status. PHA

requires that non-citizens sign a certification attesting to their ineligible immigration status. PHA will not

verify a family mesbandsi snebtgibhaisedtto report an i
the U.S. to the United States Citizenship and Immigration Services (USCIS).

Providing housing assistance to non-citizen students is prohibited. This prohibition extends to the non-
citizen spouse of a non-citizen student as well as to minor children who accompany or follow to join the
non-citizen student. Such prohibition does not extend to the citizen spouse of a non-citizen student or to
the children of the citizen spouse and non-citizen student. Such a family is eligible for prorated assistance
as a mixed family.
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475 Mixed Families

A family is eligible for assistance as long as at least one member is a citizen, national, or eligible non-
citizen. Families that include eligible and ineligible individuals are considered mixed families. Assistance
to mixed families shall be prorated. Families will receive notice of determination as a mixed family. The
notice will include the fact that assistance will be prorated and that the family may request a hearing if
they contest this determination.

PHA will not provide assistance to a family before the verification of at least one family member as a
citizen, national or non-citizen with eligible immigration status.

When PHA determines that an applicant family does not include any citizens, nationals, or eligible non-
citizens, following the verification process, the family will be sent a written notice of ineligibility. The notice
will explain the reasons for the denial of assistance, that the family may be eligible for proration of
assistance, and will advise the family of its right to request an appeal to the United States Citizenship and
Immigration Services (USCIS), or to request an informal hearing with PHA. The informal hearing with
PHA may be requested in lieu of the USCIS appeal, or at the conclusion of the USCIS appeal process.
The notice will also inform the applicant family that assistance may not be delayed until the conclusion of
the USCIS appeal process, but that it may be delayed pending the completion of the informal hearing
process.

4.7.6 Timeframe for Determination of Citizenship Status

For new applicants, PHA will ensure that evidence of eligible citizenship status is submitted no later than
the date that PHA completes verification of other aspects of eligibility for assistance.

For new occupants joining the assisted family, PHA will verify citizenship status at the time of the request
to add the household member.

If an individual qualifies for a time extension for the submission of required documents, PHA will grant
such an extension for no more than 30 days.

Each family member is required to submit evidence of eligible status only one time during continuous

occupancy. PHA will verify the status of applicants at the time when other eligibility factors are
determined.

4.8 Social Security Numbers

T The applicant and alll members of the applicantds h
(those who contend eligible immigration status and US Citizens), must provide documentation of
a valid Social Security Number (SSN) as part of the eligibility determination process. See policies
on Time Frame to Submit Documentation of SSN for applicants.

1 Tenants and all tenant household members who are eligible to receive a SSN (those who
contend eligible immigration status and US Citizens), must provide documentation of a valid SSN
(See policies on Time Frame to Submit Documentation of SSN) if the tenant/member has:
o0 Not previously disclosed a SSN;
o0 Previously disclosed a SSN that HUD or the SSA determined was invalid; or

o Beenissued a new SSN.
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1 New household members are required to provide documentation of a valid SSN before approval
for occupancy in an existing PH household. See policies on Time Frame to Submit
Documentation of SSN for policy on time frame to submit SSN documentation for adults and
children under 6.

4.8.1 Required Documentation

See policies on
Verification of SSN and Date of Birth.

4.8.2 Persons NOT Required to Provide Documentation of a Valid SSN

1 Individuals who do not contend eligible immigration status will NOT have a SSN to disclose. If
otherwise eligible to participate in the program, the family should be admitted into the program or
continue receiving assistance if at least one family member is a US Citizen or has eligible
immigration status. PHA will request an alternate HUD ID number for the household members
who do not contend to have eligible immigration status and who are not US citizens/nationals.

1 Individuals who have previously disclosed a valid SSN; and

1 Tenants who are 62 years old or older as of January 31, 2010 and who have not previously
disclosed a SS number, will not be required to provide documentation of a valid SSN. Exemption
applies even upon a move within the program.

4.8.3 Time Frame to Submit Documentation of SSN

1 Applicants will be required to provide a SSN on the pre-application form. Alternate arrangements
will be made for applicants, during the pre-application process, who are not US Citizens or who
do not have eligible immigration status.

1 PHA will request verification of the SS number during screening for eligibility. PHA will defer the
eligibility determination for a period of 60 days from the date of the screening appointment for
families with members who are eligible to receive a SSN but who have not yet provided
verification of their SSN. If after 60 days, required SS number documentation is not provided,
PHA will deny assistance. This policy does not apply to family members under the age of 6 years
who lack the documentation necessary to verify the SSN. See policy below for such family
members.

1 An applicant family may become a program participant, even if the family lacks the documentation
necessary to verify the Social Security Number (SSN) of a family member under the age of 6
years. PHA will allow the family a 90 day period to verify the SSN of the family member under
the age of 6 years. An extension of one additional 90-day period must be granted if PHA
determines that, in its discretion, the applican t faikire to comply was due to circumstances that

could not reasonably have been foreseen and were outside of the control of the applicant.

1 PHA will provide alternate ID numbers for eligible families that include members who are not US
Citizen or do not have eligible immigration status.

1 Participants who contend eligible immigration status and who have not previously disclosed a

valid SSN must do so at their next scheduled or ir

request. PHA may grant an additional 90-day period, if there are unforeseen circumstances

beyond the familyédés control that prevent the famil?:
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there is a reasonable likelihood that the participant will be able to disclose a SSN by the deadline.

1 If a proposed new household member is an adult, PHA will not approve addition of the adult to
the household until SSN documentation has been provided.

1 If the proposed new member is a minor child and has no SSN documentation, PHA will allow the
child to be added to the household; however SSN documentation must be provided within 90
days of the child being added to the household. PHA, at its own discretion, may give an additional
90 days if PHA determines that the participantoés f
could not have reasonably been foreseen and were outside the control of the participant. During
the period that PHA is awaiting documentation; the child shall be included as part of the tenant
household and the child shall be entitled to all the benefits of being a household member. If upon
expiration of the provided time period, including any extensions, the tenant fails to produce a SSN
for the child, the family will be subject to the penalties for failure to disclose a SSN.

484 Penalties for Failure to Disclose SSN

Applicants:
91 Denial of placement on the waiting list.
1 Denial of eligibility
I Termination of assistance (for households who were admitted and failed to provide SSN
documentation for a family member under 6 years of age)

Participants:
1 Termination of assistance and tenancy

4.9 Photo ID

To ensure PHA has the ability to identify all persons 18 years of age or older (not just the head of
household), all adult household members will be required to provide a current, government issued
identification at admission, upon addition to a HCV household or upon turning 18. For example, if a
household member turns 18 between regular recertifications, he or she must provide a government
i ssued photo identification at the househol dds next r e

PHA reserves the right to request an updated photo ID after admission to the program to confirm legal
identity.

As an accommodation for individuals with disabilities and elderly individuals, as well as for individuals with
religious considerations, with prior PHA approval, PHA may accept other forms of identification to
establish identity.

4.10 Required Documents

Applicants must provide birth certificates/proof of age/proof of birth for all household members. The family
must supply any other information that PHA or HUD determines necessary to the administration of the
program.

4.11 Family Consent to Release of Information

HUD requires each adult family member and the head of household, spouse, or co-head, regardless of
age, to sign form HUD-9886, Authorization for the Release of Information/Privacy Act Notice or
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comparable form authorized by HUD. Additionally, family are required to sign other PHA consent forms as
needed to collect i nformation relevant to the familyod!
admission to the program if any member of the applicant family fails to sign and submit the consent forms
which allow PHA to obtain information that PHA has determined necessary in the administration of the
HCV program.

412

Independent Students

This section applies only to students who are seeking assistance on their own, separately from their

parents.

It does not apply to students residing with parents who are seeking or receiving HCV

assistance. In order to eligible for the HCV program a student must meet the defini t i on of
s t u d.®netoomore of the following must apply:

Aindepe

a. Theindividual is 24 years of age or older by December 31 of the award year;

b. The individual is an orphan, in foster care, or a ward of the court at any time when the individual
was 13 years of age or older;

c. The individual is, or was immediately prior to attaining the age of majority, an emancipated minor
or in | egal guardianship as determined by a court
of legal residence;

d. The individual is a veteran of the U.S. Armed Forces or is currently serving active duty for other
than training purposes;

e. The individual is a graduate or professional student;

f.  The individual is married;

g. The individual has legal dependents other than a spouse;

h. The individual has been verified during the school year in which the application is submitted as
either an unaccompanied youth who is a homeless child or youth, or as unaccompanied, at risk of
homelessness, and self-supporting by a local educational agency homeless liaison; the director
or designee of the director of a program funded under the Runaway and Homeless Youth Act, or
of a program funded under Subtitle B of Title IV of the McKinney-Vento Homeless Assistance Act;
or a financial aid administrator;

i. The individual is a student for whom a financial aid administrator makes a documented
determination of independence by reason of other unusual circumstances.

Verification requirements to determine student independence include completing all of the following:

1 Reviewing and verifying previous address information to determine evidence of a separate
household or verifying the student meets the U.S.
independent student.

1 Reviewingastudent 6s pri or year income tax returns to ver.
verifying the student meets the U.iSleperdenpsaudentment of

1 Verifying income provided by a parent by requiring a written certification from the individual
providing the support. Certification is also required if the parent is providing no support to the
student.
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1 Financial assistance that is provided by persons not living in the unit is part of annual income,

except i f the student meets t he irdependenttstodeniin o f

paragraphs b, ¢ or h above. Students who meet the definition of independent student under

Educ a

paragraph b, ¢, or h are considered Avulnerable you

necessary to determine a person is an independent student for purposes of using only the
student ds i ncome f or Sdcdon @assistamce.ng el i gi bil ity
4.13 Household Member Turning 18 Between Eligibility and Lease Up

Income & Deductions
When a family member will turn 18 between the date of eligibility and on or before the effective date of

initial lease-up, PHA will include the family me mber 6s i ncome in the <calcul

example, PHA completes an eligibility determination on November 1st. One of the family members is 17
at the time of screening and eligibility determination; however, the family finds a unit with a lease effective
date of December 15" and this individual turns 18 on November 17th. PHA will then calculate the
income of that family member as if he/she was an adult, since the family member will be 18 by the
effective date of the lease. Deductions will also be applied as if the family member was an adult.  For
example, a family member who is 17 at the time of eligibility determination, but 18 on the lease
effective date, will NOT be given a dependent deduction unless that family member is a full time student
or disabled.

Release Forms

When a household member will turn 18 between the date of eligibility determination, but on or before the
effective date of lease-up, PHA will have a parent/legal guardian sign any consent/release forms on
behalf of that household member in order to authorize PHA to obtain their income verification and count
applicable income.

Criminal Background Check
When a household member will turn 18 between the date of eligibility determination, but on or before the
effective date of lease-up, PHA will have a parent/legal guardian sign the consent for criminal background

check on behalf of t hat household member in order

4.14 Eligibility Interview

Families selected from a waiting list(s) are required to participate in an eligibility interview which includes
the completion of a full application.

If the family is unable to attend a scheduled interview, the family should contact PHA in advance of the
interview to schedule a new appointment. If a family does not attend a scheduled interview, PHA will
schedule a second (2”") interview. If the family does not attend the 2" scheduled interview, the family will
be withdrawn from the waiting list(s). PHA will send a withdrawal notice. Such failure to act on the part of
the applicant prevents PHA from making an eligibility determination; therefore, PHA will not offer an
informal hearing.

All family members aged 18 and older are required to attend the application interview. Verification of
information pertaining to adult members of the family not present at the interview will not begin until
signed release forms are returned to PHA.

PHA must have documentation that substantiates why an applicant has been selected for eligibility
determination. For example, for Special Housing Initiatives, PHA would need a copy of a MOU and
transmittal identifying the applicant family as being eligible for referral by the agency/organization making
the referral. Another example is that PHA would need proof of age for elderly families being screened
for designated housing.
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When applicable, selection criteria will be verified in accordance with the verification policy of this ACOP.
If the basis for selection cannot be verified, the applicant will be returned to the waiting list, without the
claimed selection criteria, retaining the same date and time of application.

The family must provide thein f or mati on necessary to establish

and to determine the appropriate amount of rent the family will pay. The family must also complete
required forms, provide required signatures, and submit required documentation. All members of the
household who are 18 years or older are required to sign the HUD Release of Information form or other

release form acceptable to HUD, PHAG6s release of

Declaration of Citizenship form and any other documents or forms required by PHA. In addition,
applicants will be required to sign verification forms necessary to solicit income, family information, and
utilities information. When a household member will turn 18 between the date of eligibility determination,
but on or before the effective date of lease-up, PHA will have a parent/legal guardian sign any
consent/release forms on behalf of that family member in order to authorize PHA to obtain their income
verification and count applicable income.

Any required documents or information that the family is unable to provide at the time of the interview
must be provided within five (5) business days from the date of the request. If the family is unable to
obtain the information or materials within the required time frame, PHA may provide a reasonable
extension as necessary- Applicants who fail to provide the required information within PHA established
time frames (including any allowed extensions) will be withdrawn from the waiting list(s) based on the
familyds failure to supply information needed
withdrawal notice. Such failure to act on the part of the applicant prevents PHA from making an eligibility
determination; therefore, PHA will not offer an informal hearing.

An advocate, interpreter, or other assistant may assist the family with the application and the interview
process.

Interviews will be conducted in English. For Limited English Proficiency (LEP) applicants, PHA will

t

he

(o]

f ami

nfor

det €

provi de transl ation services in accordance with PHAG6s LE

4.15  Applicant Screening

PHA conducts applicant screening to evaluate the eligibility and suitability of families who apply to the
HCV program. PHA may deny assistance to an applicant based on the screening of applicants for family
behavior or suitability for tenancy.

No applicant to the HCV program who has been a victim of domestic violence, dating violence, stalking or
sexual assault shall be denied admission into the program if they are otherwise qualified.

Debt, criminal background, sex offender and past and current behavior screening policies include basic
screening information, reasons for mandatory and non-mandatory denial and mitigating factors.
Mitigating factors will be considered for certain screening outcomes. Upon consideration of mitigating
factors, PHA may, on a case-by-case basis, decide not to deny assistance. Director/Manager review and
approval is required when admission is based on mitigating factors. = Where mandatory and non-
mandatory denials are discussed in this chapter, the denial is related to admission to the HCV Program.

Families are provided an opportunity to explain circumstances and/or provide additional information when
appropriate. PHA provides applicants an explanation of the basis for any decision made by PHA

pertaining to the appliltyant 6s eligibility and or

If a tenant is terminated and re-applies, the applicant (former tenant) will be subject to all PHA required
screening elements to determine eligibility and suitability for the program.

4.16 PHA Public Housing Tenant Responsibility Screening Requirement
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In addition to meeting other eligibility requirements, applicants who currently participate in Public Housing
must provide documentation of their move-out notice prior to leasing an HCV and be in compliance with
the Public Housing lease in order to be eligible for admission to the HCV program.

4.17 EIV Existing and Former Tenant Search

PHA will conduct EIV screening for new applicants. An EIV Existing Tenant Search will be conducted on
minor and adult members of an applicant household and when adding an adult or minor to an existing
household.

PHA will discuss with the applicant if the EIV Existing Tenant Search identifies that the applicant or a

member of the applicant és houslgsubsidided hossing lecationdgiving at an-c
the applicant the opportunity to explain any circumstances relative to his/her being assisted at another

location.

PHA will follow up with the respective public housing agencyor owner to confimgmamthe i nd
participation status before admission, if necessary, depending on the outcome of the discussion with the
applicant.

PHA will retain the search results with the application along with any documentation obtained as a result
of contact with the applicant and the PHA and/or owner at the other location.

An EIV Former Tenant Search will be conducted on adult members of an applicant household and when

adding an adult to an existing household. PHA will follow its policies on denial and termination of
assistance when reviewing and acting on results of the EIV Former Tenant Search.

418  Debt Screening

PHA will conduct debt screening on all members 18 years old or older, including EIV and PHA debt
screening.

Debt screening for prior debts owed to PHA will take place at the time of pre-application.

EIV debt screening for prior debts incurred during previous participation in a federally assisted housing
program will be conducted at the time of eligibility screening.

For purposes of this section, fi cur r dasttd year@r auchsothermount s
period for which the statute of limitations has not tolled in Philadelphia or other applicable jurisdiction. For

exampl e, i f articipatignpnlan asssted pvogranpwas ended in 2007 due to debts owed, and

the applicant never repaid such amounts and applies fo
is owed. I f the applicantds par t 085 fopthetsanemeasomthaan assi s
debt could not be considered ficurrentodo unless applicabl
PHA wil I consider debt that is not Acurr eaymentafdas def i |

may deny admission to a household if there is other evidence of a history of non-payment and/or other
eligibility factors, when taken as whole, that render a household ineligible for admission.

PHA will not conduct debt screening on VASH households.

4,18.1 Mandatory Denial
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PHA will deny assistance to a family:

1 If the family has current debt to PHA for amounts paid to an owner under a HAP contract for rent,
amounts owed under the lease, damages to the unit or other amounts owed by the family to PHA
and the amount is not fully repaid within 90 calendar days from the date the pre-application was
submitted. The applicant will be denied and the family will not be entered on the waiting list;

1 If the family has current debt to another PHA or judgment against them in connection with Section
8 or public housing assistance under the 1937 Act for amounts paid to an owner under a HAP
contract for rent, damages to the unit or other amounts owed by the family under the lease and
the amount is not fully repaid within 90 calendar days from the date of the screening appointment;

1 If the family has breached a repayment agreement with PHA or another PHA in connection with
Section 8 or public housing assistance under the 1937 Act, and the amount is not fully repaid
within 90 calendar days from the date of the screening appointment.

Mitigating Factors

Manager/Director review and approval is required when admission is based on mitigating factors. PHA
may consider the following factors when considering denial of assistance related to debt screening:

1 The seriousness of the case, especially with respect to how it would affect other residents.

1 The effects that denial of assistance may have on other members of the family who were not
involved in the action or failure.

1 Circumstances which led to the creation of the debt, i.e. death of a household member, economy-
related layoff.

9 Current financial circumstances.

I The extent of participation or culpability of individual family members, including whether the
culpable family member is a minor or a person with disabilities, or a victim of domestic violence,
dating violence, or stalking.

T The |l ength of time since the debt was incurred, th
favorable conduct in the future.

T Evidence of the familyds part iate inpaialiservice or otheo r wi ||
appropriate counseling service programs.

1 Removal of the culpable family member from the application. In such instances, the head of
household must certify that the family member will not be permitted to visit or to stay as a guest in
the assisted unit.

419  Criminal Background Screening

It is PHAO6s policy t o c onatdiother crenmal ecévityiiman efforoto preventu g a b u s «
future drug-related and other criminal activity, as well as other patterns of behavior that pose a threat to
the health, safety or right to peaceful enjoyment of the premises by other residents, and as required by
HUD. In conducting screening, PHA will comply with all applicable civil rights requirements contained in
the Fair Housing Act, Title VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act and
Titles 1l and Il of the Americans with Disabilities Act of 1990 and other equal opportunity provisions listed
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in 24 CFR 5.105. Such screening will apply to any member of the household who is 18 years of age or
older, including live-in aides.

PHA will ensure that adverse housing decisions based upon criminal activity are supported by sufficient
evidence that the individual engaged in such activity. PHA uses convictions, not arrest records, to
determine that an individual has engaged in criminal activity. PHA may deny admission based upon the
conduct underlying an arrest if the conduct indicates that the individual is not suitable for tenancy and
PHA has sufficient evidence other than the fact of arrest that the individual engaged in the conduct. The
conduct, not the arrest, will be the relevant factor for admissions and tenancy determination. Reliable
evidence of a conviction may be the basis for determining that disqualifying conduct occurred.

PHA may use other evidence such as police reports detailing the circumstances of the arrest, witness
statements and other relevant documentation to assist in making a determination that disqualifying
conduct occurred.

PHA will conduct criminal background checks at admission, when an adult is proposed to be added to the
household, when an adult ports in to PHA, and when an existing minor household member turns 18.
Additionally, PHA reserves the right to conduct criminal background checks at other times to ensure that

clients are not engaging in or have engaged in certain criminal activities.

When an existing household member turns 18 during the recertification period, PHA will conduct a
criminal background check at the next regular recertification after the household member turns 18.

The criminal background check may be made through state and/or local law enforcement agencies, as

we |l | as t he FBI 6s Nati onal Cr i melinel sarfice.r im&dasesavhere@e nt er 0]

family has lived outside PHAO6s jurisdiction for

enforcement agencies for a criminal history background check.

Families are provided an opportunity to dispute the accuracy and relevance of a criminal record before
admission or assistance is denied on the basis of such record. PHA provides applicants an explanation
of the basis for any decision made b ppk&hss arp grovitea
with an opportunity to request an informal hearing or review after an application of housing assistance is
denied.

If PHA proposes to deny assistance based on criminal record information, PHA will notify the household
of the proposed action and will make the record available upon request to the applicant. The applicant
will have an opportunity to dispute the accuracy and relevance of the information through the informal
review process.

If the criminal record check (CRC) identifies a pending criminal investigation, PHA will suspend the
eligibility determination until the criminal investigation is completed. PHA will notify the applicant
concerning their suspended eligibility status and request that the applicant notify PHA when the
investigation is complete, at which time PHA will apply its eligibility and screening policies in making a
final eligibility determination.

Criminal record checks will be considered current for a period of one year. If lease up (for new
applicants) is not effective within one year from the date the CRC was run, a new CRC will be required.

APPENDIX C:TABLE OF SELECTED SCREENING ELEMENTS includes a chart which summarizes the
mandatory and non-mandatory denials and related, applicable mitigating factors. APPENDIX D:CHART
OF OFFENSES 1T DENIAL OF ADMISSION includes a chart detailing specific drug and criminal offenses
and PHAG6s time frame for denial based on tlhmaking
determinations related to eligibility for admission to the program, PHA will use the criminal background
screening policies in concert with the Chart of Offenses in Appendix D.
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4.19.1 Mandatory Denial
PHA will deny assistance related to criminal background screening as a result of one of the following.

1 Any household member has been convicted of drug-related criminal activity for the production or
manufacture of methamphetamine on the premises of federally assisted housing. Drug-related
criminal activity is defined as the illegal manufacture, sale, distribution, or use of a drug, or the
possession of a drug with intent to manufacture, sell, distribute or use the drug.

1 Any household member has been convicted of a homicide-related offense, i.e. the killing of one
human being by another. This includes murder, manslaughter (voluntary or involuntary), and
conspiracy to commit murder. Mandatory denial is required if the homicide related conviction is
within the time frames, as described in Appendix D.

Mitigating Factors

Manager/Director review and approval is required when admission is based on mitigating factors. PHA
may consider the following when considering denial of assistance related to criminal background
screening:

1 Removal of the culpable family member from the application. In such instances, the head of
household must certify that the family member will not be permitted to visit or to stay as a guest in
the assisted unit.

4.19.2 Non-Mandatory Denial

Prior to making a final determination on denial of assistance related to criminal background screening,
PHA may consider the mitigating factors.

Mitigating Factors

Manager/Director review and approval is required when admission is based on mitigating factors. PHA
may consider the following factors when considering non-mandatory denial of assistance related to
criminal background screening:

9 If the applicant is an active tenant in or graduate of the Eastern District Federal Court Supervision
to Aid Reentry (STAR) program or the Ma y o Offics of Re-Integration Services for Ex-Offenders
(RISE) Philadelphia Reentry Employment Program (PREP). RISE is the lead agency in the City
for the management of reintegration services for the formerly incarcerated to transition them back
into society. The STAR Program works in conjunction with Federal Probation and Parole, to offer
returning citizens an opportunity to reduce their parole period by one year through participation in
the program.

1 If the applicant is an active tenant or graduate in good standing in a PHA approved city, state or
federal re-entry program for ex-offenders and is meeting or has met and continues to meet the
good standing requirements set forth in the re-entry program.

1 The seriousness of the case, especially with respect to how it would affect other residents.

1 The effects that denial of assistance may have on other members of the family who were not
involved in the action or failure.
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1 The extent of participation or culpability of individual family members, including whether the
culpable family member is a minor or a person with disabilities, or a victim of domestic violence,
dating violence, or stalking.

