CITY OF DOUGLAS

HOUSING AUTHORITY

SECTION 8 HOUSING PROGRAM

2016

ADMINISTRATIVE PLAN

REVISION ADOPTED APRIL13, 2016



CITY OF DOUGLAS HOUSING AUTHORITY
SECTION 8 ADMINISTRA TIVE PLAN
TABLE OF CONTENTS

11
1.2
1.3
1.4
15

1.6
1.6A
1.7
1.8

2.0

2.1
2.2
2.3

3.0

3.1
3.2
3.3
3.4
3.5

4.0

4.1
4.2
4.3

4.4
4.5
4.6
4.7
4.8
4.9

/////////////////////////

///////////////////////

,,,,,,,,,,,,,,,,,,,,,,,,,,

ELIGIBILITY FORADMI SSION éeéeéeéeééeéeeéeeéeee.éeeéels

////////////////////////



5.1
5.2
5.3
5.4

6.0

6.1
6.2
6.3
6.4
6.5
6.6
6.7
6.8

7.1
7.1A
7.2
7.3

8.0

8.1
8.2
8.3

8.4

9.1

9.1A
9.1B
9.1C
9.1D
9.1E

9.1F
9.1G
9.1H
9.11
9.1J
9.1K
9.1L
9.2
9.2A

/////////////////////////

,,,,,,,,,,,,,,,,,,,,,,,,,,,

""""""""""""""""

PORTABILITY eeéeeéeeéeeéeeéecéeecceeeceee .60

GENERAL POLICIES OFTHE DOUGLAS HOUSINGAUTHORITY e é .60
INCOMEELIGIBILITY éééeéeéeéeéeéeeeeeeeéeénl

///////////////////////

////////////////////////

//////////////////////

//////////////////////////

rrrrrrrrrrrrrrrrrrrrrrrrr

2



9.2B DEPENDENT DEDUCTION....é .é e é éeééeéeé. . eé e é e éeeds

9.2C ELDERLY OR DISABLED FAMILY DEDUCTION ........ ge. . eééceéts
9.2D MEDICAL EXPENSES DEDUCTION................ geeeéeeéeéeéeéss
9.2E DISABILITY ASSISTANCE EXPENSES DEDUCTION...é . ¢ . . e&é& .89
9.2F CHILD CARE EXPENSE DEDUCTIONé é e e é e é e é e é . . e é €%

10.1 GENERAL VERIFICATION REQUIREMENTSe é é e é ée ééeéé .5
10.1A FAMILY CONSENT TO RELEASE INFORMATION € .6 ééeéeéeé b
10.1B OVERVIEW OF VERIFICATION REQUIREMENTS e é é e é ¢ € é ¢ € 95
10.1C UP-FRONT INCOME VERIFIGATION (UIV) éééeéeéeéeéeé b
10.1D THIRD PARTY WRITTENAND ORAL VERIFICATION éé ééé é e 98
10.1E REVIEW OF DOCUMENTS é ééeéeéeéeéeéeééeéeeéecelld
10.1F SELF CERTIFICATION .eééeééeééecééecé. eééeeéeéedo
10.2 VERIFYING FAMILY INFORMATION é .é.eéeééeéeeéeéeeée. .010
10.2A VERIFICATION OF LEGAL IDENTITY ééééeééeééeééeeélo
10.2B SOCIAL SECURITY NUMBERS.¢ é ¢ ée éeéeéeééeéeeeéee. 110
10.2C DOCUMENTATIONOFAGE ééééeééeééeééecéée. éel2
10.2D FAMILY RELATIONSHIPS éééeéeéeéeéeéeéeéeeée. eénBO
10.2E VERIFICATION OF STUDENT STATUS é é é e ééeééeéécéla
10.2F DOCUMENTATION OF DISABILITY .ée éeéeéeéeéeéeeéeeéeelld
10.2G CITIZENSHIP OR ELIGIBILE IMMIGRATION STATUS .é é ¢ é é € é .106
10.2H VERIFICATION OF PREFERENCISTATUS .é ééééééééeé e ldy
10.3 VERIFYING INCOME & ASSETS €éééeééeééeééeéeée . 107
10.3A EARNEDINCOME ééeéeéeéeéeéeeeeeéeeéeéeéloy
10.3B BUSINESS & SELF EMPLOYMENT INCOME.€ é é ¢ é é € é é ¢ . .1687
10.3C PERIODIC PAYMENTS IN LIEU OF EARNINGS.e é é é é é é é . é 408
10.3D ALIMONY ORCHILD SUPPORT.€ é é e ééeééeéeéeéeééeééilos
10.3E ASSETS AND INCOME FROM ASSETS .é ééeéeéeéeéeée ldd
10.3F NET INCOME FROM RENTAL PROPERTYé e é é e ééeééeéeé. . &01
10.3G RETIREMENT ACCOUNTS é . e éeéeéeéeéeééeéeeécelld