T The |l ength of time since the violation occurred,

favorable conduct in the future.
1 The level of violence, if any, of the offense for which the applicant was convicted.

T Evidence of t h e of iaworiwilipnghess tp partitipate in pacial iservice or other
appropriate counseling or rehabilitation service programs.

1 Evidence of work history or history of community volunteer work.

1 Satisfactory completion of probation.

1 Removal of the culpable family member from the application. In such instances, the head of
household must certify that the family member will not be permitted to visit or to stay as a guest in
the assisted unit.

420  Sex Offender Screening

PHA will perform criminal background checks necessary to determine whether any household member is
subject to a lifetime registration requirement under a state sex offender program in Pennsylvania, as well
as in any other state where a household member is known to have resided.

4.20.1 Mandatory Denial

PHA will deny admission to a family if:

1 A member of the household is subject to a lifetime registration requirement under a State Sex
Offender Registration Program.

Mitigating Factors

Manager/Director review and approval is required when admission is based on mitigating factors. PHA
may consider the following when considering mandatory denial of assistance related to criminal
background sex offender screening:

1 Removal of the culpable family member from the application. In such instances, the head of
household must certify that the family member will not be permitted to visit or to stay as a guest in
the assisted unit.

4.21 Screening Based on Past or Current Behavior

Arrest records alone will not be used to make a determination of unsuitability. In addition to the criminal
background check. PHA may also use the following as evidence of patterns of current and past
unsuitable behavior:

1 Police reports detailing the circumstances of the arrest;

M Witness statements;
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1 Criminal background checks for drug-related or violent criminal activity of household members
within the past three years;

1 Any record of evictions for suspected drug-related or violent criminal activity of household
members within the past three years; and/or

1 Other relevant documentation to assist PHA in making a determination that disqualifying conduct
occurred.

4.21.1 Mandatory Denial
PHA will deny assistance to a family when:

1 Any member of the household has been evicted from federally-assisted housing in the last 3
years for drug-related criminal activity.

1 Any household member is currently engaged in the use of illegal drugs or PHA has reasonable
cause to believe that any household member's current use or pattern of use of illegal drugs, or
current abuse or pattern of abuse of alcohol, may threaten the health, safety, or right to peaceful
enjoyment of the premises by other residents. Currently engaged in, current use of or current
abuse is defined as within the previous six months from the date of screening. PHA may obtain
information from drug abuse or other treatment entities to determine whether a household
member is currently engaging in illegal drug activity or criminal behavior.

Mitigating Factors

Manager/Director review and approval is required when admission is based on mitigating factors. PHA
may consider the following when considering denial of assistance related to screening for past or current
behavior:

1 The seriousness of the case, especially with respect to how it would affect other residents.

1 The effects that denial of assistance may have on other members of the family who were not
involved in the action or failure.

1 The extent of participation or culpability of individual family members, including whether the
culpable family member is a minor or a person with disabilities, or a victim of domestic violence,
dating violence, or stalking.

T The |l ength of time since the violation occurred, t
favorable conduct in the future.

1 Evidence of the familyés participation in or willingn
appropriate counseling service programs.

1 Evidence of work history or history of community volunteer work

1 In the case of drug or alcohol abuse, whether the culpable household member is participating in
or has successfully completed a supervised drug or alcohol rehabilitation program or has
otherwise been rehabilitated successfully. PHA will require the applicant to submit evidence of
the househol d mpanidpationdirsor suacessfubaorhpletion of a supervised drug or
alcohol rehabilitation program, or evidence of the household member having been rehabilitated
successfully.
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1 The circumstances that led to eviction no longer exist, i.e. the criminal household member has
died or is imprisoned.

1 Removal of the culpable family member from the application. In such instances, the head of
household must certify that the family member will not be permitted to visit or to stay as a guest in
the assisted unit.

4.21.2 Non-Mandatory Denial
PHA may deny assistance if:
1 A PHA has ever terminated assistance under the program for any member of the family.

1 Any family member has been evicted from federally-assisted housing in the last three (3) years
for reasons outside of drug related criminal activity.

1 Any member of the family has committed fraud or bribery or other corrupt or criminal act in
connection with any federal housing program.

1 A family member has engaged in or threatened violent or abusive behavior toward PHA
personnel, an owner, contractor, subcontractor or agent of PHA. Abusive or violent behavior
includes verbal as well as physical abuse or violence. Use of racial epithets, or other language,
written or oral, that is customarily used to intimidate may be considered abusive or violent
behavior. Threatening refers to oral or written threats or physical gestures that communicate
intent to abuse or commit violence.

1 A family member has engaged in or threatened the health, safety, or right to peaceful enjoyment

of the premises by other residents or persons residing in the immediate vicinity. Immediate
vicinity means within a three-block radius of the premises.

Mitigating Factors

Manager/Director review and approval is required when admission is based on mitigating factors. PHA
may consider the following factors when considering non-mandatory denial of assistance related to
screening on past and current behavior:

I The seriousness of the case, especially with respect to how it would affect other residents.

1 The effects that denial of assistance may have on other members of the family who were not
involved in the action or failure.

1 The extent of participation or culpability of individual family members, including whether the
culpable family member is a minor or a person with disabilities, or a victim of domestic violence,
dating violence, or stalking.

T The Il ength of time since the violation occurred,
favorable conduct in the future.

91 Evidence of work history or history of community volunteer work.

1T Evidence of the familyés participation in or Wi
appropriate counseling service programs.
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1 The circumstances that led to eviction no longer exist, i.e. the criminal household member has
died or is imprisoned.

1 In the case of drug or alcohol abuse, whether the culpable household member is participating in
or has successfully completed a supervised drug or alcohol rehabilitation program or has
otherwise been rehabilitated successfully. PHA will require the applicant to submit evidence of
the household memberés current participation in or
alcohol rehabilitation program, or evidence of the household member having been rehabilitated
successfully

1 Removal of the culpable family member from the application. In such instances, the head of
household must certify that the family member will not be permitted to visit or to stay as a guest in
the assisted unit.

4.21.3 Reasonable Accommodation

If the family indicates that the behavior of a family member with a disability is the reason for the proposed
denial of admission, PHA may determine whether the behavior is related to the disability. If so, upon the
familyds request, FRetHek altermative medsurese aremdpprapriatey hs a reasonable
accommodation. PHA will only consider accommodations that can reasonably be expected to address the
behavior that is the basis of the proposed denial of assistance. See discussion of PHA consideration of
reasonable accommodations as outlined in this Plan.

4.22 Final Eligibility Determination

Based on verified information, PHA will make a final determination of eligibility and will confirm that the
family qualified for any special admission, targeted admission, or selection preference, where applicable,
that affected the order in which the family was selected from the waiting list.

If PHA determines that the family is ineligible, PHA will send written notification of the ineligibility
determination. The notice will specify the reasons for ineligibility, and will inform the family of their right to
request an informal review.

If a family fails to qualify for any criteria that affected the order in which it was selected from the waiting
list (i.e., targeted funding, extremely low-income), the family will be returned to its original position on the
waiting list. PHA will notify the family in writing that it has been returned to the waiting list, and will specify
the reasons for returning the family to the waiting list.

I f PHA determines that the family is eligible to recei
Ready Pool according to date and time of application.
4.23 Notice of Eligibility or Denial

If PHA determines that a family is not eligible for the program for any reason, the family will be notified
promptly. The notice will describe:

1 The reasons for which assistance has been denied;
1 A statement that if the applicant is an individual with disabilities, they may request a Reasonable

Accommodation as the disability may relate to participation in the informal review process or
af fect PHAOGs decision to deny admission;
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Notification of applicant protections against denial, confidentiality requirements and request for
documentation as provided by VAWA. Detailed policy concerning VAWA and denial of admission
is included in the Fair Housing and Equal Opportunity chapter;

The familyds right to an informal review,; and

The process for obtaining the informal review.

If based on a criminal record or lifetime registration information, an applicant family appears to be
ineligible, PHA will notify the family in writing of the proposed denial and provide access to the record to
the head of household (applicant) and to the subject of the record. The family will be given ten (10)
business days to dispute the accuracy and relevance of the information. If the family does not contact
PHA to dispute the information within ten (10) business days, PHA will proceed with the denial of
admission. A family that does not exercise their right to dispute the accuracy of the information prior to
issuance of the official denial letter will still be given the opportunity to do so as part of the informal review
process. A Reasonable Accommodation will be considered in the acceptance of disputes, notices,
scheduling and conducting hearings, and any decisions made by PHA.

Applicants who are denied admission are prohibited from applying and/or receiving housing assistance
for one year from the date of the denial.

Administrative Plan: ELIGIBILITY 4-23
Board Approved:



CHAPTER 5: APPLICATION, WAIT LIST AND TENANT SELECTION

51 Overview

PHA shall administer all waiting lists in accordance with applicable Fair Housing laws and PHA policies.

PHA maintains waiting list to determine priority of placement into the HCV program. An appl i cant 8s
placement on the waiting list is generally determined by the date and time of application. PHA maintains

a single waiting list for the tenant-based HCV program. Owners of Unit Based program developments

maintain their own Site Based Waiting Lists. See policies in CHAPTER 23:UNIT BASED PROGRAM.

The application process includes two phases: the pre-application or initial application which involves
placement on the waiting list and the second phase, which is referred to as full application and which
includes verification of information and a determination of eligibility. When vouchers become available,
PHA will select families from a waiting list(s) in accordance with PHA policies.

5.2 Applying for Assistance

When pre-applications are being accepted, families interested in applying for assistance must complete a
pre-application form. Pre-applications will be made available, upon request, in an accessible format for
persons with disabilities. All pre-applications will be date and time-stamped.

PHA will notify families of the method for submitting pre-application and how the waiting list will be
ordered. Pre-applications must be complete in order to be accepted by PHA for processing. If a pre-
application is incomplete, PHA will notify the family of the additional information required. When a pre-
application is submitted on-line, the software will not accept the pre-application if it is incomplete and will
identify the information that the applicant must provide to complete the pre-application.

5.3 Accessibility of the Application Process

PHA will take steps to ensure that the application process is accessible to those people who might have
difficulty complying with the standard PHA application process. This could include people with disabilities,
certain elderly individuals, as well as persons with limited English proficiency (LEP). PHA will make
reasonable accommodations to meet the needs of individuals with disabilities.

5.4 Placement on the Waiting List

Applicants who have submitted complete pre-applications will be placed on the waiting list. If a completed
pre-application is not submitted within a specified timeframe, the pre-application will not be entered into
the waiting list(s).

No applicant has a right or entitlement to be listed on the waiting list, or to any particular position on the
waiting list. Placement on the waiting list does not indicate that the family is, in fact, eligible for
assistance.

When the wait list is continuously open, applicants will be placed on the waiting list according to the date
and time their completed pre-application is received by PHA. When the waiting list is open for a finite
period of time, PHA will notify applicants of the method for submitting applications and ordering
applications on the wait list.
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5.5

PHAGS

Organization of the Waiting List

The waiting list will contain the following information:

1 Date and time of pre-application;

1 Applicant name;

1 Qualification for any local preference (when preferences are adopted);

1 Racial or ethnic designation of the head of household;

1 Gross Household Income;

1 Social Security Number (where applicable);

1 Sex of each family member;

1 Primary language spoken in the household,;

I Special Admissions and targeted populations, if applicable;

1 Contact information for the household; and

1 Date of birth for each household member.
PHA will maintain a single waiting list for the tenant-b a s e d
receive, or refuse other housing assi séHHQYoatinglistl |
5.6 Opening the Waiting List

If the number of applicants on a waiting list drops below anticipated need (i.e., income level in order to
meet income targeting requirements, etc.), PHA may reopen the waiting list and begin taking new

applications.

PHA will announce the reopening of a waiting list in advance of the date applications will first be
accepted. If the list is only being re-opened for certain categories of families, this information will be
contained in the notice. The notice will specify where, when, and how pre- applications are to be
received as well as the method PHA will use to determine applicant ranking on the waiting list.

PHA will give public notice by publishing the relevant information in suitable media outlets when opening
and closing the waiting list. All signs and advertisements will comply with PHA Affirmative Marketing

policy found in this Administrative Plan.

5.7

A PHA will close the waiting list if it has an adequate pool of families to use its available HCV assistance.
Where PHA has patrticular preferences or funding criteria that require a specific category of family, PHA
may elect to continue to accept applications from these applicants while closing the waiting list to others.

Closing the Waiting List

VWAIGng list is organized in such a manner to allow PHA to accurately identify and select
families for assistance in the proper order, according to the admissions policies described in this plan.

HCV progr am.
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5.8 Family Outreach

PHA will conduct outreach as necessary to ensure that PHA has a sufficient number of applicants on the
waiting list to use the HCV resources it has been allotted.

PHA outreach efforts will comply with fair housing requirements, including:

1 Analyzing the housing market area and the populations currently being served to identify
underserved populations;

1 Ensuring that outreach efforts are targeted to media outlets that reach eligible populations that
are underrepresented in the program; and

1 Avoiding outreach efforts that prefer or exclude people who are members of a protected class.

PHA outreach efforts are designed to inform qualified families about the availability of assistance under
the program. These efforts may include, as needed, any of the following activities:

1 Submitting press releases to local newspapers, including minority newspapers;
1 Developing informational materials and fliers to distribute to other agencies;

1 Providing application forms to other public and private agencies that serve the low income
population; and

9 Developing partnerships with other organizations that serve similar populations, including
agencies that provide services for persons with disabilities.

PHA will monitor the characteristics of the population being served and the characteristics of the
population as a whole within PHA & s | ur i getkd autreacb efforts ihay e undertaken if a review
of the waiting list suggests that certain populations are being underserved.

59 Reporting Changes in Family Circumstances

While the family is on a waiting list(s), the family must inform PHA of changes in income, family
composition, and/or contact information, including current residence, mailing address, and phone
number. Changes to family income, composition, contact information and/or other application
information may be made on-line, in person at PHA or via US mail. Failure to report these changes
may affect a f ami | yés pl acemenitst (osn) t ahned wecaoiutlidng r els ul
name from the waiting list.

T Changes in a familyds circumstances wh pokiton ann
the waiting list. When a family reports a change that affects their placement on a waiting list, the
waiting list will be updated accordingly.

T 1 f PHA is wunable to reach a family based o
application for housing assistance will be withdrawn from the waiting list(s).

5.10 Changein the Head of Household While on the Waiting List
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If the original head of household changes (i.e. the HOH leaves the family or there is a switch in HOH)
while the family is on the waiting list, the family must complete an update to the pre-application and
identify the new head of household. PHA will allow the family to keep their initial date and time of
application if the new head of household is the spouse or co-head identified in the initial pre-application.
If the new head of household is anyone other than the spouse or co-head listed on the initial pre-
application, the family must submit a new pre-application - if the waiting list is open, and they will be given
a new date and time of application. PHA may make exceptions to this policy and will evaluate exceptions
on a case by case basis.

The head of household and/or co-head may not be removed from the application withoute ach ot her 6 s

mutual consent. Both the head of household and co-head may add or remove household members from
the application. If there is no agreement between the head of household and co-head regarding removal
of one of their names from the application, PHA will determine who retains the pre-application based on
policies in 5.11 Family Break-Up or Split Households While on the Waiting List.

5.11 Family Break-Up or Split Households While on the Waiting List

When a family on the waiting list breaks up into two otherwise eligible families, only one of the new
families may retain the original application date. Other former family members may make a new
application with a new application date, if the waiting list is open.

In the absence of a judicial decision, or an agreement among the original family members, the original
head of household will retain the application date. Exceptions to the policy will be made on a case-by-
case basis and may include consideration of the following factors:

1 The interest of any minor children, including custody arrangements,

1 The interest of any ill, elderly, or disabled family members,

1 The interest of a family member who is the victim of domestic violence, dating violence, sexual
assault, or stalking, including a family member who was forced to leave an assisted unit as a
result of such actual or threatened abuse;

1 Any possible risks to family members as a result of criminal activity; and

1 The recommendations of social service professionals.

5.12 Updating the Waiting List

In order to have an adequate number of families on the waiting list(s), it is necessary to have current and
updated waiting list(s). PHA will review the waiting list(s) on a regular basis to determine if an update and
purge are necessary. If an update is needed, PHA will notify the families, at the time of the update, of the
met hod and time frames to be used to update the
the time frame and format required by PHA.

Eligible applicants who respond timely and completely will be maintained on the waiting list(s). Applicants
who do not respond timely and completely to any update request will be withdrawn (or purged) from the
waiting list(s) without further notice

If a notice is returned by the post office, with no forwarding address, the applicant will be withdrawn from
the waiting list. PHA will send a notice of withdrawal.
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If the notice is returned by the post office with a forwarding address, the notice will be re-sent to the
address indicated.

5.13 Removal from the Waiting List

If an applicant fails to respond, in the manner and time frame requested an attempt by PHA, the
applicant may be withdrawn from the waiting list(s). When a family is withdrawn from the waiting list for
failure to respond, no informal hearing will be offered. Such failures to act on the part of the applicant
prevent PHA from making an eligibility determination; therefore no informal hearing is required.

PHA will withdraw applicants from the waiting list upon documented request from the applicant.
Applicants may request removal/withdrawal from the waiting list on-line or in writing

If a family is removed from the waiting list(s) because PHA has determined the family is not eligible for

admi ssi on, a notice wild.l be sent to the familyds addre
provided on the pre-application or subsequent updates. The notice will state the reasons the family was

removed from the waiting list(s) and will inform the family how to request an informal hearing regarding

PHAG6s decision. Applicants who disagree with an acti
hearing if requested in a timely manner.

Applicants removed/withdrawn from the waiting list(s) may reapply in one (1) year from the removal date.

Reasonable accommodations may be provided if the reason for removing an applicant is related to a
disability.

Once a family is leased under the HCV Program, if the family had previously applied to Public Housing

(PH), and/or Tax Credit Site waiting lists, the family may remain on the PH and/or Tax Credit Site waiting
lists.

5.14 Reinstatement to the Waiting List

I f a family is withdrawn from a waiti ngontaégtthafgnsly) f or f a
by mail, PHA Management may reinstate the family at its former position if it is determined that the lack
of response was due to PHA error, or to circumstances

for reinstatement at their former position, the applicant must contact PHA within one (1) year of being
withdrawn from the applicable list.

If a family does not respond to an update because of a
of the disability, o f t h e f aestjnayréisstate thegapplicant family to their former position on the
waiting list as a Reasonable Accommodation.

5.15 Order of Selection from the Waiting List

It is PHAG6s policy to ensure that all f amédivenequalwho exp
opportunity to apply, and are treated in a fair and consistent manner. Families will be selected from the

waiting list based on the targeted funding, special housing initiatives, special preferences for which they

qualify, income targeting requirements, and date and time of application.

Generally, when an applicant ds naweadingilig (Wa)t in actomlande ovth PBIA t h e
policies, they will be selected from the WL. Once selected, the applicant will be screened and an

eligibility determination made. The applicant in the Ready Pool with the earliest date and time of
application and who meets any applicable preferences will be offered the next available voucher.
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5.16 Targeted Funding

When HUD awards special funding for certain family types, families who qualify are placed on the waiting
list. When a specific type of funding becomes available, the waiting list is searched for the first available
family meeting the targeted funding criteria.

5.17 Income Targeting

MTW Policy
For the HCV program vouchers, the Agency shall:

1 Ensure that at least 75 percent of the families assisted are very low-income families, as
defined in section 3(b)(2) of the 1937 Act,

1 Assist substantially the same total number of eligible low-income families under MTW, as
would have been served absent the demonstration, and

1 Maintain a comparable mix of families by family size, as would have been served or assisted
had the amounts not been used under MTW.

During the PHA fiscal year, not less than 75 percent of the families admitted to PHA's Tenant-
Based Voucher program from the PHA waiting list shall be extremely low income families.

5.18  Special Housing Initiatives (SHI)

PHA may develop special housing initiatives that receive limited local preference through PHA Board
approval. These special initiatives are targeted for specifically named households and may be based on
PHA and community priorities or HUD targeted funding. In addition, SHIs may include a defined number
of HCVs that will be allocated to households meeting specific described criteria. Examples of special
housing initiatives include Blueprint to End Homelessness, The Second Chance Program, Nursing Home
Transition Initiative and the Development Program Relocation Special Housing Initiative. See Admin
Plan chapter on Special Programs and Allocations for more detail.

Generally, applicants for SHIs are referred to PHA. When referred to PHA, these families may have
already been determined eligible based on the referring organizations criteria. However, these families
must meet PHA income and other eligibility requirements in order to be housed. In establishing special
housing initiatives, PHA will determine the priority given to special housing initiative applicants, including if
appropriate, the ratio of admissions of standard applicants to special initiatives applicants.

5.19 Notification of Selection

PHA will notify the family by first class mail when it is selected from the waiting list. The notice will inform
the family of:

1 The date, time, and location of the scheduled application interview, including any procedures for
rescheduling the interview;

1 Who is required to attend the eligibility interview; and

1 Documents that must be provided at the interview.
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CHAPTER 6: OCCUPANCY STANDARDS

Occupancy standards are established by PHA to ensure that vouchers are issued to families for the
appropriate size. Occupancy standards describe the methodology and factors PHA uses to determine the
voucher size for which a family qualifies, and includes the identification of the minimum and maximum
number of household members for each unit size. This section also identifies circumstances under which
an exception to the occupancy standards may be approved as well as other circumstances which dictate
the voucher size for which a family qualifies.

Applicants who pass screening and are qualified for housing will be issued vouchers based on the
Occupancy Guidelines established in this section. Units will be occupied by families of the appropriate
size; however, the unit must meet the applicable HQS space requirements.

6.1 Minimum and Maximum Persons in a Unit

This table below provides general occupancy standard guidelines. This table must be used in
conjunction with the narrative policies in section 6.2 Determining Family Voucher Size. For example
a 4 person family consisting of a head of household, her 5 year old daughter, her six year old son and 3
year old son would not necessarily be provided with a 4 BR voucher or a 2 BR voucher as referenced in
the table below. When you factor in the policies on Determining Family voucher Size, this household
would be eligible for a 3 BR voucher i one for the head of household, one for the daughter and one for
the two sons.

Number of Bedrooms Min. Persons/Unit Max. Persons/Unit
0 BR 1 1
1BR 1 2
2BR 2 4
3BR 3 6
4 BR 4 8
5BR 5 10
6 BR 6 12
PHA wi l | f onhakimum HEIX péce standards in determining exceptions to the maximum

allowable persons in a unit.
6.2 Determining Family Voucher Size

For each family, PHA determines the appropriate voucher size under the PHA Occupancy standards and
enters the family unit size on the voucher that is issued to the family.

PHA will apply occupancy standards consistent with the stated gender provided by the tenant. PHA may
make exceptions to this occupancy standard policy where cases of gender identity and other household
members are concerned. Exceptions will be made on a case by case basis.

The following principles govern the voucher size for which a family may qualify.

1 Two (2) persons per bedroom will be the standard for the unit a family may be offered;

1 Two children of the opposite sex will not be required to share a bedroom; however, they may
share a bedroom at the familyds request,;
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1 Two children of the same sex share a bedroom regardless of age;

1 An adult and a child of the same sex who are not more than 10 years apart in age will be required
to share a bedroom. For example a 25 year old female adult would have to share a bedroom with
a 16 year old female child.

1 Two adults of the same sex, other than same sex couples in an inter-dependent relationship or
domestic partnership, who are more than 10 years apart are not required to share a bedroom;
however,t hey may share a bedrotpm at the familyds reque:

1 A husband and wife will be allocated one bedroom;

1 A same or opposite sex couple that has an interdependent relationship or domestic partnership
will be allocated one bedroom;

1 An SRO will only be assigned to a one person household;

1 A family that consists of a pregnant woman (with no other persons) will be treated as a two-
person family, however the family will be provided with a 1 BR voucher.

1 PHA will count a child who is temporarily away from the home because the child has been placed
in foster care, kinship care or in the custody of the Dept. of Human Services as long as the family
can document that the child will be living with the family.

1 Alive-in attendant may be assigned his/her own bedroom. Single elderly or disabled clients with
live-in attendants will be assigned two bedroom units.

1 PHA will allow family members of live-in aides to reside in the unit provided the addition of such
family members does not produce an under-housed situation as determined by PHA occupancy

standards. For example ifalive-i n ai de has a daughter, the Iive in
the unit, provided the daughter shares the bedroom with her mother or another household
member.

1 Children specified in joint custody agreements will be considered family members if the
agreement specifies that they live with the parent for 50% or more of the time (at least 183 days a
year) PHA will require verification of the custody agreement which may include school records
and or court orders. When more than one applicant or client family is claiming the same
dependents as family members, the family with primary custody at the time of the initial
examination or reexamination will be able to claim the dependents. If there is a dispute about
which family should claim them, the PHA will make the determination based on available
documents such as court orders, or an IRS return showing which family has claimed the child for
income tax purposes

1 Space may be provided for a family member who is away at school but who lives with the family
during school recesses. See policy in 6.8 Absent Students.

1 Unless a live-in aide resides with the family, the family voucher size for any family consisting of a
single person must be a one bedroom voucher.

1 At the discretion of PHA, a household member may be assigned a separate bedroom if required
for documented medical reasons.

Examples of family composition and occupancy guidelines are included on the table below.
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Examples Using Occupancy Standard Guidelines 1BR | 2BR | 3BR | 4BR | 5BR

Single person X

Husband and wife or same sex couple in an interdependent relationship
or domestic partnership X

Male HOH age 30 and male child age 5

Female HOH age 29, other female adult age 23, female child age 17 X
Single female HOH, live-in aide, male 5 year old child of the live-in aide X
Female HOH age 35 and female partner age 20 in an interdependent

relationship X
Female HOH age 69, female adult age 65, female adult age 33 X

Female HOH aged 31, other female adult age 23, female child age 6,
male child age 8

X
Single parent, two children of the opposite sex X
Male HOH, female 59 year old, 28 year old female adult, female age 15 X
Husband and Wife, adult daughter age 23 and minor female child age 15 X
Domestic partners, one son 12, one daughter 5, two sons 3 X

6.3 Changes to Occupancy Standards

PHA will not apply changes to occupancy standards to existing families unless and until there is a change
in family composition or the family moves to a new unit. For example, if a family has a 4 BR voucher and
leases a 4 BR unit at initial occupancy and PHA later changes their occupancy guidelines thus qualifying
the family for a 3 BR voucher, PHA will not require the family to move to a three bedroom unit or
downsize their voucher unless and until their family composition changes or they move to another unit.

6.4 Changes in Family Composition, Voucher Size & UA
When a family reports a change in family composition, PHA will process approved family composition
changes and update the voucher size at the time of the change. Utility allowances will be updated at the

time of the change in family composition. Payment standards will not be updated until the effective date
of the next regular recertification.

6.5 Exceptions to Occupancy Standard Guidelines

PHA will grant except i ons t o occupancy guidelines in cases

determines the exceptions are justified by the relationships, age, sex, health or disability of family
members, or other individual circumstances. PHA will not grant an exception that is in violation of local

housing or occupancy codes, regul ations or | aws.

and agreeing with the approved occupancy guideline exceptions.

For a single person who is not elderly or disabled, an exception cannot override the regulatory limit of a
zero or one bedroom voucher.
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6.6 Processing of Exceptions
All requests for exceptions to the occupancy guidelines must be submitted in writing.

In the case of a request for exception as a reasonable accommodation, PHA will ask the resident to make
the request in writing using a reasonable accommodation request form. However, PHA will consider the
exception request any time the resident indicates that an accommodation is needed whether or not a
formal written request is submitted.

Requests for a larger voucher size must explain the need or justification for the larger sized unit, and
must include appropriate documentation. Requests based on health-related reasons must be verified by a
knowledgeable professional source.

PHA will promptly notify the family, in writing, of its decision.

6.7 Temporarily and Permanently Absent Family Members

An individual who is or is expected to be absent from the assisted apartment for less than 183 cumulative
days per calendar year is considered temporarily absent and continues to be considered a family
member. PHA will require that temporarily absent family members complete and submit required
recertification documents on a timely basis. An individual who is or is expected to be absent from the
assisted apartment for more than 183 total days per calendar year is considered permanently absent and
is no longer a family member. Exceptions to this policy are reviewed on a case by case basis and may
be assigned to the Office of Audit and Compliance (OAC) Investigations Unit.

6.8 Absent Students

When someone who has been considered a family member attends school away from home, the person
will continue to be considered a family member unless information becomes available to PHA indicating
that the student has established a separate household or the family declares that the student has
established a separate household.

6.9 Absences Due to Placement in Foster Care

Children temporarily absent from the home as a result of placement in foster care are considered
members of the family. If a child has been placed in foster care, PHA will verify with the appropriate
agency whether and when the child is expected to be returned to the home. Unless the agency confirms
that the child has been permanently removed from the home, the child will be counted as a family
member for occupancy standards.

6.10  Absent Adults due to Employment

An adult family member absent from the apartment more than 183 cumulative days per calendar year due
to employment or active military service will continue to be considered a family member provided that
their income is included in the calculation of household income (excludes hostile fire income). Families
will be required to provide proof of employment

See 16.22: Military Families T Absence from the Unit & Continued Occupancy for additional policies
related to absence of military personnel due to active duty.
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6.11 Individuals Confined for Medical Reasons

An individual confined to a nursing home or hospital on a permanent basis is not considered a family
member.

If there is a question about the status of a family member, PHA will request verification from a responsible
medical professional. If the responsible medical professional cannot provide a determination, the person
generally will be considered temporarily absent. The family may present evidence that the family member
is confined on a permanent basis and request that the person not be considered a family member.

6.12  Absent Family

If all family members are absent from a unit for more than 183 total days per calendar year Housing
Assistance payments will cease and the HAP contract and lease will terminate.

6.13 Return of Permanently Absent Family Member

The family must request PHA approval for the return of any adult family members that PHA previously

determined to be per manently absent. lityTamaee screeningi vi du al
requirements and PHA policies on changes in household composition.
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CHAPTER 7: BRIEFING & VOUCHERS

This chapter explains the briefing and voucher issuance process. When a family is determined to be

eligible for the HCV (HCV) program, PHA must ensure that the family fully understands the way the
program oper at es anahs unteethefpmgraml Thié is acoomplishgdahrough both an

oral briefing and provision of a briefing packet containing written documentation of information the family

needs to know. Once the family is fully eésnhetminad of t
voucher. The voucheri ncl udes the unit size for which the famil
standards, as well as the dates of issuance and expiration of the voucher. The voucher is the document

that permits the family to begin its search for a unit, and limits the amount of time the family has to

successfully locate an acceptable unit.

h
y

7.1 Briefing

The briefing provides a broad description of owner and
and includes instructions on how to lease a unit.

PHA will give the family an oral briefing and provide the family with a briefing packet containing written
information about the program. Families may be briefed individually or in groups.

Generally, the head of household is required to attend the briefing. If the head of household is unable to
attend, PHA may approve another adult family member to attend the briefing.

7.2 Notification and Attendance

PHA will contact families to invite them to the briefing. If a family cannot be reached over the phone, PHA
will send a written notice. The notice will identify who is required to attend the briefing, as well as the date
and time of the scheduled briefing.

If the notice is returned by the post office with no forwarding address, the applicant will be withdrawn and
their name will not be placed back on the waiting list. If the notice is returned by the post office with a
forwarding address, the notice will be re-sent to the address indicated.

Applicants who fail to attend a scheduled briefing will automatically be scheduled for another briefing.
PHA will notify the family of the date and time of the second scheduled briefing. Applicants, who fail to
attend two scheduled briefings without PHA approval, will be denied assistance.

I f an applicant does not attend two scheduled briefing
reschedule the family for another briefing as a reasonable accommodation. If an applicant does not

attend two scheduled briefings and can demonstrate good cause for not attending, PHA will not deny
assistance.

7.3 Oral Briefing

Each briefing will include information on the following subjects:
1 How the HCV program works;
1 Family and owner responsibilities;

1 Where the familycanleasea uni t, including renting a unit insid:
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1 An explanation of how portability works, including PHAG s MTW policy C

explanation of how portability may affect t heenind, aubsidy y 6 s a s ¢
standards, payment standards and any other elements of the portability process which may affect
the f amil y 6BHAzawoidstosragefeami | i es from choosing to |iwv

jurisdiction, or out e podtabilityprbéedses, juniessiothatviise expressly u n d
authorized by statute, regulation, PIH Notice, the MTW Agreement or court order.

1 An explanation of the advantages of living in areas that do not have a high concentration of low
income families;

1 Applicable MTW Program information

7.4 Briefing Packet

Documents and information provided in the briefing packet will include the following. This information is
provided to the applicant either at the time of formal application or at the Briefing session.

1 The term of the voucher, and PHAO6s policies on any extensions
including how to request an extension to the term of the voucher;

1 A description of the method used to calculate the housing assistance payment for a household,
including how PHA determines the payment standard for a household, how PHA determines total
tenant payment for a household, and information on the payment standard and utility allowance
schedule;

1 An explanation of how PHA determines the maximum allowable rent for an assisted unit;

1 Where the family may lease a unit, including renting a dwelling uni-
jurisdiction;

1 The advantages of areas that do not have a high concentration of low-income households;

1 Restrictions on the number and timing of moves by a household;

T An explanation of how portability works, includir
explanation of how portability may affect the fam
standards, payment standards and any other elements of the portability process which may affect

the familyébés assistance;

1 A list of portability contact persons for neighboring PHAs including names, addresses, and
telephone numbers;

1 The HUD-required tenancy addendum, which must be included in the lease;

1 The form the family must use to request approval of tenancy, and a description of the procedure
for requesting approval for a tenancy;

1 A statement of PHA policy on providing information about households to prospective owners;
T PHAO®s o c standaads incjuding when and how exceptions are made;

1 Materials on how to select a unit and any additional information on selecting a unit that HUD
provides;
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1 The HUD pamphlet on lead-based paint entitled Protect Your Family from Lead in Your Home;

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

% A list of landlords known to PHA who may be willing to lease a unit to the household or other
resources such as newspapers, organization and on-line search tools, known to PHA that may
assist the family in locating a unit. PHA will try to ensure that the list of landlords or other
resources covers areas outside of poverty or minority concentration;

1 Notice that if the household includes a person with disabilities, the household may request a list
of available accessible units known to PHA;

1 The family obligations under the program;

1 The grounds on which PHA may terminate assistance for a household because of household
action or failure to act;

T PHAGs infor mal hearing procedures i nhbouserldithg when
opportunity for an informal hearing, and how to request the hearing; and

1 Information related to requirements under the MTW Demonstration.

7.5 Briefing Families with Special Needs

In a briefing that includes any person with disabilities, PHA will take appropriate steps to ensure effective
communication and an accessible location. Spoken word and American Sign Language interpreters are
available as needed. PHA will advise applicants that interpreters must be requested two days prior to the
scheduled meeting. Applicants may also bring their own interpreters. Family members, representatives
and service providers who assist families with special needs are encouraged to attend briefings.

7.6 Voucher Issuance

The voucheri s the familyédéds authorization to search for hou
family qualifies, and includes both the date of voucher issuance and date of expiration. It contains a brief

description of how the program works and explains the family obligations under the program. The voucher

serves as evidence that PHA has determined the family to be eligible for the program, and that PHA

expects to have money available to subsidize the family if the family finds an approvable unit.

A voucher can be issued to an applicant family only after PHA has determined that the family is eligible
for the program based on information received within the 60 days prior to issuance and after the family
has attended a mandatory briefing.

If funds are insufficient to house the family at the top of the waiting list, PHA will wait until it has adequate
funding before issuing additional vouchers. If PHA determines that there is insufficient funding after a
voucher has been issued, PHA may rescind the voucher and place the affected family back on the waiting
list.

For families within the same category who were previously terminated or who had vouchers recalled due
to insufficient funding, vouchers will be issued to those terminated or with vouchers recalled first. In these
cases, vouchers will be issued as follows:
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1 Families who requested moves that were denied due to insufficient funding.

1 Families with special purpose vouchers (NEDs, FUP, VASH) that were previously terminated or
who had vouchers recalled due to insufficient funding.

1 Once PHA resumes issuing vouchers after a funding shortfall, if PHA is not assisting the required
number of NEDs, VASH, and FUP vouchers, PHA will issue vouchers to special purpose voucher
categories of families on its WL until the PHA is assisting its required number of special purpose
vouchers.

1 Families without special purpose vouchers who were previously terminated or who had vouchers
recalled due to insufficient funding.

See 17.7: Request to Move & Pending Termination for policies related to moves and voucher issuance
when a termination is pending.

7.7 Voucher Term

Applicants who are issued a voucher have an initial period of 120 days (called the initial term) in which to
locate a suitable unit and notify PHA of their intent to enter into a lease with an owner.

Vouchers issued as a result of approved Emergency Transfers and relocation vouchers will be issued
with a 60 day term.

Vouchers issued for all other moves will have a 90 day term.
The voucher term for clients who are issued vouchers in the Homeownership program is 180 days. The
client/client will have one hundred and eighty days to identify a unit and complete the closing process on

a home that will be included in the Direct Purchase Program.

If a client is initially approved for a transfer and is subsequently approved to port out, PHA will provide an
additional 30 days to the voucher term, totaling 120 days.

7.8 Extension of Voucher Term

An applicant who cannot find a suitable unit within their voucher term, but who intends to continue to look
for one will be given the opportunity to complete a written extension request to extend the voucher term.
The written request must be made prior to the expiration of the voucher term

PHA may approve extensions under the following circumstances:

1 Itis necessary as a reasonable accommodation for a person with disabilities.

T I't is necessary due t oscongd asaddeteamiredby PHAdThe follewing a mi | y 6
is a list of extenuating circumstances that PHA may consider in making its decision to extend the
term of the voucher. The presence of these circumstances does not guarantee that an extension
will be granted:

o Serious illness or death in the family

o Other family emergency

0 Obstacles due to employment
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o Whether the family has already submitted requests for tenancy approval that were not
approved by the PHA

o Whether family size or other special circumstances make it difficult to find a suitable unit
All written requests for voucher term extensions must include a written justification for the extension.
Upon receipt of the written request and justification, PHA will review requests, and at its discretion may
grant families one or more extensions of the voucher term.
In making a determination on the approval of an extension request and the length of the extension, PHA
wi || review the appl iyeavaucheratilijatosdaia.f i cati on and anal
7.9 Suspension of Voucher Term
When a Request for Tenancy Approval is received by PHA, the term of any initial or extended voucher

will be suspended from the date the family submits a request for tenancy approval until the date PHA
notifies the family, in writing, whether the request has been approved or denied.
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CHAPTER 8: INCOME AND ADJUSTED INCOME

8.1 Overview

A famingdme determines eligibility for assistance and
payment. PHA will use the policies and methods described in this chapter to ensure that only eligible

families receive assistance and that no family pays more or less than its obligation under this policy and

the MTW Agreement. Once annual income has been established PHA will subtract from annual income

deductions for which a family qualifies in order to determine adjusted income.

8.2 Annual Income
Annual income includes all amounts, monetary or not, which:

1 Go to, or on behalf of, the family head or spouse (even if temporarily absent) or to any other
family member; or

1 Are anticipated to be received from a source outside the family during the 12-month period
following admission or annual reexamination effective date. What this means is that if two
household members are not married and one provides the other with child support, the child
support income is not counted since the source of the income is from an individual who is inside
the Afamilyodo; and

1  Which are not specifically excluded under 5.609 and the MTW Plan where applicable;

1 Annual income also means amounts derived (during the 12-month period) from assets to which
any member of the family has access, except where otherwise excluded under MTW.

Annual income includes but is not limited to:

1 The full amount, before any payroll deductions, of wages and salaries, overtime pay,
commissions, fees, tips and bonuses, and other compensation for personal services. Include
employment income of an emancipated minor if the emancipated minor is the head of household,
co-head or spouse.

1 The net income from operation of a business or profession. Expenditures for business expansion
or amortization of capital indebtedness shall not be used as deductions in determining the net
income from a business. An allowance for the straight line depreciation of assets used in a
business or profession may be deducted as provided in IRS regulations. Withdrawals of cash or
assets will not be considered income when used to reimburse the family for cash or assets
invested in the business. Any withdrawal of cash or assets from the operation of a business or
profession will be included in income, except to the extent the withdrawal is reimbursement of
cash or assets invested in the operation by the family;

1 Interest, dividends, and other net income of any kind from real or personal property.
Expenditures for amortization of capital indebtedness shall not be used as deductions in
determining net income. An allowance for the straight line depreciation of real or personal
property is permitted. Withdrawals of cash or assets will not be considered income when used to
reimburse the family for cash or assets invested in the property For MTW programs, see MTW
policy on Asset Income):

o If the family has Net Family Assets less than $5,000, Annual Income shall include the actual
income from those assets;
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o If the Family has Net Family Assets in excess of $5,000, Annual Income shall include the
greater of the actual income derived from all Net Family Assets or a percentage of the value
of such Assets based onthe currentpassbook raeavi ngods

1 The full amount of periodic payments received from social security, annuities, insurance policies,
retirement funds, pensions, disability or death benefits, and other similar types of periodic receipts
(See Income Exclusions for treatment of delayed or deferred periodic payment of social security
or supplemental security income benefits);

o If an HCV family member is a payee for someone who is not a member of the HCV family,
PHA will not include the payments in the calculation of annual income

o If someone outside the HCV family is a payee for one of the HCV family members, PHA will
include the payments in the calculation of annual income.

T Payments in |lieu of earnings, such as unempl oymen
compensation, and severance pay (See Income Exclusions concerning treatment of lump-sum
additions as family assets);

1 All welfare assistance payments (Temporary Assistance to Needy Families, General Assistance)
received by or on behalf of any family member);

1 Periodic and determinable allowances, such as alimony and child support payments, and regular
cash and non-cash contributions or gifts received from agencies or persons not residing in the
dwelling made to or on behalf of family members;

1 Imputed Welfare Income: Such amounts that involve a reduction of welfare benefits by the
welfare agency, in whole or in part, for a family member, because of fraud by a family member in
connection with the welfare program or because of welfare agency sanction against a family
member for non-compliance with a welfare agency requirement to participate in an economic self-
sufficiency program shall be included in annual income. This limitation does not apply to the loss
of welfare benefits resulting from the expiration of a lifetime limit on benefits or a durational time
limit on benefits;

o All regular payments to the head of the household for support of a minor, or payments
nominally to a minor for his support, but controlled for his benefit by the head of the
household or a client family member other than the head, who is responsible for his support;
and

1 All regular pay, special payments and allowances (such as longevity, overseas duty, rental
allowances, allowances for dependents, etc.), received by a member of the Armed Forces
(whether or not living in the dwelling) who is head of the family, spouse, or other family member
whose dependents are residing in the unit.

1 As provided in 24 CFR 5.612, any financial assistance, in excess of amounts received for tuition
and mandatory fees and charges, that an individual receives under the Higher Education Act of
1965 (20 U.S.C. 1001 et seq. ), from private sources, or from an institution of higher education
(as defined under the Higher Education Act of 1965 (20 U.S.C. 1002)), shall be considered
income to that individual, except that financial assistance, described in the section on annual
income exclusions, is not considered annual income for persons over the age of 23 with
dependent children. For purposes of snotiiclede panr agr ap h
proceeds for the purpose of determining income,

8.3 Annual Income Exclusions
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Annual Income does not include the following:

il
f

Income from the employment of children (including foster children) under the age of 18 years;

Income from the employment of an emancipated minor if the emancipated minor is not the head
of household, co-head or spouse;

Payments received for the care of foster children or foster adults; (usually individuals with
disabilities, unrelated to the client family, who are unable to live alone);

Kinship and other similar state guardianship care payments. Kinship care, Kin-GAP, and similar
programs funded by states serve as an alternative to foster care placements. The compensation
to participating relatives or legal guardians is comparable to the compensation to foster care
parents. Payments for the care of foster children (including foster adults) are exempt from
income.

Lump sum additions to family assets, such as inheritances, insurance payments (including

paymentsunder health and accident insurance, and

time lottery winnings, and settlement for personal property losses (see above if the payments are
or will be periodic in nature). See section below for treatment of delayed or deferred periodic
payments of social security or supplemental security income benefits;

Amounts received by the family that are specifically for, or in reimbursement of, the cost of
medical expenses for any family member;

The home purchased with voucher assistance from being counted as an asset for the first ten
years after the closing date

Income of a live-in aide, provided the person meets the definition of a live-in aide;

Any financial assistance received for tuition and mandatory fees and charge. See the section
Treatment of Student Financial Assistance for further information on this income exclusion;

The special pay to a family member serving in the Armed Forces who is exposed to hostile fire;
Certain amounts received that are related to participation in the following programs:

o Amounts received under HUD funded training programs (i.e., Step-up program: excludes
stipends, wages, transportation payments, child care vouchers, etc. for the duration of the
training);

o0 Amounts received by a person with disabilities that are disregarded for a limited time for
purposes of Supplemental Security Income and benefits that are set aside for use under a
Plan to Attain Self-Sufficiency (PASS);

0 Amounts received by a client in other publicly assisted programs that are specifically for, or in
reimbursement of, out-of-pocket expenses incurred (special equipment, clothing,
transportation, child care, etc.) to allow participation in a specific program;

o0 A client services stipend. A client services stipend is a modest amount (not to exceed
$200/month) received by a Public Housing client for performing a service for PHA, on a part-
time basis, that enhances the quality of life in Public Housing. Such services may include but
are not limited to, fire patrol, hall monitoring, lawn maintenance, and client initiatives
coordination. No client may receive more than one such stipend during the same period of
time; and
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8.4

o Incremental earnings and/or benefits to any family member from participation in qualifying
state or local employment training program (including training programs not affiliated with the
local government), and training of family members as client management staff. Amounts
excluded by this provision must be received under employment training programs with clearly
defined goals and objectives, and are excluded only for a limited period as determined in
advance by PHA,;

Temporary, non-recurring, or sporadic income (including gifts);

Reparation payments paid by foreign governments pursuant to claims filed under the laws of that
government by persons who were persecuted during the Nazi era;

Earnings in excess of $480 for each full-time student 18 years old or older (excluding the head of
the household and spouse); (unearned income of adult full time students , i.e. SS, SSI, CS & DPA
is counted) (For MTW programs, see MTW policy on Full Time Student Income Exclusion);

Adoption assistance payments in excess of $480 per adopted child;

Deferred periodic payments of supplemental security income and social security benefits that are
received in a lump sum payment;

Amounts received by the family in the form of refunds or rebates under state or local law for
property taxes paid on the dwelling apartment;

Amounts paid by a State agency to a family with a developmentally disabled family member living
at home to offset the cost of services and equipment needed to keep the developmentally
disabled family member at home; and

Amounts specifically excluded by any other federal Statute from consideration as income for
purposes of determining eligibility or benefits under a category of assistance programs that
includes assistance under the United States Housing Act of 1937. A notice will be published by
HUD in the Federal Register identifying the benefits that qualify for this exclusion. A list of these
federally mandated exclusions are included as APPENDIX F: FEDERALLY MANDATED
INCOME EXCLUSIONS.

Streamlined Income Determination

For any family member with a fixed source of income, PHA may use a streamlined income determination.
The streamlined income determination is conducted by applying, for each fixed income source, the
verified cost of living adjustment (COLA) or current rate of interest to the previously verified or adjusted
income amount.

A family member with a fixed income source of income is defined as a family member whose income
includes periodic payments at reasonably predictable levels from one or more of the following sources:

1 Social Security, Supplemental Security Income, Supplemental Disability Insurance;
1 Federal, state, local, or private pension plans;
1 Annuities or other retirement benefit programs, insurance policies, disability or death benefits, or
other similar types of periodic receipts; or
1 Any other source of income subject to adjustment by a verifiable COLA or current rate of interest.
Administrative Plan: INCOME AND ADJUSTED INCOME 8-4

Board Approved:



Under the streamlined income determination, PHA would use a COLA or current rate of interest specific
to the fixed income source of income in order to adjust the income amount. PHA will verify the
appropriate COLA or current rate of interest from a public source or through tenant-provided, third party-
generated documentation. If no such verification is available, PHA will obtain third party verification of
income amounts in order to calculate the change in income for the source.

For any family member whose income is determined pursuant to a streamlined income determination,
PHA will obtain third-party verification of all income amounts every 3 years.

Examples:
1 An MTW household with SS income completes their recertification with an effective date of 2-1-
16. PHA conducts 3" party verification of the SS income. For the recertification effective 2-1-18,
PHA will apply the applicable COLA(S) to the 2016 benefit to calculate the SS income for the 2-1-
18 recertification. For the 2-1-20 recertification, PHA will conduct third party verification of the SS
benefit.

1 A Non-MTW household with SS income completes their recertification with an effective date of
2-1-16. PHA conducts 3" party verification of the SS income. For the recertification effective 2-
1-17, PHA will apply the applicable COLA to the 2016 benefit to calculate the SS income. For the
recertification effective 2-1-18, PHA will apply the applicable COLA to the 2017 benefit to
calculate the SS income. For the 2-1-19 recertification, PHA will conduct third party verification of
the SS benefit.

8.5 Treatment of Student Financial Assistance

PHA will include amounts of financial assistance an individual receives in excess of tuition and other
required fees and charges when determining annual income. PHA will verify tuition and fees according to
its verification policies at 10-10 Verification of Tuition and Fees.

The Department of Education defines tuition as the amount of money charged to students for instructional
services which may be charged per term, per course, or per credit. These values represent what a typical
student would be charged and may not be the same for all students at an institution.

If tuition is charged on a per-credit-hour basis, the average full-time credit hour load for an entire
academic year is used to estimate average tuition.

Required fees include all fixed sum charges that are required of a large proportion of all students. The
student who does not pay the charges is an exception. Examples of required fees include, but are not
limited to, writing and science lab fees and fees specific to the student 6 s maj or or pr
program).

Expenses related to attending an institution of higher education must not be included as tuition.
Examples of these expenses include, but are not limited to, room and board, books, supplies, meal plans,
transportation and parking, student health insurance plans, and other non-fixed sum charges.

Example:

Kim, a 22 year old, married, participant in an HCV program is enrolled in a nursing program at her local
community college. She is receiving $7,000 in financial assistance to cover the full cost of tuition and fees
of $6,000 for the academic year. The $6,000 includes:

T $2,500 in tuition per semester (total $5,000) plus

1 $500 in individual fees (total $1,000)8 athletic fee, writing laboratory fee, student center fee,
science laboratory fee, technology feed charged to every student per semester.
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In this example, the excess $1,000 ($7,000 - $6,000) Kim received in financial assistance will be included
in her annual income in accordance with 24 CFR 5.609(b)(9).
8.6 Full Time Student Income Exclusion

Non-MTW Policy: Earnings in excess of $480 for each full-time student 18 years old or older (excluding
the head of household, co-head and spouse will be excluded.

MTW Policy

Upon HUD approval, using its MTW authority, PHA will exclude all adult, full-time student earned
income, excluding the head of household, co-head or spouse. PHA will not verify adult full-time
student earned income as 100% of the earned income is excluded.

8.7 Asset Income
There are two terms that are important in calculating asset income i market value and cash value.
Market value is the face value of an asset. For example, the value of a Certificate of Deposit.

The fAcash valueodo of an asset is the market val ue | ess
selling or converting the asset to cash, such as the following:

1 Penalties for premature withdrawal;
1 Broker and legal fees; and
1 Settlement costs for real estate transactions.
Non-MTW Policy:
| f the total Ca s h ssetaib $5¢000 oof less anhual rmicdmg 8hall inglude the actual
income from those assets;
If the total Cash Value of a familyd s a sssneexcess of $5,000, annual income shall include the greater

of the actual income derived from all family assets or a percentage of the value of such assets based on
P H A éusrent passbook savingd sate.

MTW Policy

Upon HUD approval, using its MTW authority, PHA will exclude the income from assets where the
market value of the househ ol d6s combi ned as s e.t Where the iabkétyvedud@ 6f | or bel
the asset is greater than $50, 000, PHA wi || use the
established p as s b o o k rateate detergnihesincome. For example, if the households combined
market value of their assets is $75,000 and the p a s s b 0 0 k rateis 1% thediraputed income
from assets is $750.

8.8 Passbook Saving® Rate

PHA will establish a passbook rate within 75 basis points (plus or minus .75 percent) of the Savings
National Rate in effect at the time PHA establishes the passbook rate. The passbook rate may not be less
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than 0 percent. PHA will apply this policy to calculate asset income for applicants and clients. For
example, if the published FDIC Savings National Rate is .12% PHA might add 75 basis points (.75
percent)forap as s b o o k rateaol.87%g 6 s

8.9 Income of Foster Children and Foster Adults
1 Earned income of foster children is excluded from annual income.
9 Earned income of foster adults is included in annual income.

1 Payments received for the care of foster children or foster adults (usually persons with disabilities,
unrelated to the tenant family, who are unable to live alone) is excluded from annual income.

1 All other income received on behalf of a foster child or foster adult is included in annual income.
For example, if a foster adult receives SSI payments those payments are included in annual
income.

8.10 Temporary and Sporadic Income

Temporary and sporadic income are excluded from the calculation of annual income. (See 16.18.2
Temporary and Sporadic Income for interim recertification policies related to this topic).

Example

Daniel works occasionally as a handyman. He claims to have worked only a couple of times last year

and he has no documentation to support this claim. His earnings are neither reliable (he cannot depend

on t hem) nor periodic (they do not recur at rmtgul ar
included in annual income. If Daniel is the sole household member and has no other sources of income or

benefits, he would fall under the zero income verification and recertification requirements.

8.11 Seasonal Income

People in some occupations regularly work less than 12 months per year, i.e., school employees,
agricultural workers and construction workers. To determine annual income for individuals who have
seasonal income, PHA will use past actual income received or earned within the last 12 months of the
determination date. Therefore, interim recertifications will not be completed when circumstances
change. Documentation may include, but is not limited to UIV, EIV, W-2 forms and tax returns

Example

Mary is a teacher with the ABC school district, earning $2,000 per month. She works for nine months a
year. At the time of her regular recertification Mary is not working. PHA runs an EIV income report which
has the actual income earned for the prior year. The EIV income report shows income of $24,053 for the
prior year. Mary received $20,000 for her job as a teacher and collected $4,053 in unemployment the
prior year. PHA would use $24,053 as her income for the upcoming certification.

8.12 Earned Income Disallowance

MTW Policy

PHA has eliminated the Earned Income Disallowance at CFR 24 5.609. Subject to HUD approval,
using its MTW authority, PHA may establish income disregards for increases in earned income for
participants in certain PHA sponsored or approved self-sufficiency training and/or employment
programs including income generated from a resident owned business.
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8.12.1 Earned Income Disallowance Non-MTW Programs

Applicable programs

The disallowance of increase in annual income provided by this section is applicable only to the following
programs: HOME Investment Partnerships Program (24 CFR part 92); Housing Opportunities for Persons
with AIDS (24 CFR part 574); Supportive Housing Program (24 CFR part 583); and the Housing Choice
Voucher Program (24 CFR part 982) and Project Based Voucher Program (24 CFR part 983).

Definitions
The following definitions apply for purposes of this section.

M Disallowance. Exclusion from annual income.

1 Previously unemployed includes a person with disabilities who has earned, in the twelve months
previous to employment, no more than would be received for 10 hours of work per week for 50
weeks at the established minimum wage.

1 Qualified family. A family residing in housing assisted under one of the applicable programs and:

(1) Whose annual income increases as a result of employment of a family member who is
a person with disabilities and who was previously unemployed for one or more years prior
to employment;

(2) Whose annual income increases as a result of increased earnings by a family
member who is a person with disabilities during participation in any economic self-
sufficiency or other job training program; or

(3) Whose annual income increases, as a result of new employment or increased
earnings of a family member who is a person with disabilities, during or within six months
after receiving assistance, benefits or services under any state program for temporary
assistance for needy families funded under Part A of Title IV of the Social Security Act, as
determined by the responsible entity in consultation with the local agencies administering
temporary assistance for needy families (TANF) and Welfare-to-Work (WTW) programs.
The TANF program is not limited to monthly income maintenance, but also includes such
benefits and services as one-time payments, wage subsidies and transportation
assistance-- provided that the total amount over a six-month period is at least $500.

Disallowance of increase in annual income

Initial 12-month Exclusion

During the 12- month period beginning on the date a member who is a person with disabilities of a
qualified family is first employed or the family first experiences an increase in annual income attributable
to employment, PHA will exclude from annual income of a qualified family any increase in income of the
family member who is a person with disabilities as a result of employment over prior income of that family
member.

Second 12-month Exclusion

Upon the expiration of the initial 12-month period exclusion and for the subsequent 12-month period, PHA
will exclude from annual income of a qualified family 50 percent of any increase in income of such family
member as a result of employment over the family member& baseline income.
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Maximum 2-year disallowance

The disallowance of increased income of an individual family member who is an eligible person with
disabilities is limited to a lifetime 24-month period. The disallowance applies for a maximum of 12 months
for the 100% disallowance and a maximum of 12 months for the 50% disallowance during the 24-month
period starting from the initial 12 month exclusion

Effect of Changes on Currently Participating Families

Families eligible for and participating in the disallowance of earned income under this section prior to
April 7, 2016 will continue to be governed by the EID in effect as it existed immediately prior to that date.

Example
Time Frame EID under this Regulation
January Carl begins working and is eligible for EID.
2017
(month one) 100% of Carl& increase in earned income is excluded.
July 2017 Carl is laid off.

(month seven)
EID fi lockd rmtirues to run.

January Carl® second 12-month period begins.

2018

(month 13)

February Carl begins working again.

2018

(month 14) 50% of the increase in earned income due to Carl& employment is
excluded.

December This is the final month during which Carl receives his EID benefit.

2018

(month 24)

8.13  Anticipating Annual Income

PHA will calculate anticipated annual income by adding the income the family expects to receive during
the12-mont h period foll owing the familyds admission or
annual income is calculated by projecting current income forward for a 12-month period.

8.14 Known Changes in Income

If PHA verifies an upcoming increase or decrease in income, annual income will be calculated by applying
each income amount to the appropriate part of the 12-month period.
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Example: An employer reports that a full-time employee who has been receiving $6/hour will begin to
receive $6.25/hour in the eighth week after the effective date of the recertification. In such a case PHA
would calculate annual income as follows: ($6/hour x 40 hours x 7 weeks) + ($6.25/hr. x 40 hours x 45
weeks = $1,680.00 + $11,250.00 = $12,930.00).

8.15  Temporarily Absent Family Members and Income

The income of family members approved to live in the apartment will be counted, even if the family
member is temporarily absent from the apartment. See 6.7 Temporarily and Permanently Absent
Family Members for policies and definition of temporarily absent.

8.16  Adjusted Income

Adjusted income is calculated by subtracting allowable deductions and allowances from annual income.

MTW Policy

Adjusted income is calculated by subtracting MTW deductions from annual income.

8.17 Deductions

Non-MTW Policy:
In determining adjusted income, PHA will deduct the following amounts from annual income:

1 $480 for each dependent;
1 $400 for any elderly family or disabled family;
1 The sum of the following, to the extent the sum exceeds three percent of annual income

o Unreimbursed medical expenses of any elderly family or disabled family;

o Unreimbursed reasonable attendant care and auxiliary apparatus expenses for each member
of the family who is a person with disabilities, to the extent necessary to enable any member
of the family (including the member who is a person with disabilities) to be employed. This
deduction may not exceed the earned income received by family members who are 18 years
of age or older and who are able to work because of such attendant care or auxiliary
apparatus; and

1 Any reasonable child care expenses necessary to enable a member of the family to be employed,
seek employment or to further his/her education.

8.17.1 Working Family Deduction

There is no Working Family deduction for Non-MTW programs.

MTW Policy

PHA will apply a $500 working family deduction for families with one or more adult members
employed full or part time (at least twenty hours per week). Full time adult students (other than the
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head of household, co-head or spouse) and minors who work more than 20 hours per week are not
eligible for the working family deduction. Only one working family deduction of $500 per year is
applied to each household.

8.17.2 Dependent Deduction

Non-MTW Policy: A deduction of $480 is taken for each dependent. Dependent is defined as any family
member other than the head, spouse, or co-head who is under the age of 18 or who is 18 or older and is
a person with disabilities or a full-time student. Foster children, foster adults, and live-in aides are never
considered dependents.

MTW Policy

Under MTW, there is no dependent deduction

8.17.3 Elderly or Disabled Family Deduction

Non-MTW Policy: A single deduction of $400 is taken for any elderly or disabled family.

MTW Policy

Under MTW, there is no deduction for elderly or disabled households.

8.17.4 Health Insurance Premium Deduction

For Non-MTW Programs, see Non-MTW Policy under Medical Expense Deduction

MTW Policy

PHA will deduct the full Medicare, Medicaid and/or other health insurance premiums for households
where the head of household, co-head and/or spouse are either elderly or disabled. Other health
insurance premiums include dental and vision care insurance.

8.17.5 Medical Expense Deduction

MTW Policy

Other than the health insurance premium deduction above, there are no additional medical expense
deductions for elderly/disabled MTW households.

Non-MTW Policy:
Unreimbursed medical expenses may be deducted to the extent that, in combination with any disability
assistance expenses, they exceed three percent of annual income.

The medical expense deduction is permitted only for families in which the head, spouse, or co-head is
elderly or disabled. If a family is eligible for a medical expense deduction, the medical expenses of all
family members are counted.

ifMedi cal e X p e n s iea$ iasurancecptemidnes, andengedical expenses that are anticipated
during the period for which annual income is computed, and which is not covered by insurance.
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The most current IRS Publication 502, Medical and Dental Expenses, will be used to determine the costs
that qualify as medical expenses. Over-the-count products will not be eligible for deductions as medical
expenses unl ess

they are

accompanied by a

doctor 6s

Summary of Allowable Medical Expenses from IRS Publication 502

f
f

=a —a

Services of medical professionals
Surgery and medical procedures that are
necessary, legal, non-cosmetic

Services of medical facilities
Hospitalization, long-term care, and in-
home nursing services

Prescription medicines and insulin, but
not nonprescription medicines even if
recommended by a doctor

Improvements to housing directly related
to medical needs (i.e., ramps for a wheel
chair, handrails)

f
f
f

Substance abuse treatment programs
Psychiatric treatment

Ambulance services and some costs of
transportation related to medical
expenses

The cost and care of necessary
equipment related to a medical
condition (i.e., eyeglasses/lenses,
hearing aids, crutches, and artificial
teeth)

Cost and continuing care of necessary
service animals

Medical insurance premiums or the cost
of a health maintenance organization
(HMO)

Note: This chart provides a summary of eligible medical expenses only. Detailed information
is provided in IRS Publication 502. Medical expenses are considered only to the extent they
are not reimbursed by insurance or some other source.

8.17.6

Disability Assistance Expense Deduction

MTW Policy

Under MTW, there is no disability expense deduction.

Non-MTW Policy:

Reasonable expenses for attendant care and auxiliary apparatus for a disabled family member may be

deducted if they:

I Are necessary to enable a family member 18 years or older to work;

1 Are not paid to a family member or reimbursed by an outside source;

1

1 Do not exceed the earned income received by the family member who is enabled to work.

In combination with any medical expenses, exceed three percent of annual income; and

Earned Income Limit on the Disability Assistance Expense Deduction

A family can qualify for the disability assistance expense deduction only if at least one family member

(who may be the person with disabilities) is enabled to work.

The
who

disability
are 18

expense
years of age

exclusions are applied.

deduction is
or ol der
used for this purpose is the amount verified before any earned income disallowances or income

and who

capped by
ar e
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The family must identify the family member enabled to work as a result of the disability assistance
expenses. I n evaluating the familybds request, PHA wil |
the relevant family members relates to the hours of care provided, the time required for transportation, the

relationship of the family members to the person with disabilities, and any special needs of the person

with disabilities that might determine which family members are enabled to work.

When PHA determines that the disability assistance expenses enable more than one family member to
work, the disability assistance expenses wil/l be cappe

Eligible Disability Expenses

Expenses incurred for maintaining or repairing an auxiliary apparatus are eligible. In the case of an
apparatus that is specially adapted to accommodate a person with disabilities (i.e., a vehicle or
computer), the cost to maintain the special adaptations (but not maintenance of the apparatus itself) is an
eligible expense. The cost of service animals trained to give assistance to persons with disabilities,
including the cost of acquiring the animal, veterinary care, food, grooming, and other continuing costs of
care, will be included.

Eligible Attendant Care

The family identifies and PHA verifies the type of attendant care that is appropriate for the person with
disabilities. Attendant care includes, but is not limited to, reasonable costs for home medical care,
nursing services, in-home or center-based care services, interpreters for persons with hearing
impairments, and readers for persons with visual disabilities.

Attendant care expenses will be included for the period that the person enabled to work is employed plus
reasonable transportation time. The cost of general housekeeping and personal services is not an eligible
attendant care expense. However, if the person enabled to work is the person with disabilities, personal
services necessary to enable the person with disabilities to work are eligible.

Disability Expense Payments to Family Members

No disability expenses may be deducted for payments to a member of a client family. However, expenses
paid to a relative who is not a member of the client family may be deducted if they are not reimbursed by
an outside source.

Necessary and Reasonable Expenses

The family identifies and PHA verifies the type of care or auxiliary apparatus to be provided. The family
must describe how the expenses enable a family member to work. The family must certify that the
disability assistance expenses are necessary and are not paid or reimbursed by any other source.

8.17.7 Child Care Expense Deduction

MTW Policy

Under MTW, there is no deduction for unreimbursed child care expenses.

Non-MTW Policy:

Child care expenses are amounts anticipated to be paid by the family for the care of children under 13
years of age during the period for which annual income is computed, but only where such care is
necessary to enable a family member to actively seek employment, be gainfully employed, or to further
his or her education and only to the extent such amounts are not reimbursed. The amount deducted shall
reflect reasonable charges for child care. In the case of child care necessary to permit employment, the
amount deducted shall not exceed the amount of employment income that is included in annual income.
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Child care expenses do not include child support payments made to another on behalf of a minor who is
not living in an assisted familyds houseibrenitthtareHowever
l'iving in the assisted familyéds household are included

Determining Who Is Enabled to Pursue an Eligible Activity

The family must identify the family member(s) enabled to pursue an eligible activity. The term eligible
activity in this section means any of the activities that may make the family eligible for a child care
deduction (seeking work, pursuing an education, or being gainfully employed).

I n evaluating t he f aooisidey factors suehyas é@vtthe scRddule fow ihd dlaimed
activity relates to the hours of care provided, the time required for transportation, the relationship of the
family member(s) to the child, and any special needs of the child that might help determine which family
member is enabled to pursue an eligible activity.

Seeking Work

If the child care expense being claimed is to enable a family member to seek employment, the family

must provide evidence of the f ami | wateaokederdficafion. T f or t s t
deduction may be reduced or denied if the family membe
the child care expense being claimed.

Furthering Education

If the child care expense being claimed is to enable a family member to further his or her education, the
member must be enrolled in school (academic or vocational) or participating in a formal training program.
The family member is not required to be a full-time student, but the time spent in educational activities
must be commensurate with the child care claimed.

Being Gainfully Employed

If the child care expense being claimed is to enable a family member to be gainfully employed, the family

mu st provide evidence of t he f ami | y hamahildirae i beinge mp |l oy me
provided. Gainful employment is any legal work activity (full- or part-time) for which a family member is

compensated.

Earned Income Limit on Child Care Expense Deduction

When a family member looks for work or furthers his or her education, there is no limit on the amount that
may be deducted for child care 7 although the care must still be necessary and reasonable. However,
when child care enables a family member to work, the deduction is capped by the amount of employment
income that is included in annual income. The earned income used for this purpose is the amount of
earned income verified after any earned income disallowances or income exclusions are applied.

When the person who is enabled to work is a person who receives the earned income disallowance (EID)

or a full-time student whose earned income above $480 is excluded, child care costs related to enabling a

family member to work may not exceed the portion of th
in annual income. For example, if a family member who qualifies for the EID makes $15,000 but because

of the EID only $5,000 is included in annual income, child care expenses are limited to $5,000.

When the child care expense being claimed is to enable a family member to work, only one family
member 6s i ncome wil!/ be considered at a ti me.

Eligible Child Care Expenses
The type of care to be provided is determined by the client family. PHA will not refuse to give a family the
child care expense deduction because there is an adult family member in the household that may be
available to provide child care.

Allowable Child Care Activities
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For school-age children, costs attributable to public or private school activities during standard school
hours are not considered. Expenses incurred for supervised activities after school or during school
holidays (i.e., summer day camp, after-school sports league) are allowable forms of child care.

The costs of general housekeeping and personal services are not eligible. Likewise, child care expenses

paid to a family member who |ives in the familyéds

care to relatives who do not live in the apartment are eligible.

Necessary and Reasonable Costs

Child care expenses will be considered necessary if: (1) a family adequately explains how the care
enables a family member to work, actively seek employment, or further his or her education, and (2) the
family certifies, and the child care provider verifies, that the expenses are not paid or reimbursed by any
other source. Child care expenses will be considered for the time required for the eligible activity plus
reasonable transportation time.

To establish the reasonableness of child care costs, PHA will use the schedule of child care costs from

the local welfare agency. Families may present, and PHA will consider, justification for costs that exceed
typical costs in the area.

8.18 Rounding of Income and Deductions

Generally PHA will round to the nearest whole dollar at the_annual calculation for each income/deduction
source. .

PHA will round as follows for the following income and deductions:

1 Social Security (SS) Income: When the SS benefit letter states that the monthly benefit is
rounded down to the whole dollar, PHA will calculate annual income by using the full
monthly(not rounded down) benefit before any deductions and round at the final annual
calculation. The benefit letter is only to be used when EIV is not available or the tenant disputes
EIV.

1 Supplemental Security Income (SSI): The benefit for SSI is generally separated into two parts,
the federal portion and the State portion. The income for each portion should be calculated by
annualizing the total monthly federal and State portions. The resulting annual totals should be
rounded to the nearest whole dollar.

1 Applying the COLA to SS and SSI: When the EIV report does not yet contain the benefit for the
upcoming year and where PHA is required to apply the COLA for the upcoming year, PHA will
apply the COLA to the currently monthly benefit and will use the full monthly benefit to calculate
income. For example if the current SS benefit is $560/month and the COLA is 1.7%, PHA would
increase the monthly benefit of $560/month benefit by 1.7% to $569.52 and would then multiply
$569.52 times 12 to get the annual income. The rounding would occur at the annual calculation
$6834.
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CHAPTER 9: FAMILY SHARE & SUBSIDY DETERMINATION

9.1 Overview of Income-Based Rent Calculations
The first step in calculating income-based rent is to determine each
Then, if the family is occupying a unit that has tenant-paid utilities, the utility allowance is subtracted from
the TTP. The result of this calculation, if a positive number, is the tenant rent. If the TTP is less than the
utility allowance, the result of this calculation is a negative number, and is called the Utility Allowance
Payment, which may be paid to the family or directly to the utility company by PHA. See 9.10 Utility
Allowance Payments for further information.
9.2 Total Tenant Payment
TTP is the highest of the following amounts, rounded to the nearest dollar:

1 30 percent of the householdb s mont hly adjusted income;

1 10 percent of the householdb s mont hly gross income; ofr

f PHASds minimum rent of $50.

PHA may suspend and exempt families from minimum rent when a financial hardship exists.

The amount that a household pays for rent and utilities (the family share) will never be less than the

householddb s TTP but may be greater than the TTP dependi ncg

household selects.

MTW Policy

Using its MTW authority, PHA has established a program that will simplify the calculations and
verification of income and rent share for MTW Program households. The goal is to increase
administrative efficiency and accuracy in rent calculation, encourage self-sufficiency for households,
reduce paperwork requirements of households and minimize negative impacts on household rents
during the implementation period. In addition the proposed rent program provides incentives for
households to obtain employment and creates a fair and equitable program for rent calculation.

Rent Simplification will not apply to:

1 Households in Project Based Moderate Rehab units;
1 Households in SROs;

1 Households with a non-MTW voucher, including households whose vouchers are administered by
PHA under portability;

1 Enhanced Vouchers: unless and until they are converted to MTW vouchers;

1 VASH vouchers; or

1 Mainstream vouchers.
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The Rent Simplification Program includes the following:
1 Recertification of income once every 24 months;
1 Triennial recertification for elderly or disabled households on fixed incomes;

1 Elimination of the requirement to report increases in income that occur between regularly
scheduled recertifications;

1 Retention of the requirement to report all household composition changes and additions to the
household that add income to the household;

T Limit to voluntary interim recertifications to one every six months (elderly/disabled households are
exempt);

9 Calculation of household TTP as a percentage of monthly adjusted income using a tiered
percentage based on household size:

Household Size 1-2 persons: Rent is 28% of adjusted monthly income
Household Size 3-5 persons: Rent is 27% of adjusted monthly income
Household Size 6+ persons:  Rent is 26% of adjusted monthly income

Foster children, foster adults and live-in aides are not counted in the household size when
determining the percentage of monthly adjusted income for TTP;

1 Retention of a $50 minimum rent;

1 Existing income inclusions and exclusions required by federal Legislation under 24 C.F.R. 85.609
T Annual Income will continue to be considered in calculating annual income, unless modified
under MTW;

1 Self-certification of assets and asset income when the value of the assets $50,000 or below;
1 Exclusion from annual income, asset income on the first $50,000 of assets;

9 Calculation of asset income when the market value of assets is over $50,000 using the market
value of the assettimesthep a s s b 0 0 k ratea Didpositjod sosts will not be factored into this
calculation; and

1 Exclusion of all earned income for adult full time students other than the head of household, co-
head and spouse.

Elimination of all deductions under 24 C.F.R. 85.611 - Adjusted Income, except for:

1 A $500 working family deduction per year for families with one or more members employed full
time or part time, (at least twenty hours per week). Full time adult students (other than the HOH
and spouse) and minors who work at least 20 hours per week are not eligible for the working
family deduction; and

1 The full Medicare/Medicaid/health, dental and/or vision insurance payments for elderly and
disabled households.

For alll of PHAG6s rent and wutil iuanyto issIMTW autharityePHAo | i c i
will consider exceptions to these policies on a case-by-case basis for families who can demonstrate a
long term hardship that will result from application of the policies to them, or as a reasonable
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accommodation. To qualify for a hardship exemption, a household must submit a request for a
hardship exemption in writing. The request must explain the nature of the hardship and how the
application of the rent or utility allowance policy to the household will affect the household.

PHA applies Rent Simplification to Homeownership vouchers.

9.3 Total Tenant Payment for Mixed Households

A mixed household is one that includes at least one U.S. citizen or eligible immigrant and any number of
ineligible household members. PHA will prorate the assistance provided to a mixed household. PHA will
first determine assistance as if all household members were eligible and then prorate the assistance
according to the regulatory requirement at 24 CFR 5.520.

9.4 Changes to Rent Simplification Approach

MTW Policy

PHA will make changes to the rent simplification approach or specific elements of the rent calculation
system, and revise policies and procedures as required ensuring that the goals of administrative
efficiency and overall fairness are maintained.

95 Minimum Rent

PHAG6s mini mum r e fihe ExeativesDiréctoraot his $lésignee is authorized to evaluate the
minimum rent policy, report to the Board any proposed changes, and make subsequent adjustments to the

policy.

9.6 Minimum Rent Hardship Exemption

PHA will grant an exemption from the minimum rent if a household can document that they are unable to
pay the minimum rent because of a long term hardship (over 90 days). The minimum rent financial
hardship exemption applies only to families required to pay the minimum rent. If a householdd s T TP
higher than the minimum rent, the household is not eligible for a minimum rent hardship exemption.

Situations under which households would qualify for the hardship exemption from minimum rent are
limited to the following:

1 The household has lost eligibility for or is applying for an eligibility determination for a federal,
State or local assistance program;

1 The household would be evicted as result of the imposition of the minimum rent requirements;

1 The income of the household has decreased because of changed circumstances, including loss
of employment; or

1 A death in the household has occurred. In order to qualify under this provision, a household must
describe how the death has created a financial hardship (i.e., because of funeral-related
expenses or the loss of the household me mber 6s i ncome) .
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To qualify for a minimum rent hardship exemption, a household must submit a request for a hardship
exemption in writing. The request must explain the nature of the hardship and how the hardship has
affected the householdd s abi l ity to pay the minimum rent.

9.6.1 Determination of Minimum Rent Hardship Exemption

When a household requests a financial hardship exemption from minimum rent, PHA will suspend the
minimum rent requirement beginning the first of the month following the householdd6 s r equest . PHA
then determine whether the financial hardship exists and whether the hardship is temporary or long-term.

PHA defines temporary hardship as a hardship expected to last 90 days or less. Long term hardship is
defined as a hardship expected to last more than 90 days.

9.6.2 No Financial Hardship

If PHA determines there is no financial hardship, PHA will reinstate the minimum rent and require the
household to repay the amounts suspended.

PHA will require the householdt o repay the suspended amount within 30
that a hardship exemption has not been granted.

9.6.3 Temporary Hardship

If PHA determines that a qualifying financial hardship is temporary, PHA will not impose the minimum rent

during the 90-day suspension period. At the end of the 90-day suspension period, PHA will reinstate the

minimum rent from the beginning of the first of the month following the date of the household6 s r equest f o
a hardship exemption.

The household must resume payment of the minimum rent and must repay PHA the amounts suspended
in accordance with PHAG6s repayment agreement policy.

9.6.4 Long-Term Hardship

If PHA determines that the financial hardship is long-term, PHA will exempt the household from the

minimum rent requirement for so long as the hardship continues. The exemption will apply from the first of

the month following the householdd s r equest unt il the end of the qualif
hardship has been determined to be long-term, the household is not required to repay the minimum rent.

Families approved for the exemption from minimum rent are required to re-verify every one hundred and

twenty (120) days.

1 The hardship period ends when the household6 s cal cul ated TTP is greater t

1 For hardship conditions based on loss of income, the hardship condition will continue to be
recognized until new sources of income are received to enable the household to pay at least the
minimum rent.

1 When the minimum rent is suspended, the household share reverts to the highest of the
remaining components of the calculated TTP.

9.7 Family Share
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The family share isthef ami | yés contri bution toward the gross rent.
For a family selecting a unit where the gross rent is at or below the payment standard for the family, the
family share will be the same as the TTP.
For a family selecting a unit where the gross rent exceeds the payment standard for the family, the family
share is the TTP plus any amount by which the gross rent exceeds the payment standard.
1 Atinitial occupancy and upon transfer to a new unit, PHA will not approve the tenancy if the gross
rent is above the payment standard resulting in a family share that exceeds the maximum initial
rent burden, which is 40% of adjusted monthly income, even if the rent is reasonable.
1 PHA may approve a unit if the gross rent is above the payment standard, but does not result in a
tenant portion that exceeds the 40% of monthly adjusted income.
9.8 Tenant Rent to Owner
When the household is directly paying for some or all of the utilities, the household rent to owner is
determined by subtracting the contract rent to the owner from the HAP to the owner.
9.9 PHA Subsidy (Housing Assistance Payment)
PHA will pay a monthly housing assistance payment (HAP) for a household that is equal to the lower of:
1. The applicable payment standard for the household minus the householdd6 s TTP; or
2. The gross rent for the householdd s unit minus the TTP.
If during the term of the HAP contract for a householdd s uni t the owner |l ower s

recalculate the HAP using the lower of the initial payment standard or the gross rent for the unit.

9.10 Utility Allowance Payments

If the amount of the utility allowance exceeds the total tenant payment, PHA will pay the amount of such
excess to the tenant as a reimbursement for tenant-paid utilities, and the tenant rent to the owner must be
zero.

PHA may pay the utility reimbursement directly to the household or to the utility supplier on behalf of the
household. If the PHA chooses to pay the utility supplier directly, PHA will notify the household of the

amount paid to the utility supplier.

PHA may elect to make utility payments on a quarterly basis if and when the utility payment totals $45 or
less per quarter. In the event PHA adopts such a policy and if the family leaves the program in advance
of its next quarterly utility payment, PHA will reimburse the family for a pro-rated share of the applicable
utility payment.

Where PHA elects to exercise the quarterly utility payment option, families may submit a written request
for a hardship if receipt of quarterly utility payments would pose a financial hardship on the family. PHA
will review such requests on a case by case basis and provide a written determination on the outcome
within a reasonable time period.
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Financial hardship for the utility payment policy may be granted when and if a family demonstrates a
situation in which the family cannot stay current with utility bills unless utility payments are received
monthly. Verification of such hardship will include review of utility bills and related arrearages totaling
more than two monthés average cost.
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CHAPTER 10: VERIFICATION

PHA verifies information that is used to establish the householdb6s el i gi bil ity and | evel C
is required to obtain the householdb s consent to col |l ect t hhousehdldsmuwstr mat i on.
cooperate with the verification process as a condition of receiving assistance.

Verification policies, rules and procedures will be modified as needed to accommodate persons with
disabilities. All information obtained through the verification process will be handled in accordance with
the record keeping policies established by PHA.

Where HUDGO6s table of acceptabl e ver irdmentsaRHA eenficatlonf f er s f
requirements will apply.

10.1 Consent to Release of Information

The household must supply any information that PHA or HUD determines is necessary to the
administration of the program and must consent to PHA verification of that information.

It is required that all adult applicants and households sign form HUD-9886, Authorization for Release of
Information and other applicable release forms. Adult household members must sign other consent forms
as needed to collect information relevant to the householdd s el i gi bi l ity and | evel of a

10.2 Penalties for Failing to Consent

If any household member who is required to sign a consent form fails to do so, PHA will deny admission
to applicants or terminate assistance for existing households. The household may request a hearing in
accordance with PHA's hearing procedures.

10.3  General Verification Requirements

1. Any documents used for verification(both income and household information documents) must be
the original (not photocopies) and generally must be dated within 60 calendar days of the date
they are provided to PHA, including documents verified prior to voucher issuance. PHA may
accept scanned documents from third parties.

2. PHA may begin processing recertifications using an on-line system of delivery of recertification
materials. When this process is implemented, PHA will accept electronic signatures for
verification of program information.

3. Before issuing a voucher for admission to the program, PHA will re-verify income if the
householdd s i ncome has changed or any income verificati

4. The documents must not be damaged, altered or in any way illegible. PHA may reject any tenant
provided documentation if:
0 The document is not an original; or
0 The original document has been altered, mutilated or is not legible; or
o0 The document appears to be a forged document (i.e. does not appear to be authentic)

5. Generally, PHA will maintain the validity of verification documents for 150 days from the date of
receipt.
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10.

11.

12.

13.

14.

15.

10.4

If 150 or more days have elapsed since the verification information was received by PHA for any
recertification and the 50058 is about to be validated, PHA will request updated income
information from the household, including but not limited to, current pay stubs and benefits letters.
If the difference between the updated income information and the previously calculated
information is greater than $200 per month, PHA will recalculate income and TTP using the
updated tenant provided income. If the difference is less than $200/month, no changes will be
made. If the tenant cannot provide updated documentation of income, PHA will follow the
hierarchy of verification and attempt to receive updated verification from the third party source.

In an effort to lease families as quickly as possible and to reduce staff workload, PHA has opted
not to re-verify household composition and information related to income and allowances during
the leasing process even if the 150 day threshold has been exceeded.

Unless otherwise stated, PHA will accept documents dated more than 6 months before the
processing date of the household's recertification if the document represents the most recent
scheduled report from a source. For example, if the holder of a pension annuity provides annual
reports, PHA would accept the most recent report. However, a SS benefit letter can be obtained
more than once per year, so that PHA would not accept a benefit letter that was more than 60
days old.

Print-outs from web pages are considered original documents.
Generally, the PHA staff member who views verification documents must make a photocopy and
date stamp the copy with the date the document was received. Birth certificates, photo IDs and

SS cards will not require a date stamp.

Any household self-certifications must be made in a format acceptable to PHA and must be
signed in the presence of a PHA representative or Notary Public.

The cost of verification will not be passed on to the household.

For verification of wages using review of household provided documents, PHA requires

Pay Frequency Number of
Consecutive Pay
Stubs
Weekly 4
Bi-weekly or Twice/Month 2
Monthly 2

If an applicant/household provides more than the minimum required pay stubs for verification,
PHA will use only the minimum number of paystubs required and will ensure that the pay stubs
used reflect the most current paystubs provided.

If a verifier provides a range of hours worked, PHA will use the average of the range to calculate
income.

Substantial Difference

PHA will use the $200 per month as the threshold for a substantial difference.

10.5

Substantial Difference Exists
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If UIV/ third party information differs substantially from household provided information PHA reserves the
right to request additional verification information and use any other verification method in priority order to
reconcile the difference.

10.6 Fraud
Information provided by the applicant/household that proves to be untrue may be used to disqualify the
applicant for admission or terminate the household on the basis of attempted fraud. PHA considers false
information concerning the following to be grounds for rejecting an applicant or terminating assistance:

1 Income, assets, household composition;

1 Social Security Numbers;

1 Preferences;

1 Allowances; and

1 Previous household history or criminal history

The applicant/household shall be notified in writing of such determination by PHA and will be given the
opportunity for an informal review /hearing of the matter.

10.7 Hierarchy of Verification

PHA may use six methods to verify household information. In general PHA will use the most reliable form
of verification that is available and will document the reasons when PHA uses a lesser form of verification.

In order of priority, the forms of verification that PHA will use are:
1. Upfrontincome Veri ficati on us iamlthe InRconked/alidaikon VoolglYT$ t e m
2. Upfront Income Verification using non-HUD systems
3. Written Third-Party Verification: An original or authentic document generated by the third-party
source, which may be in the possession of the tenant or applicant. Examples include pay stubs,

bank statements, and pharmacy printouts.

4. Written Third Party Verification Form: Standardized form sent by PHA to the third party source by
mail, fax or e-mail.

5. Oral Third-Party: Verification by contact via telephone or in-person.

6. Self-Certification or Tenant Declaration.

10.8 Enterprise Income Verification (EIV) System

PHA wil | use HUDO®s dJpdrtysowwce sotvearifiyteraast engployimbnit andl certain income
information during regular and interim recertifications of household composition and income. The
foll owing policies apply to the use of HUDGO6s EIV syst el
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10.8.1 Income Validation Tool (IVT)

The IVT report facilitates and enhances identification of unreported or under-reported income during
interim and regular reexaminations. The IVT also provides income and wage, unemployment
compensation and SSA benefit information. Additionally, the IVT report provides income information for
heads of household and family members where there may be discrepancies in family reported income
and employer reported information.

At each regular and interim reexamination of income and family composition PHA will:
1 Review the EIV Income and IVT reports to confirm/validate tenant-reported income;
1 Print and maintain the EIV Income and IVT Reports in the tenant file;
1 Obtain current acceptable tenant-provided documentation to supplement EIV information (where
applicable); and
1 Use current tenant-provided documentation and/or third-party verification to calculate annual
income.

Additionally, at each regular and interim reexamination of income and family composition, using the IVT,
PHA will:

Identify any reported discrepancies in family reported income and employer reported information;
Request the tenant to provide any documentation to confirm or dispute the income discrepancy;

If applicable, determine the tenant rent using the correct and updated income;

Determine the degree of tenant underreporting or misreporting of income information; and

Take action in accordance with PHA policy to resolve the identified discrepancies.

= =4 =4 -4 -9

10.8.2 EIV Income Reports

The data shown on income reports is updated quarterly. Data may be between three and six months old
at the time reports are generated.

EIV Income reports will be compared to household-provided information as part of the regular and interim
reexamination process. Income reports may be used in the calculation of annual income, as described in
CHAPTER 8:INCOME AND ADJUSTED INCOME.

Income reports will be used as necessary to identify earned income and unemployment benefits, and to
verify and calculate Social Security, Dual Entitlement and/or SSI benefits. EIV will also be used to verify
that households claiming zero income are not receiving income from any of these sources.

New Admission:

For each new admission, PHA will review the EIV Income and IVT Reports within 120 days from the first
PIC submission date to ensure that families, at the time of admission, accurately reported income. PHA
will print and retain the reports and will take action to address any income discrepancies within 60 days
from running the EIV income report.

Historical Adjustment:

For each historical adjustment, PHA will run the EIV Income and IVT Reports within 120 days from the
PIC submission date to ensure that families accurately reported income. PHA will print and retain the
reports and will take action to address any income discrepancies within 60 days from running the EIV/IVT
reports.

Interim Reexamination of Family Income and Composition

For each interim reexamination of family income and composition, PHA will review the EIV Income and
IVT Reports to ensure that families accurately reported income. PHA will print and retain the reports and
will follow up with the family and resolve the differences between reported information using the HUD
hierarchy of verification.
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Regular Reexamination

For each regular reexamination of family income and composition, PHA will review and retain in the
tenant file the EIV Income and IVT Reports and any applicable documentation to resolve identified
income discrepancies.

10.8.3 EIV Identity Verification

The EIV system verifies tenant identities against Social Security Administration (SSA) records.

These records are compared to Public and Indian Housing Information Center (PIC) data for a match on
social security number, name, and date of birth. When identity verification for a tenant fails, a message
will be displayed within the EIV system and no income information will be displayed.

PHA will identify residents whose identity verification has failed. PHA will attempt to resolve PIC/SSA
discrepancies by obtaining appropriate documentation from the household. When PHA determines that
discrepancies exist as a result of PHA errors, such as spelling errors or incorrect birth dates, PHA will
correct the errors.

10.9 Up-Front Income Verification (UIV)

Upf ront i ncome verificati on vérifichtdn tools avhilabledront imdeplndeitd s u s e
sources that maintain computerized information about earnings and benefits. UIV will be used to the

extent these systems are available to PHA.

10.10 Third-Party Written Verification

Written third-party verification is an original or authentic document generated by a third party source
dated either within the 60-day period preceding the reexamination or PHA request date. Such
documentation may be in the possession of the household. PHA may, at its discretion, reject any
household-provided documents and follow up directly with the source to obtain necessary verification of
information.

Examples of acceptable written third-party verification tenant-provided documents include, but are not
limited to: pay stubs, payroll summary reports, employer notice or letters of hire and termination, SSA
benefit verification letters, bank statements, child support payment stubs, welfare benefit letters and/or
printouts, and unemployment monetary benefit notices.

Unless third-party verification is not required, PHA will attempt to obtain third-party verification before
using another form of verification

10.11 Written Third-Party Verification Form
PHA will send a written request for third party verification under the following circumstances:

When higher forms of verification (UIV, EIV, written third party documents) are not available;
When PHA requires clarification of income information;

If the tenant disputes EIV, UIV or other third party documents; and

When there is a significant difference between tenant provided information and third party
documents.

E ]
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For example, if a tenant is unable to provide pay stubs, PHA will send a written third party verification
form to the employer to verify employment status and income.

il

PHA may mail, fax, e-mail, or hand deliver third-party written verification form requests and will
accept third-party responses by of any of these methods.

As needed, PHA will send a written request for verification to each required source after securing
ahouseholddbs aut horization for the release of the

A record of each attempt to contact the third-party source will be documented in the file.

10.12 Oral Third-Party Verification

Oral third-party verification is mandatory if neither form of written third-party verification is available. Third-
party oral verification may be used when requests for written third-party verification forms have not been
returned within a reasonable timed e.g., 5 business days. PHA will document oral verification attempts in
the household file.

Information received orally from third parties may be used either to clarify information provided in writing
by the third party or as independent verification when written third-party verification is not received in a
timely fashion.

10.13 When Third-Party Verification Is Not Required

Third party verification will not be required under the following circumstances:

1

Verification Service Charge
If there is a service charge for third party verification, PHA will assume that third party verification
is not available and use lower forms of verification according to the verification hierarchy.

Primary Documents
Third-party verification is not required when legal documents are the primary source, such as a
birth certificate or other legal documentation of birth.

Assets Disposed of Less than Fair Market Value

PHA will accept a self-certification from the family as verification of assets disposed of for less
than fair market value. See Verification of Assets for policies related to assets disposed of for
less than fair market value.

Other Assets
PHA will accept a self-certification of asset value and income when the market value of the
faml y6s assets i s(MFEONY)O0OO or bel ow

Insignificant Amount of Income

PHA will determine that third-party verification is not required if the asset or expense involves an
insignificant amount of income, making it not cost-effective or reasonable to obtain third-party
verification. An insignificant amount of income is defined as $10 or less per month.

10.14 Self-Certification
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Household members will be required to submit self-certifications attesting to the accuracy of the
information they have provided to PHA when information cannot be verified by a third party or by review
of documents. Self-cer t i f i cat idoenc,| aara tsetoasradst resert when PHA is unable to
obtain third-party verification. PHA will document the file with attempts to obtain higher forms of
verification before relying on self-certification. PHA may require a household to certify a household
member does not receive a particular type of income or benefit.
The self-certification must be made in a format acceptable to PHA and must be signed by the household
member whose information or status is being verified. All self-certifications must be signed in the
presence of a PHA representative or notary public.
Self-certification may not be used to verify the following benefits:

1 Social Security Benefits;

1 Unemployment

1 Court Ordered Child Support

1 Supplemental Security Benefits; or

1 Public Assistance

1 Veterans Benefits

M Government Pensions

1 Unreimbursed medical expenses

10.15 When Third-Party Information is Late

When third-party verification has been requested and the timeframes for submission have been
exceeded, PHA will use tenant provided information on a provisional basis. If PHA later receives third-
party verification that differs substantially from the amounts used in income and rent determinations and it
is past the deadline for processing the recertification, PHA will conduct an interim recertification to adjust
the figures.

10.16 Verification of Citizenship/Eligible Immigration Status

1 U.S Citizenship: Verification consists of a signed Declaration of Citizenship for all U.S. Citizens
and Nationals

1 Eligible Non-Citizens: Verification consists of a signed Declaration of Eligible Immigration Status
AND one of the Section 214 documents listed in 24 C.F.R. 5.508(b)(1) and verification from the
USCIS SAVE system when available.
For eligible noncitizens who are 62 years of age or older or who will be 62 years of age or older and
receiving assistance under a Section 214 covered program on September 30, 1996 or applying for
assistance on or after that date, the evidence consists of:

1 A signed declaration of eligible immigration status; and

1 Proof of age document.
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10.17 Verification of Assets

PHA will verify the value and income from assets using the verification hierarchy. For assets disposed at
less than fair market value in the two years preceding the effective date of admission or the certification,
PHA will accept a self-certification from the household including a certification regarding the assets
disposed, the date of disposition and the amount received for the asset.

Non-MTW Policy:

For a family with net assets equal t o o r-ceftifeatian oft han $5
asset value and asset income without taking additional steps to verify the accuracy of the declaration;

however, PHA will conduct third party verification of family assets every three years regardless of the

value of the assets.

MTW Policy

Under the authority of the MTW Agreement, applicants and households will be allowed to self-certify
asset value and income when the market value of the householdd s assets is $WHER0O00 or
the market value of the asset is greater than $50,000, PHA will verify the market value of the asset
using the verification hierarchy. Each household will be required to complete one asset self-
certification at admission and at each regular recertification. For policies on calculation of asset
income see 8.7 Asset Income.

10.18 Verification of Fixed Sources of Income

Pursuant to the Final 2016 Rule on Streamlining of Administrative Regulations, PHA will verify and
calculate income for the following benefits per the policy on streamlined income determinations. See 8-4
Streamlined Income Determination.

1 SS, SSland SSDI

1 Federal, state, local or private pension plans

1 Annuities or other retirement benefit programs, insurance policies, disability or death benefits, or
other similar types of periodic receipts; or

1 Any other source of income subject to adjustment by a verifiable COLA or current rate of interest.

10.19 Verification of SS and SSI Benefits

PHA will conduct third party verification of SS/SSI benefits per the policy on streamlined income
determinations. See 8-4 Streamlined Income Determination

In the years where PHA is required to complete third party verification of SS and SSI benefits, PHA will
use EIV as the preferred source for verification of SS and SSI benefits for participants and UIV or benefit
letters for applicants. Additionally, PHA will use UIV or benefit letters if EIV is not available or if the tenant
disputes the EIV information for SS and/or SSI.

Upfront verification (UIV) for SS/SSI would be completed using the Department of Public Welfare CIS
database. The State Supplementary Portion will be verified via UIV- using the DPW CIS database.

When the monthly benefit amount provided by EIV and the benefit letter do not identify the benefit for the
upcoming year, PHA will use the Cost of Living Adjustment (COLA) excerpt from the Social Security
Administration (SSA) website to verify the monthly benefit. Generally, this policy will be applicable to
recertifications effective January, February and/or March.
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10.20 Verification of Unemployment

Generally, if EIV reveals current unemployment benefits, PHA will verify unemployment benefits with a
tenant supplied benefit letter. Third party written verification forms will not be sent as there is a service
charge for the verification.

10.21 Verification of Child Support

PHA will verify child support using the verification hierarchy. When there are minors in a household
and/or a new minor is added to the household and both parents/guardians do not reside in the household,
PHA staff must request third-party verification of court ordered child support from Family Court. If there
are no minors in the household, PHA will not request verification from Family Court.

10.22 Verification of Department of Public Assistance Benefits

PHA willusethe St ate of Pennsylvaniabs electronic dat
the PA database is unavailable, PHA will request third-party verification from the local DPA office. For
applicants, PHA may use the DPA database to verify the State Supplementary Payment.

10.23 Verification of Zero Income

A Zero Income household is one where no household member receives any income, contributions and/or
benefits on his/her own behalf or on behalf of another individual in the household.

Where a full-time student, other than the head of household, co-head or spouse is working and the
earned income on behalf of that student is the only income for| the household, PHA will not treat this
household as a zero income household even though all of the income is excluded.

Households that report zero income may be required to provide information regarding their means of
basic subsistence, such as food, utilities, transportation, etc. If the householdbs expenses

abase

exceed

t

known income, PHA may make inquiry as to the nature of the householdb s accessi hl e resource

PHA will require the following when the household claims zero income and at each successive regular
recertification:

1 Completion of a financial hardship worksheet;
1 Completion of a zero income self-certification by each adult household member;
1 EIV check to confirm that no household member has any income; and

q 3¢ party verification to the Family Court to confirm that no child support is paid, (only if there are
minors in the household and both parent/legal guardians do not reside in the household).

Every 180 days, PHA will run an EIV check on zero income households and take action as required for
unreported income.

A zero income individual is one who does not receive any income, contributions and/or benefits on his/her
own behalf or on behalf of another individual in the household. PHA will conduct the following
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verifications on zero income individuals when he/she claims zero income and at each successive regular
recertification:

1 Completion of a zero income self-certification;
1 EIV check to confirm that the individual member has no income; and
q 3¢ party verification to the Family Court to confirm that no child support is paid, (only if the zero
income household member has minor children in the household and both parent/legal guardians
do not reside in the household).
PHA will not conduct EIV checks every 180 days for zero income individuals; however, PHA reserves the

right to run an EIV check to ensure program integrity.

10.24 Verification of Tuition and Fees

PHA will verify the amounts of tuition and required fees charged by the school when determining annual

i ncome. PHA wi | | verify those amounts wusing the studen
account statement) as provided by t he school 6s bursardés office, or b
directl y. PHA may also visit the school s website as
itemized list covering tuition and fees that are charged to a majority of their students on their websites.

10.25 Verification of SSN and Date of Birth

Applicants will be required to provide a SSN on the pre-application form. PHA will request verification of

the SS number during screening for eligibility. Alternate arrangements will be made for applicants who are

not US Citizens or have eligible immigration status.

PHA may accept the following as verification of an apr

Birth if the document includes the name of the individual and his/her SSN or Date of Birth:
1 Anoriginal SSN card issued by the Social Security Administration (SSA);
1 An original SSA issued document;
1 Astate-issueddr i ver ds | icense with a SSN
9 Identification card issued by a federal, state or local agency;

9 Identification card issued by a medical insurance company or provider (including Medicare and
Medicaid);

1 Identification card issued by an employer or trade union;

Passport;
Birth Certificate;

1 Earnings statement on payroll stubs;
1 School, hospital, employment and/or medical records;

1 Bank statements;
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1 IRS Form 1099;

1 Benefit award letters from government agencies;

1 Retirement benefit letter;

1 Life insurance policies; or

1 Court record (real estate, tax notices, marriage and divorce, judgment or bankruptcy records).
Certain Foster Care placements are such that Foster Care Agencies are not in possession of original SS
Cards and/or Birth Certificates; however they have received information containing SSNs and date of
birth. In the event a certified Foster Care Agency cannot produce a SS card or birth certificate, PHA may
accept a letter from the Foster Care Agency to verifythef ost er chi |l ddés soci al
birth.
10.26 Verification of Disability
The definition of a person with a disability for the purpose of obtaining a reasonable accommodation is
much broader than the HUD definition of disability which is used for waiting list preferences and income

allowances.

Before providing an accommodation, PHA must determine that the person meets the definition of a

person with a disability, and that the accommodation will enhance the householdé s access to
programs and services.
I f a personds di sability i s 0 b vi otlesneed or theoreghestedwi s e

accommodation is also readily apparent or known, no further verification will be required.

If a household indicates that an accommodation is required for a disability that is not obvious or otherwise
known to PHA, PHA must verify that the person meets the definition of a person with a disability, and that
the limitations imposed by the disability require the requested accommodation.

Third-party verification must be obtained from an individual identified by the household who is competent
to make the determination. A doctor or other medical professional, a peer support group, a non-medical
service agency, or a reliable third party who i
provide verification of a disability.

PHA shall not inquire about the nature or severi
details of treatment for a disability or medical condition. PHA will destroy or return any medical
documentation that states the nature orext e nt of a personés disability
Receipt of di sability benefits paid by the Soci

may be used to verifyther e c i p statua fordhe eligibility for the disabled household deduction. If head
of household, co-head or spouse claims to be disabled and does not receive disability income, PHA will
conduct third party verification to confirm disabled status.

10.27 Verification of Student Status & Earned Income
PHA will consider full time student status as enrollment with a course load of 12 or more credit hours.

Where an institution uses less than 12 hours as a standard for full time status, PHA will request and
obtain third party verification to confirm full time student status.
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PHA requires families to provide information about the student status of all students who are 18 years of
age or older. This information will be verified only if:

1 The household reports full-time student status for an adult other than the head, spouse, or co-
head; or

1 The household reports child care expenses to enable a household member to further his or her
education.

Non-MTW Policy:
PHA will verify all earned income for all full time students.

MTW Policy

PHA will not verify the earned income for full-time students. Such income is fully excluded. This
provision does not apply to full time students who are the heads of household, co-heads or spouses.

10.27.1 Restrictions on Assistance to Students Enrolled in Institutions of Higher
Education

PHA will verify that an adult student enrolled in an institution of higher education is independent from
his/her parents and meets the other requirements for a student to be eligible for HCV assistance. See
policies on Independent Students.

To verify independent student status and determine a
following will be completed:

1 Review and verify previous address information to determine evidence of a separate household
or verify the student meets the U.S. Depart ment of

T Review a studen
t

6s pri or ytheastudent is mdepeadert @ xerifytbet ur ns t «
student meets e

t r
h U. S. Depar indegendentsiudentEd ucati onds de
1 Verify income provided by a parent by requiring a written certification from the individual providing

the support. Certification is also required if the parent is providing no support to the student.

Financial assistance that is provided by persons not living in the unit is part of annual income,

except i f the student meets t he idependenttstodem.t of Educa
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CHAPTER 11: HOUSING QUALITY STANDARDS

11.1 Overview

PHA will inspect each unit in accordance with established policies to determine if the unit meets the
Housing Quality Standards (AHQSO0) . A houssholdd sy foifl ee.ac h
11.2 HQS Standards

PHA conforms to the performance and acceptability requirements at 24 C.F.R. 982.401 when conducting
HQS. Also, PHA inspectors are expected to rely on their professional judgment in discriminating between
a pass or fail condition.

HUD's performance and acceptability requirements for HCV-assisted housing cover the following areas:

f
f
f
f
f
f
f
f
f
f
f
f
f

11.3

Sanitary facilities;

Food preparation and refuse disposal;
Space and security;
Thermal environment;
lllumination and electricity;
Structure and materials;
Interior air quality;

Water supply;

Lead-based paint;
Access;

Site and neighborhood;
Sanitary condition; and

Smoke detectors.

Initial Inspection Time Frame

PHA will use the results of an initial approved inspection for a period of 60 calendar days. If the lease
and HAP contract are not effective within 60 calendar days from the date of the approved inspection, the
unit will be reinspected.

11.4

Owner Responsibilities

The owner must maintain the unit in accordance with HQS. If the owner fails to maintain the dwelling unit
in accordance with HQS, PHA will take action to enforce the owner obligations, which may include
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abatement or reduction of HAP payments and termination of the HAP contract. The owner is not
responsible for breaches in HQS not caused by the owner and for which the family is responsible, as
listed below.

11.5 Family Responsibilities

The family is responsible for correcting the following HQS deficiencies:
1 Tenant-paid utilities not in service;
1 Failure to provide or maintain family-supplied appliances; and

1 Damage to the unit or premises caused by a household member or guest beyond normal wear
and tear.

PHA may terminate assistance to a family because of an HQS breach caused by the family.

11.6  Violation of HQS Space Standards

If PHA determines that a unit does not meet the HQS space standards because of an increase in family
size or a change in family composition, PHA will issue the family a new voucher. If an acceptable unit is
available for rental by the family, PHA will terminate the existing HAP contract in accordance with its
terms and execute a new HAP contract for the new unit.

11.7 Modifications to Provide Accessibility

An owner must not refuse the request of a family that contains a person with a disability to make
necessary and reasonabl e modi f i c ase.i A sush ntodificatiomemustni t , at
meet all applicable HQS requirements.

11.8  Types of Inspections

PHA conducts the following types of inspections as needed. Each type of inspection is discussed in more
detail in the paragraphs that follow.

Initial Inspections

PHA conducts initial inspections in response to a request from the family to approve a unit for
participation in the HCV program. The unit must pass the HQS inspection before the effective date of the
HAP Contract.

Annual & Biennial Inspections i Regular Inspections

PHA will inspect each unit under lease at least biennially to confirm the unit continues to meet HQS.
Biennial inspection frequency means that the unit must be inspected at least once in a 24 month period.
Annual inspection means that the unit must be inspected at least once in a 12 month period. When the
term regular inspection is used it refers to annual and biennial inspections.

Special Inspections
A special inspection may be requested by the owner, the family, or a third party as a result of problems
identified between annual inspections.
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Quality Control Inspections

Quality control inspections are re-Inspections completed by a supervisor or other qualified individual on a
sample of HCV program units to ensure that HQS are being enforced correctly and uniformly by all
inspectors.

11.9 Cost of Inspection
PHA will not charge the family for unit inspections.

PHA will establish a reasonable fee to owners for reinspection of a unit if an owner notifies PHA that a
repair has been made or the allotted time for repairs has elapsed and a reinspection reveals that any
deficiency cited in the previous inspection that the owner is responsible for repairing was not corrected.

The owner may not pass this fee along to the family.

PHA will not reinspect the unit again until payment for the cost of the reinspection has been received from
the owner. For example, if a unit failed inspection, PHA will reinspect the unit within 15 days from the
date the owner notified PHA that the repair was completed or within 15 days from the time period allotted
for the repair. If the unit failed reinspection, PHA will not reinspect the unit again until the cost of the
reinspection has been received from the owner.

11.10 Notice and Scheduling

The family must allow PHA to inspect the unit at reasonable times and with reasonable notice.

Both the family and the owner will be given reasonable notice of all inspections. Except in the case of
emergency conditions, reasonable notice is considered to be no less than 48 hours. In the case of a

emergency conditions, PHA will give as much notice as possible, given the nature of the emergency.

If an authorized adult cannot be present on the scheduled date, the family should request that PHA
reschedule the inspection. PHA will schedule a new inspection date.

If the family misses the first scheduled appointment without requesting a new inspection date, PHA will
automatically schedule a second inspection. If the family misses two scheduled inspections without PHA

approval, PHA will consider the family to have violated its obligation to make the unit available for
i nspection. This may result in termination of the f ami

11.11 Owner and Family Inspection Attendance

When a family occupies the unit at the time of inspection, an authorized adult must be present for the
inspection. The presence of the owner or the owner's representative is encouraged but is not required.

At initial inspection of a vacant unit, PHA will inspect the unit in the presence of the owner or owner's
representative. The presence of a family representative is permitted, but is not required.

11.12 Initial HQS Inspection
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PHA will complete the initial inspection, determine whether the unit satisfies HQS, and notify the owner
and the family of the determination within a reasonable time from submission of the Request for Tenancy
Approval (RFTA).

Generally, PHA will provide owners 15 business days from the date of the failed initial inspection to
correct identified deficiencies. If requested by the owner, the time frame for correcting the deficiencies
may be extended by PHA for good cause. PHA will reinspect the unit within a reasonable time after the
owner notifies PHA that the required corrections have been made.

If the time period for correcting the deficiencies (or any PHA-approved extension) has elapsed, and the
unit fails HQS at the time of the reinspection, PHA will notify the owner and the family that the unit has
been rejected and that the family must search for another unit. PHA may agree to conduct a second
reinspection, for good cause, at the request of the family and owner.

11.13 HQS Inspection Frequency

Each unit under HAP contract will have an HQS inspection at least once in a 24 month period. PHA
reserves the right to change any HQS unit inspection frequency based solely upon management
discretion. For example, if a unit has had HQS failures on all scheduled HQS inspections, PHA may
inspect the unit on an annual instead of biennial basis.

Upon full implementation of the biennial HQS policy, a portion of the applicable units may undergo
inspection in Year One and the remaining units on biennial inspection may be inspected in Year 2. In
subsequent years, PHA reserves the right to change inspection frequencies to achieve load balancing
and/or if the owner unit history dictates.

Units in properties that are mixed-finance properties assisted with project based vouchers may be
inspected at least triennially pursuant to 24 CFR 983.103.

Tenants cannot opt for their unit to remain on an annual inspection schedule; however, either the tenant
or the owner may request a complaint inspection at any time. Complaint inspections should not be
requested until the owner/tenant has been contacted and given the opportunity to respond to the HQS
issue.

11.14 Special Inspections

PHA will conduct a special inspection if the owner, family, or a third party reports possible HQS violations
in the unit.

During a special inspection, PHA generally will inspect only those deficiencies that were reported,;
however, the inspector may record any additional HQS deficiencies that are observed and may require
the responsible party to make the necessary repairs.

If the annual inspection has been scheduled or is due within 90 days of the date the special inspection is
scheduled, PHA may elect to conduct a full annual inspection.

11.15 Quality Control Inspections

A PHA supervisor or other qualified person will conduct quality control inspections of a sample of units to

ensure that each inspector is conducting accurate and complete inspections and that there is consistency
in the application of HQS.
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The unit sample will generally include units that have been inspected within the preceding 3 months. The
selected sample will include:

1 Each type of inspection (initial, annual, and special);
1 Inspections completed by each inspector; and

1 Units from a cross-section of neighborhoods.

11.16 Alternative Inspections

PHA may comply with the inspection requirement through reliance upon an inspection conducted for
another housing assistance program. Compliance with the inspection requirement may be met by
reliance upon an inspection of housing assisted under:

1 The HOME Investment Partnerships (HOME) program (under Title Il of the Cranston-Gonzalez
National Affordable Housing Act;

1 Housing financed via the Treasury Department's Low-Income Housing Tax Credit program
(LIHTC), taking into account the standards employed by those programs;

1 An inspection performed by HUD.
If PHA relies on an alternate inspection method other than one of the methods above, then, prior to

implementation, PHA will submit to the Real Estate Assessment Center (REAC) a copy of the inspection
method it wishes to use, along with its analysis of the inspection method that shows that the method

Aprovides the same or greater protection to occupants

upon such alternative inspection method upon receiving approval from REAC to do so.

If PHA uses an alternative inspection method approved by REAC, PHA will monitor changes to the
standards and requirements applicable to such method. If any change is made to the alternative
inspection method, PHA will submit to REAC a copy of the revised standards and requirements, along
with a revised comparison to HQS. If PHA or REAC determines that the revision would cause the
alternative inspection to no longer meet or exceed HQS, then PHA will no longer rely upon the
alternative inspection method to comply with the inspection requirement.

The following apply under the alternative inspection policy:

91 If a property is inspected under an alternative inspection method, and the property receives a
fipas s 0, PdA may eely on that inspection to demonstrate compliance with the inspection
requirement.

1 If a property is inspected under an alternative inspection method, and the property receives a
Afail o s PHArmneay not relg an that inspection to demonstrate compliance with the
inspection requirement.

9 If a property is inspected under an alternative inspection method that does not employ a pass/fail
determinationd for example, in the case of the LIHTC program, where deficiencies are simply
notedd PHA will review the list of deficiencies to determine whether any cited deficiency would
haver esul ted in a naf ai |l achseficdency existy, thenrPHAIMRS rely dnfthe
inspection to demonstrate compliance with the inspection requirements; if such a deficiency does
exist, PHA may not rely on the inspection to demonstrate such compliance.
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In any instance where PHA cannot rely on an alternative inspection method for a property, PHA will,
within a reasonable period of time, conduct an HQS inspection of any units in the property occupied by
voucher program participants and follow HQS procedures to remedy any identified deficiencies.

11.17 Emergency Conditions

AEmergencyo HQS violations wild/ cover only those situa
safety issues, i.e. those situations that pose an immediate threat to the life, health or safety of tenants or
that are related to fire safety hazards. When emergency HQS violations are identified, PHA will
immediately notify both the owner and household. The notice will specify who is responsible for
correcting the violation. The corrective actions must be taken within the required time period per PHA 6 s
notice.

Emergency violations include but are not limited to:

Major plumbing leaks or flooding, waterlogged ceiling or floor in imminent danger of falling;

Natural or LP gas or fuel oil leaks;

Any electrical problem or condition that could result in shock or fire;

Absence of a working heating system when outside temperature is below 60 degrees Fahrenheit;

Utilities not in service, including no running hot water;

Obstacles that prevent safe entrance or exit from the unit;

=A =/ =4 =4 -4 -4 -4

Absence of a functioning toilet in the unit; and
1 Inoperable smoke detectors.

If an owner fails to correct emergency conditions as required, the housing assistance payment will be
abated.

If a family fails to correct a family-caused emergency condition as required, PHA may terminate the
familybébs assistance.

The owner will be required to repair an inoperable smoke detector unless PHA determines that the family
has intentionally disconnected it (by removing batteries or other means).

11.18 Other HQS Violations

When failures that do not represent emergency conditions are identified, PHA will send the owner and the
family a written notification of the inspection results following the inspection.

The written notice will specify who is responsible for correcting the violation, and the time frame within
which the failure must be corrected. The notice of inspection results will inform the owner that if the HQS
failed non-emergencyc ondi ti ons are not corrected within the spec
be abated. Likewise, in the case of family-caused deficiencies, the notice will inform the family that if
corrections are not made within the specified time fral

11.19 Time Standards for Repairs
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1 If an owner fails to correct HQS deficiencies by the time specified, PHA will abate housing
assistance payments

1 Emergency Repairs: Items which endanger family health and well-being, such as the emergency
conditions listed above, must be abated (subsided/stopped) or repaired within 24 hours after
notification. PHA will not grant an extension to this time frame. Once an HQS emergency has
been abated (subsided/stopped), if further repair is still needed, the repair item will be treated as
a non-emergency repair. If the emergency conditions are not abated or repaired within 24 hours
or any PHA-approved extension, PHA will stop Housing Assistance Payments no later than the
first of the month following the specified correction period or terminate the HAP contract, or in the
case of family-caused HQS failur e s , take prompt and vigorous acti
obligations.

1 All Repairs - Initial Inspection; PHA generally requires non-emergency repairs for initial inspection
to be made within 15 business days, unless PHA has approved an extension to this time frame.

1 Non-Emergency Repairs i All other inspections: PHA generally requires non-emergency repairs
for annual//biennial/interim inspections to be completed within 30 days after notification, unless
PHA has approved an extension to this time frame.

11.20 Extensions

For conditions that are outside of emergency conditions, PHA may grant an exception to the required time
frames for correcting the violation, if PHA determines that an extension is appropriate.

Extensions may be granted in cases where PHA has determined that the owner has made a good faith
effort to correctthe defici enci es but has been unable to for reasons
may include but are not limited to:

1 Arepair cannot be completed because required parts or services are not available; and

1 Arepair cannot be completed because of weather conditions.
The length of the extension will be determined on a case-by-case basis, but will not exceed 60 days,
except in the case of delays caused by weather conditions. In the case of weather conditions, extensions
may be continued until the weather has improved sufficiently to make repairs possible. The necessary

repairs must be made within 15 business days, once the weather conditions have subsided.

An extension may also be granted where a reasonable accommodation is needed because the family
includes a person with disabilities.

11.21 Reinspections

PHA will conduct a reinspection following the end of the corrective period, or any PHA-approved

extension, except as provided in the policies in 11.22 Owner Certification of Repair.

11.22 Owner Certification of Repair

PHA inspectors will document on the appropriate form all defects that may cause the unit to fail to meet

HQS standards, and wil|l indicate whether those failure:

responsibility to repair. HUD regulations require PHA verify that HQS failure items have been repaired.
PHA will require re-inspections for tenant caused failure items. At Pshdiscéetion, PHA will verify repair
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of certain non-emergency failure items that the owner is responsible to correct through certifications
signed by the owner and tenant. PHA reserves the right to require re-inspection or to accept self-
certification for HQS failure items that aretheown er 6 s r es p o n sAPBENDIKE:y t o repair
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HQS OWNER CERTIFICATION ITEMS contains the HQS failure items for which PHA will accept owner
and tenant certification of repair.

11.23 Enforcing Owner Compliance

If the owner fails to maintain the dwelling unit in accordance with HQS, PHA will take prompt and vigorous
action to enforce the owner obligations.

11.24 HAP Abatement

If an owner fails to correct HQS deficiencies by the time specified, PHA will abate housing assistance
payments. PHA will abate Housing Assistance Payments no later than the first of the month following the
specified correction period or terminate the HAP contract.

PHA will inspect abated units within a reasonable time period after the owner's notification that the work
has been completed. Payment will resume effective on the day the unit passes inspection. No retroactive
payments will be made to the owner for the period of time the assistance payments were abated.

During any abatement period the family continues to be responsible for its share of the rent. The owner
must not seek payment from the family for abated amounts and may not use the abatement as cause for
eviction.

11.25 Issuing Vouchers to Move when HAP is Abated

PHA will issue a transfer voucher when the unit has been in abatement for thirty days or sooner if the
owner communicates his intention not to make the repairs. Once a transfer request has been initiated,
PHA will contact the household and issue a transfer voucher to move. Where the HAP is abated and
emergency HQS violations exists, PHA will evaluate the emergency HQS condition on a case-by-case
basis and initiate the transfer consistent with the safety and well-being of the family.

11.26 HAP Contract Termination

If the HAP has been abated for 60 days, and the unit continues to fail to meet HQS requirements, PHA
will issue a 30-day notice of termination of the HAP contract.

If the owner completes corrections and notifies PHA before the termination date of the HAP contract, PHA
may rescind the termination notice if (1) the family still resides in the unit and wishes to remain in the unit
and (2) the unit passes inspection.

Generally, PHA will not terminate the contract until the family finds another unit, provided the family does
so in a reasonable time (generally 60 days from the time the unit is abated). PHA will issue a voucher to
permit the family to move to another unit. On a case-by-case basis, PHA may allow abatement past sixty
days when the family has made reasonable efforts to find a new unit but has not been successful.

11.27 Enforcing Family Compliance

PHA will pursue prompt and vigorous action against the family for family-caused HQS violations.
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Families are responsible for correcting any family caused HQS violations. If the family fails to correct a

violation within the period allowed by PHA (and any
assistance.

When the family moves out of the dwelling unit, the owner, subject to State and local law, may use the
security deposit, including interest on the deposit, in accordance with the lease, as reimbursement for any
unpaid rent payable by the family, damages to the unit or for other amounts the family owes under the
lease. The owner must give the family a written list of all items charged against the security deposit and
the amount of each item. After deducting the amount, if any, used to reimburse the owner, the owner
must refund the full amount of the unused balance to the family.

PHA will not reimburse owners for the cost of damages or other unpaid amounts owed by the tenants
under the lease. The owner must collect damage payments from the tenant.

If the owner carries out a repair for which the family is responsible under the lease, the owner may bill the
family for the cost of the repair.
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CHAPTER 12: RENT REASONABLENESS & CONTRACT RENT

A HAP contract and lease may not be approved until PHA has determined that the rent for the unit is
reasonable. The purpose of the rent reasonableness test is to ensure that a fair rent is paid for each unit
rented under the HCV program. A reasonable rent is one that does not exceed the rent charged for
comparable, unassisted units in the same market area. Owners are also prohibited from charging more
for assisted units than for comparable unassisted units on the premises.

At all times during assisted tenancy PHA will ensure that the rent to the owner does not exceed the
reasonable rent as most recently determined or re-determined by PHA. PHA will make a determination
whether the rent to owner is a reasonable rent in comparison to rent for other comparable unassisted
units. In making this determination PHA will consider:

1 The amount of rent being charged for comparable, standard, unassisted units in the
neighborhood;

1 The quality, location, size, unit type and age of the contract unit;

1 The amenities, housing services, maintenance and utilities to be provided by the owner in
accordance with the lease;

1 On-site facilities;
1 Management and maintenance of the building and unit; and

1 The amount of rent charged by the owner for similar units in the same structure.

12.1 How Reasonable Rents are Determined
The reasonable rent must be determined by comparison to the rent for other comparable unassisted
units. When making this determination, PHA will consider factors that affect market rent. Such factors
include the location, quality, size, type and age of the unit, as well as the amenities, housing services
maintenance, and utilities to be provided by the owner. Because units may be similar, but not exactly like
the unit proposed for HCV assistance, PHA may make adjustments to the range of prices to account for
these differences. PHA will determine comparability using Reasonable Rent software.
PHA will notify the owner of the rent that PHA will approve based upon its analysis of rents for
comparable units.
12.2 Required Reasonable Rent Re-Determination
PHA will complete reasonable rent determinations:

1 When a unit is placed under HAP contract for the first time;

1 When an owner requests an increase in rent;

91 |If there is a 10 percent decrease in the Fair Market Rent that goes into effect at least 60 days
before the contract anniversary date; and

1 Atany other time PHA or HUD deems it necessary.
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PHA will terminate the existing contract for any unit where the landlord does not agree to a Reasonable
Rent. A transfer packet will be issued to the participating family for any owner that elects not to enter into
a new agreement in accordance with the regulations concerning Termination of Tenancy.

MTW Policy

This policy applies to MTW units in the Tenant-Based Voucher program. See When Rent
Reasonable Determinations are Required in the Unit Based chapter of this Plan for reasonable rent
determination policies in the Unit-Based program. PHA will complete reasonable rent determinations:

1 When a unit is placed under HAP contract for the first time;
1 When an owner requests an increase in rent; and
1 Atany other time PHA deems it necessary.

PHA will terminate the existing contract for any unit where the landlord does not agree to a
Reasonable Rent. A transfer packet will be issued to the participating family for any owner that elects
not to enter into a new agreement in accordance with the regulations concerning Termination of
Tenancy.

12.3 Units that Must Not be Used as Comparables

Comparable units must represent unrestricted market rents. Therefore, units that receive some form of
federal, State, or local assistance that impose rent restrictions cannot be considered comparable units.
These include units assisted by HUD through any of the following programs: Section 8 project-based
assistance; Section 236 and Section 221(d)(3); Below Market Interest Rate (BMIR) projects; HOME or
Community Development Block Grant (CDBG) program-assisted units in which the rents are subsidized;
units subsidized through federal, state, or local tax credits; units subsidized by the Department of
Agriculture rural housing programs; and units that are rent-controlled by local ordinance.

12.4 Rents Charged for Other Units on the Premises

By accepting PHA payment each month the owner certifies that the rent is not more than the rent charged
for comparable unassisted units on the premises. If asked to do so, the owner must give PHA information
regarding rents charged for other units on the premises.

12.5 Reasonable Accommodation i Reasonable Rent

PHA may make a reasonable accommodation in the rules and polices related to reasonable rent when
such accommodation is necessary to afford a disabled person equal opportunity to use and enjoy a
dwelling unit. PHA may require a 504 Inspection of a unit prior to approving a reasonable
accommodation for exception rent.

A family that requires a reasonable accommodation may request the accommodation, in writing, at the
time the Request for Tenancy Approval (RFTA) is submitted. The family must document the need for the
exception and provide PHA with any documents requested to verify the need for an accommodation.

12.6 Rent Limitations

See policy in 9.7 Family Share for rent limitations at initial lease up and upon transfer to a new unit.
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PHA wi || allow a subsequent rent increase during a

share to exceed 40% of monthly adjusted income as long as the new rent to owner is determined to be
reasonable. The maximum initial rent burden applies only at the commencement of an assisted
occupancy in a particular unit.

12.7 Disapproval of Proposed Rent
PHA policy is to NOT to approve an initial rent in the following circumstances:

1 If the rent for a dwelling unit does not meet the test of Rent Reasonableness; and

il

If the owner accepts a revised rent, PHA will continue processing the Request for Tenancy Approval.

During subsequent lease terms, if a dwelling unit does not meet the test of Rent Reasonableness (RR),
the landlord has to renegotiate a reasonable rent or the HAP contract will be terminated.

12.8 Rent Changes

Initial rents remain in effect for a two-year period. Owner requests will be accepted for consideration after
the initial two year lease term and once every two years thereafter. The rent change will be consistent
with the lease anniversary date. Owners must submit rent change requests, in writing, no earlier than
120 calendar days and no later than 90 days prior to the lease anniversary date.

PHA may impose rent freezes or caps on rent increases from time to time to maintain financial budgetary
requirements and to respond to the changing market of rents and affordability. Additionally, PHA may
apply across the board rent increases to respond to changing market conditions. When across the board
rent increases are applied, PHA will conduct a RR determination at the next annual HQS inspection and
apply applicable policies related to reasonable rent when and if the rent is not reasonable.

If the requested rent is not approvable after application of the reasonable rent test, the following options
apply:

1 PHA will attempt to negotiate a lower, approvable rent with the landlord;
1 If an approvable rent is not negotiated between the landlord and PHA, PHA will provide the

household with notice that the lease and HAP contract will be terminated. The household will be
issued a family packet to locate a new unit; or

1 The household may continue to lease in place without HCV program rent assistance and PHA will
terminate the Housing Assistance Payments Contract with the owner.

12.9  Timing of Rent Changes

Upon completion of any change in contract rent, PHA will notify the family and owner of the new Housing
Assistance Payment, Family Rent to Owner and Total Contract Rent.

Rent Decrease:
If the Family Rent to Owner decreases, the new
payment.
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Rent Increase:
If the Family Rent to Owner increases, PHA will provide 30 days written notice to the household of the
new rent amount. At the time of rent increase to the owner, the family must decide if they can afford any
rent increase imposed by the owner or give the proper 30 days written notice to PHA and the owner to
vacate the unit.

12.10 Contract Rent

Contract rent is the total amount of rent an owner charges for a unit occupied by a family being assisted
in the HCV program. PHA will list this initial amount on the Housing Assistance Payment contract (HAP)
and the HCV program lease agreement. Changes in the contract rent will be sent via a Rent Change
Notice.

12.11 Gross Rent

Gross Rent is the total of the Contract Rent plus the utility allowance. If there is no utility allowance
because the Contract Rent includes all utilities, the gross rent and Contract Rent are the same.
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CHAPTER 13: LEASING POLICIES & HAP CONTRACT

13.1 Overview

It is an applicantdés r espon sbyéniindividual or terdity thét is ailling touni t t h
participate in the HCV program. PHA may make available to each applicant a list of possible units for

rent from participating owners. Upon applicant request, PHA will assist the applicant/household who

because of age, disability or other appropriate reason cannot find an acceptable unit. PHA staff will refer

applicants and households to owners willing to participate in the HCV program. The unit must meet

three requirements in order to be approved by PHA for leasing:

f Subsidy Standards: The uni't mu st be suitable for
Standards;

1 HQS: The unit must be decent, safe and sanitary and meet HCV Housing Quality Standards; and

1 Rent Reasonableness: The unit rent must be reasonable given the market area and amenities.
Exception rents may apply where accessible units are concerned.

13.2 AFi nderds Keeperoés Policyo

A voucher holder may select the dwelling unit which they currently occupy if it meets HCV program
requirements.

13.3  Owner Screening of Prospective Tenants

PHA has no l|iability or responsibility to the owner or
The owner is responsible for screening and selection of the family to occupy the owner's unit. PHA

informs owners that screening and selection for tenancy is the responsibility of the owner. PHA also

informs owners and/or managers of their responsibility to comply with VAWA.

PHA provides owners with the family's current and prior address (as shown in PHA records), and the
name and address (if known to PHA) of the landlord at the family's current and prior address.

PHA does not screen applicants for family behavior for tenancy and does not provide additional screening
information to the owner.

13.4 Requesting Tenancy Approval

1 A voucher holder must submit a Request for Tenancy Approval (RFTA) prior to the expiration
date of the voucher. The RFTA must be signed by the owner and voucher holder.

1 Owners must certify that they are not the spouse, parent, child, grandparent, grandchild, sister or
brother of any member of the family, unless PHA has granted a request for reasonable
accommodation for a person with disabilities who is a member of the household.

9 For units constructed prior to 1978, owners must either 1) certify that the unit, common areas,
and exterior have been found to be free of lead-based paint by a certified inspector; or 2) attach a
lead-based paint disclosure statement.
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1 The family may not submit, and PHA will not process, more than one (1) RFTA at a time.

1 When the family submits the Leasing Packet PHA will review the Leasing Packet for
completeness. If the Leasing Packet is incomplete (including lack of signatures by family, owner,
or both), PHA will notify the family and the owner of the deficiencies.

13.5 Eligible Units

PHA may permit households to use voucher assistance in a number of special housing types in
accordance with the specific requirements applicable to those programs. These special housing types
include:

1 Single room occupancy (SRO) housing;

1 Congregate housing;

1 Group home;

1 Shared Housing;

1 Manufactured home space (where the family owns the manufactured home and leases only the
space);

1 Cooperative housing; and

1 Homeownership option.
PHA may permit use of any special housing type if needed as a reasonable accommodation so that the
program is readily accessible to and usable by persons with disabilities.
13.6 PHA Owned Units
Otherwise eligible units that are owned or substantially controlled by PHA may also be leased in the
voucher program. In order for a PHA-owned unit to be leased under the voucher program, and PHA must
inform the family, both orally and in writing, that the family has the right to select any eligible unit available
for lease and that the family is free to select a PHA-owned unit without any pressure or steering by the
PHA. See CHAPTER 23:UNIT BASED PROGRAM for policies on PHA owned project based policies.
13.7 Ineligible Units
The following types of housing may not be assisted by PHA in the tenant-based program:

1 A public housing or Indian housing unit;

91 A unit receiving project-based assistance under Section 8 of the 1937 Act;

1 Nursing homes, board and care homes, or facilities providing continual psychiatric, medical or
nursing services;

9 College or other school dormitories;
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1 Units on the grounds of penal, reformatory, medical, mental and similar public or private
institutions; and

1 A unit occupied by its owner or by a person with any interest in the unit.

13.8  Duplicative Assistance

A family may not receive the benefit of HCV tenant-based assistance while receiving the benefit of any of
the following forms of other housing subsidy, for the same unit or for a different unit:

1 Public or Indian housing assistance;
1 Other Section 8 assistance (including other tenant-based assistance);

1 Assistance under former Section 23 of the United States Housing Act of 1937 (before amendment
by the Housing and Community Development Act of 1974);

9 Section 101 rent supplements;
1 Section 236 rental assistance payments;
1 Tenant-based assistance under the HOME Program;

1 Rental assistance payments under Section 521 of the Housing Act of 1949 (a program of the
Rural Development Administration);

1 Any local or State rent subsidy;
9 Section 202 supportive housing for the elderly;
I Section 811 supportive housing for persons with disabilities;
9 Section 202 projects for non-elderly persons with disabilities (Section 162 assistance); or
1 Any other duplicative federal, State, or local housing subsidy, as determined by HUD. For this
pur pose, Ahousing subsidyd does not i nclude
social security payment received by the family, or a rent reduction because of a tax credit.
13.9 Housing Quality Standards (HQS)
In order to be eligible, the dwelling unit must be in decent, safe and sanitary condition. This determination
is made wusing HUDOGs Housing Quality Standards
approved by HUD. See the chapter on HQS Inspections for a full discussion of the HQS standards, as
well as the process for HQS inspection.
13.10 Rent Reasonableness
In order to be eligible, the dwelling unit must have a reasonable rent. The rent must be reasonable in
relation to comparable unassisted units in the area and must not be in excess of rents charged by the

owner for comparable, unassisted units on the premises. See the chapter on Rent Reasonableness for a
full discussion of rent reasonableness policies.
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13.11 Rent Burden

Where a family is initially leasing a unit and the gross rent of the unit exceeds the applicable payment
standard for the family, the dwelling unit rent

13.12 Lease and Tenancy Addendum
The family and the owner must execute and enter into a written lease for the assisted unit. This written
lease is a contract between the tenant family and the owner; PHA is not a party to this contract.
The tenant must have legal capacity to enteraleaseunder St ate and | ocal I
that the tenant is bound by the terms of the lease and may enforce the terms of the lease against the
owner.
Owner s ar e required t deaseu ageeméht] Avibich indutles rad ®IC\H Tenancy
Addendum. Owners, upon PHA approval, may require that the tenant sign another lease addendum
provi ded tldase addenduenmaysnot supersede the HCV Tenancy Addendum.
P H A &ase includes:

1 The names of the owner and the tenant;

1 The unit rented (address, apartment number, and any other information needed to identify the
contract unit);

1 The term of the lease (initial term and any provisions for renewal);
1 The amount of the monthly rent to owner; and

1 A specification of what utilities and appliances are to be supplied by the owner, and what utilities
and appliances are to be supplied by the family.

13.13 Term of Assisted Tenancy

The initial term of the lease must be two years for all transfers and new admissions, unless PHA
determines that a shorter term will improve housing opportunities for the family and the shorter term rent
is at an amount determined to be reasonable.

The lease between the household and owner is renewed automatically for successive two year periods,
unless terminated by the tenant or owner.

During the initial term of the lease, the owner may not raise the rent and/or make any changes to the
lease.

Any provisions for renewal of the lease will be stated in the lease.

13.14 Security Deposit
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PHA will allow the owner to collect any security deposit amount the owner determines is appropriate and
is not in excess of amounts charged by the owner to unassisted tenants. Further, the security deposit
collected must be in accordance with local and State laws.

Under Pennsylvania landlord-tenant law, a landlord may charge a tenant the equivalent of two mo n t
rent for the security deposit for the first year of tenancy and the equivalent of one month's rent during all
subsequent years of tenancy. If the landlord collects two months of rent as the security deposit when the
leaseisexecuted, t he | andl ord must return onemancyont hds r

When the tenant moves out of the dwelling unit, the owner, subject to State and local law, may use the
security deposit, including interest on the deposit, in accordance with the lease, as reimbursement for any
unpaid rent payable by the tenant, damages to the unit or for other amounts the tenant owes under the
lease.

The owner must give the family a written list of all items charged against the security deposit and the
amount of each item. After deducting the amount, if any, used to reimburse the owner, the owner must
refund the full amount of the unused balance to the tenant.

With the exception of leases executed before October 1995, PHA will not reimburse owners for the cost
of damages or other unpaid amounts owed by the tenants under the lease. The owner must collect
damage payments from the tenant. For leases executed before October 1995, PHA will reimburse

owners for the cost of damages or other unpaid amounts by tenants under the lease as stated in the HAP
contract.

13.15 Tenancy Approval

After receiving the family's Request for Tenancy Approval, the unit passing inspection and the rent being
approved by PHA, PHA will notify the family and owner as to whether the assisted tenancy is approved.

Prior to approving the assisted tenancy and execution of a HAP contract, PHA will ensure that all required
actions and determinations are completed, including ensuring that:

1 The unitis eligible;

1 The unit has been inspected by PHA and meets the Housing Quality Standards (HQS);

1 Any lease addenda offered by the owner is approvable;

1 The rent to be charged by the owner for the unit is reasonable;

1 Where the family is initially leasing a unit and the gross rent of the unit exceeds the applicable
payment standard for the family, the share of rent to be paid by the family does not exceed 40
percent of the familyés monthly adjusted inc

1 The owner is an eligible owner, not disapproved by PHA, with no conflicts of interest; and

1 The family and the owner have executed the lease, including the Tenancy Addendum, and the
lead-based paint disclosure information.

If the terms of the RFTA are changed for any reason, including but not limited to negotiation with PHA,
PHA will obtain corrected copies of the RFTA signed by the family and the owner.

13.16 Disapproval of Assisted Tenancy
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If PHA determines that the tenancy cannot be approved for any reason, the owner and the family will be
notified and given the opportunity to address any reasons for disapproval. PHA will instruct the owner and
family of the steps that are necessary to approve the tenancy.

Where the tenancy is not approvable because the unit is not approvable, the family must continue to
search for eligible housing within the timeframe of the issued voucher.

If the tenancy is not approvable due to rent affordability (including rent burden and rent reasonableness),
PHA will attempt to negotiate the rent with the owner. If a new, approvable rent is negotiated, the tenancy

will be approved. If the owner is not willing to negotiate an approvable rent, the family must continue to
search for eligible housing within the timeframe of the issued voucher.

13.17 Lease Execution

The owner and tenant will execute the lease, including the HUD prescribed tenancy addendum and the
lead based paint disclosure information.

The tenant must have legal capacity to enter a lease under the State and local law and both the tenant
and owner must enter into and sign a written lease for the unit,

The owner and the assisted family will execute the lease and the owner must provide a copy to PHA and
the assisted family.

13.18 Changes in the Lease

If the tenant and the owner agree to any changes in the lease, such changes must be in writing, and the
owner must immediately give PHA a copy of such changes. The lease, including any changes, must
remain in accordance with the requirements of this chapter.

Generally, PHA approval of tenancy and execution of a new HAP contract are not required for changes in
the lease. However, under certain circumstances, voucher assistance in the unit shall not be continued
unless PHA has approved a new tenancy in accordance with program requirements and has executed a
new HAP contract with the owner. These circumstances include:

1 Changes in lease requirements governing tenant or owner responsibilities for utilities or
appliances;

1 Changes in lease provisions governing the term of the lease; and

1 The family moves to a new unit, even if the unit is in the same building or complex.
In these cases, if the HCV assistance is to continue, the family must submit a new Request for Tenancy
Approval (RFTA) along with a new lease containing the modified terms. A new tenancy must then be

approved in accordance with this chapter.

See the policies in 12.8 Rent Changes in the chapter on Rent Reasonableness and Contract Rent

13.19 Lease Termination

The lease may be terminated by any of the following actions:
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1 The owner and/or tenant terminate the lease;
1 PHA terminates the HAP contract; or

1 PHA terminates assistance for the family.

13.20 HAP Contract

The HAP contract represents a written agreement between PHA and the owner of the dwelling unit

occupied by a HCV-assi sted family. The contract spells out t h
program, as well as PHAOGs obl iHé agreesaansake halising) assistandee HAP ¢
payments to the owner on behalf of a specific family occupying a specific unit and obliges the owner to

comply with all program requirements.

The HAP contract is used for all HCV program tenancies except for assistance under the Section 8
homeownership program and assistance to households that own a manufactured home and lease the
space.

13.21 HAP Contract Execution

If PHA has given approval for the family of the assisted tenancy, PHA will execute a HAP contract with
the owner.

PHA will not execute the HAP contract until the owner has submitted IRS form W-9.
PHA will ensure that the owner receives a copy of the executed HAP contract.

The HAP contract will be executed no later than 60 days from the effective date of the lease.

13.22 HAP Contract Payments

At the beginning of each month during the term of the HAP contract, and subject to the provisions of the
HAP contract, PHA will make monthly HAP payments to the owner on behalf of the family. If a lease term
begins after the first of the month, the HAP payment for the first month is prorated for a partial month.

PHA will not pay any housing assistance payment to the owner until the HAP contract has been
executed. If the HAP contract is executed during the period of 60 days from the beginning of the lease
term, PHA will pay housing assistance payments after execution of the HAP contract (in accordance with
the terms of the HAP contract) to cover the portion of the lease term before execution of the HAP contract
(a maximum of 60 days).

Any HAP contract executed after the 60 day period is void, and PHA may not make any housing
assistance payments to the owner.

PHA maintains a HAP register to monitor the accuracy and timeliness of payments. HAP payments are
made by electronic deposit on or about the first and the fifteenth of each month. Regular ongoing
monthly payments are made on or about the first of the month. All owners are required to use electronic
deposit for Housing Assistance Payments.

The amount of the HAP payment is determined according to the policies described in this Plan and is
subject to change during the term of the HAP contract. PHA must notify the owner and the family in
writing of any changes in the HAP payment.
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1 HAP payments can be made only during the lease term, and only while the family is residing in
the unit.

1 The monthly HAP payment by PHA is credited toward the monthly rent to owner under the
f a mi leaged She total of the rent paid by the tenant plus the PHA HAP payment should be
equal to the rent specified in the lease (the rent to owner).

1 The family is not responsible for payment of the HAP payment and PHA is not responsible for
payment of the family share of rent.

T The familyds share of the rent cannot |lfedtother e t han
owner and the HAP payment. The owner may not demand or accept any rent payment from the
tenant in excess of this maximum.

1 The owner may not charge the tenant extra amounts for items customarily included in rent in the
locality, or provided at no additional cost to unsubsidized tenants in the premises

1 If the owner receives any excess HAP from PHA, the excess amount must be returned
immediately. If PHA determines that the owner is not entitled to all or a portion of the HAP, PHA
may deduct the amount of overpayment from any amounts due to the owner, including amounts
due under any other Section 8 HCV contract.

1 If a household moves from an assisted unit with continued assistance, the term of the assisted
lease for the new unit may begin during the month the family moves out of the first assisted unit.
Overlap of the last housing assistance payment in the old unit and the first assistance payment
for the new unit is not considered to constitute a duplicative Housing Subsidy and, therefore, may
occur.

1 Unless the owner complies with all provisions of the HAP contract, the owner is not entitled to
receive housing assistance payments under the HAP contract.

By endorsing the monthly check from PHA, the owner certifies to compliance with the terms of the HAP

contract. This includes certification that the owner is maintaining the unit and premises in accordance with

HQS; that the contract unitisleased t o t he tenant family and, to the bes
family resides intheunitast he f ami |l yés only residence; the rent to
by the owner for comparable unassisted units on the premises; and that the owner does not receive

(other than rent to owner) any additional payments or other consideration for rent of the contract unit

during the HAP term.

13.23 Late HAP Payments

PHA is responsible for making HAP payments promptly when due to the owner in accordance with the
terms of the HAP contract. After the first two calendar months of the HAP contract term the HAP contract
provides for penalties if PHA fails to make the HAP payment on time. PHA shall pay the owner penalties
if:

1 Such penalties are in accordance with generally accepted practices and law, as applicable in the
local housing market governing penalties for late payment of rent by a tenant

T I't is the ownero6s practice to charge such penalties

1 The owner also charges such penalties against the tenant for late payment of family rent to
owner.
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PHA is not required to pay a late payment penalty if HUD determines that the payment is late for reasons
beyond PHA&6s control. I n addition, | ate payment
denies payment as a remedy to an owner breach of the HAP contract.

13.24 Termination of HAP Contracts and Payments

The HAP contract and the housing assistance payments made under the HAP contract may be
terminated if:

1 The owner or the family terminates the lease;
1 The lease expires;

1 PHA terminates the HAP contract;

1 PHA terminates assistance for the family;

1 The family moves from the assisted unit. In this situation, the owner is entitled to keep the
housing assistance payment for the month when the family moves out of the unit;

1 180 days have elapsed since PHA made the last housing assistance payment to the owner;
1 The family is absent from the unit for longer than the maximum period permitted by PHA;
1 The Annual Contributions Contract (ACC) between PHA and HUD expires; or
1 PHA elects to terminate the HAP contract.
PHA may elect to terminate the HAP contract in each of the following situations:

1 Available program funding is not sufficient to support continued assistance for households in the
program;

1 The unit does not meet HQS size requirements due to a change in family composition;

1 The unit does not meet HQS;

1 The family breaks up; or

1 The owner breaches the HAP contract.
If PHA terminates the HAP contract, PHA will give the owner and the family written notice. The notice will
specify the reasons for the termination and the effective date of the termination. Once a HAP contract is
terminated, no further HAP payments may be made under that contract.
In all cases, the HAP contract terminates at the end of the calendar month that follows the calendar
month in which PHA gives written notice to the owner. The owner is not entitled to any housing
assistance payment after this period, and must return any housing assistance payment received after this
period to PHA.
If the family moves from the assisted unit into a new unit, even if the new unit is in the same building or

complex as the assisted unit, the HAP contract for the assisted unit terminates. A new HAP contract
would be required.
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If the family moves out of the unit, PHA may not make any Housing Assistance Payment to the owner for
any month after the month the family moves out. The owner may keep the Housing Assistance Payment
for the month when the family moves out of the unit.

The owner must inform PHA when the owner has initiated eviction proceedings against the family and the
family continues to reside in the unit.

If the owner has commenced the process to evict the tenant and the family continues to reside in the unit,
PHA must continue to make Housing Assistance Payments to the owner in accordance with the Housing
Assistance Payment Contract until the owner has obtained a court judgment or other process allowing the
owner to evict the tenant. PHA may continue such payments until the family moves from, or is evicted
from the unit, whichever is earlier.

The owner must inform PHA when the owner has obtained a court judgment or other process allowing the
owner to evict the tenant, and provide PHA with a copy of such judgment or determination. The owner

must inform PHA of the date when the family actually moves from the unit or the family is physically
evicted from the unit.

13.25 Breach of HAP Contract

Any of the following actions by the owner constitutes a breach of the HAP contract:

1 The owner violates any obligations under the HAP contract including failure to maintain the unit in
accordance with HQS;

1 The owner violates any obligation under any other HAP contract under Section 8 of the U.S.
Housing Act of 1937;

1 The owner commits fraud, bribery or any other corrupt or criminal act in connection with any
federal housing program;

1 Owner non-payment of property taxes;

1 For projects with mortgages insured by HUD or loans made by HUD, if the owner fails to comply
with the regulations for the applicable program; or if the owner commits fraud, bribery or any other
corrupt or criminal act in connection with the mortgage or loan;

1 The owner engages in drug-related criminal activity; or

1 The owner commits any violent criminal activity.

If PHA determines that a breach of the HAP contract has occurred, it may exercise any of its rights and
remedies under the HAP contract.

PHA rights and remedies against the owner under the HAP contract include:
1 Recovery of any HAP overpayment;
1 Suspension of housing assistance payments;
1 Abatement of housing assistance payments;

1 Reduction of the housing assistance payment;
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1 Termination of the payment; or

1 Termination the HAP contract.
PHA may also obtain additional relief by judicial order or action.
PHA will notify the owner of its determination and provide in writing the reasons for the determination. The
notice may require the owner to take corrective action by an established deadline. PHA will provide the

owner with written notice of any reduction in housing assistance payments or the termination of the HAP
contract.

Administrative Plan: LEASING POLICIES & HAP CONTRACT 13-11
Board Approved:



CHAPTER 14: OWNERS

14.1 Overview
Owners play a central role in the HCV program by supplying decent, safe, and sanitary housing for
participating households. The term fiownero refers to ankaseper son or
sublease a unit to a householdi n t he HCV »progr am. The topalmoroffierwner 0 i
interested party, such as a designated agent of the owner. Owners have numerous responsibilities under
the program, including screening and leasing to households, maintaining the dwelling unit, enforcing the
lease, and complying with various contractual obligations.
14.2 Owner Recruitment and Retention
PHA will conduct owner outreach to ensure that owners are familiar with the program and its advantages.
PHA will actively recruit property owners with property located outside areas of poverty and minority
concentration. These outreach strategies may include:
9 Distributing printed material about the program to property owners and managers;
1 Contacting property owners and managers by phone or in-person;

1 Holding owner recruitment/information meetings;

1 Participating in community based organizations comprised of private property and apartment
owners and managers; and

1 Developing working relationships with owners and real estate brokers associations.

In addition to recruiting owners to participate in the HCV program, PHA will also provide the kind of
customer service that will encourage participating owners to remain active in the program.

PHA activities that ma yleasefaftind wilt be processed aseapidlysas gossiblé,int y t o
order to minimize vacancy losses for owners.

PHA will provide owners with information that explains the program, including HUD and PHA policies and
procedures, in easy-to-understand language.

PHA will give attention to helping new owners succeed through activities such as:
1 Providing the owner with a designated PHA contact person;
1 Coordinating inspection and leasing activities between PHA, the owner, and the household;

1 Initiating telephone contact with the owner to explain the inspection process, and providing an
inspection booklet and other resource materials about HUD housing quality standards;

1 Providing other written information about how the program operates; and

1 Additional services may be undertaken on an as-needed basis, and as resources permit.

14.3 Basic Owner Responsibilities
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The basic owner responsibilities according to HUD regulations are as follows:

1 Perform all of the owner's obligations under the Housing Assistance Payments (HAP) contract
and the lease;

1 Perform all management and rental functions for the assisted unit, including selecting a voucher
holder to lease the unit, and deciding if the household is suitable for tenancy of the unit;

1 Maintain the unit in accordance with the Housing Quality Standards (HQS), including
performance of ordinary and extraordinary maintenance;

1 Comply with equal opportunity requirements;

1 Prepare and furnish to PHA information required under the HAP contract;

1 Collect from the householdany security deposit, the taofaent ds con
to owner not covered by the housing assistance payment from PHA), and any charges for unit
damage by the household;

1 Enforce tenant obligations under the lease;

1 Make modifications to a dwelling unit occupied or to be occupied by a disabled person; and

1 Comply with the Violence Against Women Reauthorization Act of 2013 (VAWA) when screening
and terminating tenants.

14.4 Owner Certification

PHA will conduct owner certifications for owners prior to approving tenancy and for owners when there is
a transfer in ownership on existing HCV program units to certify that the owner:

1 Has a current valid Philadelphia rental license;.

91 Is current on all Philadelphia fines, assessments and/or payment agreements related to real
estate taxes;

1 Upon availability, has ¢ o mp | e townér tr&rihg éoarse;

1 Verifies ownership by producing a copy of the Deed of Record or a HUD 1 Settlement Statement
or via the on-line database of the BRT (Bureau of Real Estate Taxes), provided that the owner
name is an exact match;

1 Has provided a verified Employer Identification Number or verified Social Security Number;

1 Has provided a valid government issued photo identification; and

1 Has provided a property management agreement if a property management company, agent or
representative is used to oversee the property.

PHA may abate or suspend Housing Assistance Payments or terminate the HAP contract if owner
certification requirements are not met.

If a landlord has an existing and current payment agreement for debt obligations related to real estate
taxes, PHA will not consider HAP termination.
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Owners who have real estate tax obligations and who do not have payment agreements will be required
to make payment in full or establish a payment agreement.
14.4.1 Photo ID Requirement
PHA requires current government issued photo identification from owners and agents at initial lease up.
In addition, PHA may require the owner and agent to produce a current government issued photo ID in
the following situations:

1 Request for addition of a unit to the HCV program;

1 Lease and/or HAP contract execution;

1 Request for a rent increase; and

1 Other requests related to units on the HCV program.

14.4.2 Ongoing Rental License and Tax Payment Requirement

PHA will verify that owners have a current rental license at each biennial recertification using information
provided by the City of Philadelphia. Additionally, on a biennial basis at the time of regular recertification,

PHA will verify that owners are current on their real estate taxes for the property. 1 f t he Owner 6s

license cannot be located in the information provided by the City, and the owner is unable to supply a
current rental license, and/or if the owner is not current on real estate taxes, PHA may withhold Housing
Assistance Payments or terminate the HAP contract

14.4.3 Legal Ownership of the Unit

PHA will only enter into a contractual relationship with the legal owner or contracted agent/representative
of a qualified unit. No tenancy will be approved without acceptable documentation of legal ownership (i.e.,
deed of trust, proof of taxes for most recent year).

14.4.4 Owner Training Course

PHA has an owner training course designed to support owner compliance with the HCV programs, to
safeguard the people who |ive in the properties
provide quality affordable housing to HCV households.

Ownerst hat are new t o PHAS®&usceddfdlycomple® the avmer tnainiag course as a
prerequisite to participating in the HCV program. Owners who do not complete the owner training course
are deemed ineligible for participation in the HCV program.

Existing owners who have not completed the owner training course may be required to complete the
training course as a condition for continued program eligibility. Existing owners who do not complete the
owner training class may be subject to termination of assistance in the HCV program when the unit
comes up for renewal.

14.4.5 Other Owner Requirements
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Owners are required to use Direct Deposit as the format for receipt of all HCV payments from PHA. PHA
may require owners to use the PHA Portal for sole communication of all HCV program information,
including but not limited to:

1 Natification on the progress of a RFTA

1 Rent change notices

1 Inspection appointments

1 Inspection results

1 Request for rent increase

1 PHA program updates

Effective May 2007 the following owner requirements were put into effect:

1 An owner may be the responsible party for the property management of an HCV unit if the

owner 6s primary residence or office is not more

T I'f the ownerds primary r 25nmiesoutside of Bhiladetphid, thecognnei
must hire a Property Manager.

1 Any Property Manager used for property oversight must have a primary office or residence which

is not more than 25 miles outside of Philadelphia a nd mu st compl ete PHAGsS

Course
1 PHA will issue a 1099 tax form to the owner at the address provided to PHA.

1 If an owner uses an authorized agent/landlord to manage the unit and/or make decisions on his
behalf, PHA will require a signed contract between the owner and agent to certify that the
i ndividual presenting him/herself to PHA to
to do so. Such agent must also provide a current government issued photo ID and complete the
PHAG6s Owner Training Course.

1 Owner must provide a W-9 to PHA.

14,5 Owners Barred from Participation

PHA will not approve the assisted tenancy if PHA has been informed that the owner has been debarred,
suspended, or subject to a limited denial of participation under 24 C.F.R. part 24. HUD may direct PHA
not to approve a tenancy request if a court or administrative agency has determined that the owner
violated the Fair Housing Act or other federal equal opportunity requirements, or if such an action is
pending.

14.6 Leasing to Relatives

PHA will not approve an RFTA if the owner is the spouse, parent, child, grandparent, grandchild, sister, or
brother of any member of the vouc her hol der 6s family. PHA may

accommodation for a family member with a disability. The owner is required to certify that no such
relationship exists. This restriction does not apply to the Section 8 homeownership program and only
applies at the time that the household initially receives assistance under the HCV program for occupancy
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of a particular unit. Current contracts on behalf of owners and households that are related may continue,
but any new leases or contracts for these households may not be approved. PHA may request
certification that the owner is not the spouse, parent, child, grandparent, grandchild, sister, or brother of
any memberofthevouc her hol derds family.

14.7 Owner Occupant Restrictions

PHA cannot assist applicants/tenants who own or have a financial interest in the dwelling unit they intend
to rent. (Exception provision is when a unit owned as a cooperative, an applicant/tenant who is a
member of the cooperative may receive HCV Rental Assistance, provided they meet all other eligibility
requirements.)

14.8 Conflict of Interest

PHA will not approve a tenancy in which any of the following classes of persons has any interest, direct or
indirect, during tenure or for one year thereafter:

1 Any present or former member or officer of PHA (except a client commissioner);

1 Any employee of PHA, or any contractor, subcontractor or agent of PHA, who formulates policy or
who influences decisions with respect to the programs;

1 Any public official, member of a governing body, or state or local legislator, who exercises
functions or responsibilities with respect to the programs; or

1 Any member of the Congress of the United States.

HUD may waive the conflict of interest requirements, except for members of Congress, for good cause.
PHA must submit a waiver request to the appropriate HUD Field Office for determination.

14.9 Owner Actions that May Result in Disapproval of a Tenancy Request

HUD regul ations permit PHA, at PHAG6s discretion
has committed any of a number of different actions. If PHA disapproves a request for tenancy because
an owner is not qualified, it may not terminate the HAP contract for any assisted households that are
already living in the owerdasdbdiclateg theoHAR comntriack fer thase liniss s
PHA will refuse to approve a request for tenancy if PHA becomes aware that any of the following are true:

1 The owner has violated obligations under a HAP contract under Section 8 of the 1937 Act;

1 The owner has committed fraud, bribery or any other corrupt or criminal act in connection with
any federal housing program;

1 The owner has engaged in any drug-related criminal activity or any violent criminal activity;
1 The owner has a history or practice of non-compliance with HQS for units leased under the
tenant-based programs, or with applicable housing standards for units leased with project-based

Section 8 assistance or leased under any other federal housing program;

1 The owner has a history or practice of failing to terminate tenancy of households assisted under
Section 8 or any other federally assisted housing program for activity engaged in by the tenant,
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any member of the household, a guest or another person under the control of any member of the
household that: (i) Threatens the right to peaceful enjoyment of the premises by other residents;
(i) Threatens the health or safety of other residents, of employees of PHA, or of owner
employees or other persons engaged in management of the housing; (iii) Threatens the health or
safety of, or the right to peaceful enjoyment of their residences, by persons residing in the
immediate vicinity of the premises; or (iv) Is drug-related criminal activity or violent criminal
activity;

1 The owner has a history or practice of renting units that fail to meet state or local housing codes;
or

1 The owner has not paid state or local real estate taxes, fines, or assessments.

In considering whether to disapprove owners for any of the discretionary reasons listed above, PHA will
consider any mitigating factors. Such factors may include, but are not limited to, the seriousness of the
violation in relation to program requirements, the impact on the ability of households to lease units under
the program, and health and safety of participating households. Upon consideration of such
circumstances, PHA may, on a case-by-case basis, choose to approve an owner.

14.10 Non-Discrimination

The owner must not discriminate against any person because of race, color, religion, sex, national origin,
age, familial status, or disability, in connection with any actions or responsibilities under the HCV program
and the HAP contract with PHA.

The owner must cooperate with PHA and with HUD in conducting any equal opportunity compliance
reviews and complaint investigations in connection with the HCV program and the HAP contract with
PHA.

14.11 Change in Ownership

An owner under a HAP contract must notify PHA in writing prior to a change in the legal ownership of the
unit. The owner must supply all information as requested by PHA.

Prior to approval of assignment the existing owner must submit, in writing, the request for change in
ownership. The request must include the name and address of the new HAP payee and the effective
date of the change.

The new owner must agree to be bound by and comply with the HAP contract. The agreement between
the new owner and the former owner must be in writing and in a form that the PHA finds acceptable. The
new owner must provide the PHA with a copy of the executed agreement.

PHA will screen new owners for outstanding property taxes and will also request a current rental license
and verification of property ownership (a copy of the Deed of Record or HUD 1 Settlement Statement)
from the new owner. New owners are subject to the same owner requirements as the existing owners
(i.e., owner training, photo ID, etc.).

PHA will evaluate the request and inform the current owner in writing whether the change is approved by
PHA.

The new owner must provide a written certification to PHA that includes:
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A copy of the escrow statement or other document showing the transfer of title and recorded
deed;

A copy of t he 0 W n-8, rRémiest | fdR FaxpByerr Identifiation Number and
Certification, or the social security number of the new owner;

Confirmation that the new owner is not a prohibited relative; and

Confirmationofcomp |l et i on of t he Podrdet®sequivalantewhentavaidableni n g

If the new owner does not agree to an assignment of the HAP contract, or fails to provide the necessary
documents, PHA will not approve the change in ownership.

14.12 Owner Termination of Tenancy

During the lease term an owner shall not terminate the tenancy of an assisted household except for
specific reasons. See CHAPTER 20:TERMINATION OF ASSISTANCE AND TENANCY for specific
policies on owner termination of tenancy.
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CHAPTER 15: PAYMENT STANDARDS & UTILITY ALLOWANCES

15.1 Payment Standards

The payment standard sets the maximum subsidy payment a household can receive from PHA each

month. Payment standards are based on small area fair market rents (SAFMRs) published annually by

HUD PHA has established a payment standard schedule with payment standard amounts for each unit

sizeze PHA may establish payment standards for figroupedo z
effect for each group zip code is within 90 percent and 110 percent of the published SAFMR for each zip

code in the group. PHA will monitor the new SAFMR policies to assess the impacts on tenants, landlords,
neighborhoods and PHA finances. Based on an assessment of results, PHA may request HUD approval

for MTW waivers to some or all of the SAFMR Final Rule provisions.

15.2 Updating Payment Standards

PHA updates its payment standards in concert with the updates in small area fair market rent or at other
times in order to ensure payment standards are consistent with market conditions.

PHA will update its payment standards amount no later than 3 months following the effective date of the
published SAFMR.

If PHA has already processed recertifications that will be effective on or after the effective date of the new
payment standard, PHA will not make retroactive adjustments for any such recertifications.

15.3  Applying Payment Standards

PHA®&s s c h e dmehtestanddrds i aised to calculate housing assistance payments for HCV
households. The payment standard is the maximum monthly assistance payment for a household
assisted in the voucher program.

The payment standard for a household is the lower of:

1 The payment standard for the household unit size, which is defined as the appropriate number of
bedrooms for the householdunder PHAS&6s subsidy standards; or

1 The payment standard for the size of the dwelling unit rented by the household.

The payment standard for a Single Room Occupancy (SRO) unit is 75% of the zero bedroom payment
standard.

The payment standard that applies to a household at initial lease up is the payment standard in effect
when the lease is approved and executed by the tenant and owner.

The payment standard that applies to a household when a scheduled recertification occurs is the
payment standard in effect when all recertification documents have been received and the recertification
information is entered into the computer system, except in the case of the initial implementation of
SAFMR.

The payment standard that applies to a household when an interim recertification occurs is the payment
standard in effect at the last regular recertification.
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15.4  Changes in Payment Standards

When PHA revises its payment standards during the term of the HAP contract for a householdé s uni t , it
will apply the new payment standards in accordance with applicable HUD regulations.

Decreases
If the amount on the payment standard schedule is decreased during the term of the HAP contract, PHA
wi || continue to use the higher payment standard for t

continues to receive voucher assistance
For example:

If the payment standard in effect at the last recertification, was $900 and the payment standard in effect at
the current recertification is $800, PHA will use $900 as the payment standard for the current
recertification.

Increases

If the payment standard is increased during the term of the HAP contract, the increased payment

standard will be used to calculate the monthly housing assistance payment for the household beginning

on the effective date of the householdé s f i r st regul ar recertification on
increase in the payment standard. Households requiring or requesting interim recertifications will not

have their HAP payments calculated using the higher payment standard until their next scheduled
recertification.

MTW Policy

Decreases

If the payment standard decreases, at initial implementation of SAFMRs, PHA will continue to use the
higher payment standard for the familyés subsjidy cal
hi gher payment standar d unt effect dgudls orsexcerdsythe @payments|t andar
standard bei ng applied to the househol d upon i niti
payment standard in effect equals or exceeds the payment standard being applied to the household
upon implementation of SAFMRs, PHA will apply the current applicable payment standard at all future
recertification regardless of the fluctuations in the payment standards from the last regular
recertifications.

For example, if the payment standard in effect at the last recertification, prior to implementation of
SAFMR, was $900 and the payment standard in effect at the current recertification is $800, PHA will
use $900 as the payment standard for the current recertification. PHA will continue to use $900 as the
payment standard for all future recertifications until the payment standard in effect is equal to or
greater than $900. Once the payment standard in effect is equal to or greater than $900, PHA will use
the payment standard in effect regardless of fluctuations, including decreases.

In the event a rent freeze or across-the-board increase implemented to address market conditions
includes a payment standard modification, the payment standard as applied to a particular unit may
change in between recertifications.

15,5 Changes in Household Unit Size - Payment Standards

Irrespective of any increase or decrease in the payment standard, if the household unit size increases or
decreases during the HAP contract term, the new household unit size must be used to determine the
payment standard for the household at the first regular recertification after the change.
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15.6 Tenant Rent Changes due to Changes in Payment Standards

The payment standard for the household must be changed at the time of regular recertification if one of
the following occurs:

T PHAGs payment st an d a hotdsehalg pab charmdd| (except as désbribed in
Section 15.4 Changes in Payment Standards);

1 New subsidy standards have been adopted by PHA that change the unit size for which the
household qualifies;

1 Thehouseholdbs si ze or composition has cheanged, requirin
1 The household moves, and the new unit has a different payment standard.
The tenant rent to owner may change if the payment standard change results in a gross rent that exceeds
the payment standard.
15.7 Reasonable Accommodation - Payment Standards
If a household requires a higher payment standard as a reasonable accommodation for a household
member who is a person with disabilities, PHA may establish a higher payment standard for the
household of not more than 120 percent of the published SAFMR without HUD approval.
A household that requires a reasonable accommodation may request a higher payment standard at the
time the Request for Tenancy Approval (RFTA) is submitted. The household must document the need for
the exception. In order to approve an exception up to 120% of the SAFMR, or request an exception from
PHA will determine that:
1 There is a shortage of affordable units that would be appropriate for the household;

1 The household's TTP would otherwise exceed 40 percent of adjusted monthly income; and

9 The rent for the unit is reasonable.

15.8  Exception Payment Standards

PHA may -request HUD approval to establish payment standards higher than the basic range (90% to
110% of the SAFMR).

MTW Policy

Using its MTW flexibility, PHA may approve payment standards up to 120% of the FMR to support
leasing for existing voucher households and/or new voucher holders who wish to move to areas with
empirically-documented improved educational systems, job opportunities, social services and other
opportunities in the expectation that over time their need for housing and other subsidies will abate or
diminish.

See 22.10 Nursing Home Transition Initiative (NHTI) for PHA MTW policy on exception payment
standards for NHTI program units.

Administrative Plan: PAYMENT STANDARDS & UTILITY ALLOWANCES 15-3
Board Approved:



15.9 Utility Allowance

A Utility Allowance (UA) is paid to households to help defray the cost of utilities not included in the rent. If
utilities, or a portion of them, are not included in the rent or paid directly to the utility company on the
householdd s b e h anlotice tathet heusehold, the appropriate utility allowances are subtracted from
the Total Tenant Payment (TTP) to determine the actual Family Rent to Owner. The household is
responsible for paying the cost of utilities directly to the service providers.

The UA includes electricity, gas, water, sewer and charges for other services such as garbage removal
and is determined by the size of the unit, type of building and type of utility.

PHA will cooperate with households seeking a release by a utility company of a credit balance on a

householdés wutility account, but PHA may |l imit request

its consent upon payment of delinquent rent and/or

fluctuations in consumption.

15.10 Utility Allowance Schedules

PHA has established a UA schedule for use in determining family share and PHA subsidy. The utility
allowance schedule is determined based on the typical cost of utilities and services paid by energy-
conservative households that occupy housing of similar size and type in the same locality. In developing
the schedule, PHA used normal patterns of consumption for the community as a whole, and current utility
rates.

MTW Policy
PHA will periodically, at its discretion, review HCV utility allowance schedules to determine if
adjustments are required. Annual updates will not be required.

PHA maintains UA schedules for the following:

1 Any tenant-paid utilities (except telephone and cable TV service) based upon normal
consumption by an energy-conscious household and based upon households that occupy
housing of similar size and type in the same locality; and

1 Any other household-paid housing services (i.e., trash collection).

15.11 Alternate Utility Allowance Program

MTW Policy

PGW Customer Responsibility Program

PHA, using its MTW authority, is working to identify local discount programs to assist households in
paying their utility bills while providing alternate methods for calculation of utility allowances. One
such program, which has been identified by PHA, is the Philadelphia Gas Works Customer
Responsibility Program.

MTW, HCV Tenant-Based Program households who are responsible for paying gas heat and who are
income eligible to participate in the PGW Customer Responsibility Program (CRP) will have the gas
portion of their wutility allowances calcul ated
PGW CRP program places a cap on the amount of money that eligible tenants will be required to pay
for their gas utility payments based on household income, not consumption. The minimum gas UA
provided under this program is $25.
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