10.3H INCOME FROM EXCLUDED SOURCESé é é ¢ ééeééeééeél
10.3I ZERO ANNUAL INCOME STATUS eééeéeéeééeéeéeceeéeell
10.4 VERIFYING MANDATORY DEDUCTIONS e ééeééeééeéeée. 11

10.4A DEPENDENT AND ELDERLY/DISABLED HOUSEHOLD DEDUCTIONS.111
10.4B MEDICAL EXPENSE DEDUCTIONé é ¢ . ¢ eéééeééeéeéeéeéeée. 211
10.4C DISABILITY ASSISTANCEEXPENSES.. €é e ééeééeééeéeeeéeéeld
10.4D CHILDCAREEXPENSES é e éeéééeeeéeéeéeéeéeélld

111 GENERAL éééeéeéeéeéeéeéeéecéececéeeée 12
11.2 RENT REASONABLENESDETERMINATIONSé é é é é e é e é é é 12
11.3 COMPARABILITY eéeéeéeéeeceeceecéeecéeéeéeél2e
11.4 MAXIMUM SUBSIDY eéeéeéeéeééeéeeeéeéeéeéecélze

3



114.1 SETTING THE PAYMENTSTANDARD € ééeéeééeeéeeéeéeée . 127
11.4.2 SELECTING THE CORRET PAYMENT STANDARD FOR A FAMILY ...127

11.5 ASSISTANCE ANDRENT FORMULASé e é e é e é e ééeééeéel2l
11.6 UTILITY ALLOWANCE € e ééeééeééeeéeeéeeéecéélss
11.7 DISTRIBUTION OF HOUSNG ASSISTANCE PAYMENT . é é é € é .134
11.8 CHANGEOFOWNERSHIP é é éeééecééecééecéeéeecééee 14
11.9 PROTECTING TENANTS A FORECLOSURE ACT é € é e é é é e é 135

12.1 TYPESOF INSPECTIONSe é e e éeeéeééeééeééeéé . 139
12.2 OWNER AND FAMILY RESPOMNSIBILITY ée éeéeéeéeéeé il
12.3 HOUSING QUALITY STANDARDS (HQS) é ééééeéeé .eééeé .14
12.4 EXCEPTIONS TO THE HQS ACCEPTABILITY CRITERIA é .é é é é .1x2
12.5 TIME FRAMES AND CORRECTIONS OF HQSAHL ITEMS ¢é é é é é ..153
12.6 EMERGENCY FAILITEMS é éeééeéeééeeeeéeéeéeélss
12.7 ABATEMENT ééeééecééecééecéecéeéeéeééeéée 155
13.0 RECERTIFICATION ¢€éé .éeéeéeéeéeceéeceeéeeéeéeéecélbe
13.1 ANNUAL REEXAMINATION é éeééecééeééececéeéeeéecééls6

13.1.1 EFFECTIVE DATE OF RET CHANGES FOR ANNUA

13.1.2 MISSED APPOINTMENTS .éeééeéeéeéeeéeéeéeée.dby
13.2 INTERIM REEXAMINATIONS ¢ é é e ééeééeééeééeéé 157
13.2.1 SPECIAL REEXAMINATIONS é e é e éeéeéeéeééeéeeée . 159
13.2.2 EFFECTIVE DATE OF RET CHANGES DUE TO INERIM OR

151 COMPLAINTS ééeééeééecééecééeecéececéeéeéeéécelde
15.2 INFORMAL REVIEW FOR THEAPPLICANT é e ééeéeéeéeé e l6bb
15.3 INFORMAL HEARINGS FOR PARTICIPANE é e é ééeéééééé .69
16.0 TERMINATION OF THEL EASE AND CONTRACT € é .é.e ée ée é e é 173
17.0 REPAYMENT POLIC Y oottt teeee ettt et e 177
180 RECORDKEEPING é .é.ééééeééeééeéeéeéeéeéeéecée. 179
19.0 REPORTING REQUIREMEN TS ... ééeééeéeéeeéeéeéeéeéll

20.0 DETERMINATION OF INSUFFICIENT FUNDING ........ eéeéeéeé. . . 80.

21.0 CHARGES AGAINST THE SECTION 8 ADMINISTRA TIVE RESERVE ... é 180



""""""""

22.0 INTELLECTUAL PROPERT YRIGHTS .é .é.¢ééééeéeééeeééeceilsl

23.0 PROGRAMINTEGRITY .é .é.é éééééééééeéeééceéeéeéeéeée . 131
24.0 QUALITY C ONTROL OF THE SECTION 8 PROGRAM ..o e, 189

25.0 NOTIFICATION REGARDING APPLICABLE PROVISIONS OF
THE VIOLENCE AGAINST WOMEN REAUTHORIZATION ACT

OF 2013 (MWAWA ) ittt ettt e e e e e e e e e e anensn e e e n 189
26.0 CONDUCTING BUSINESS IN ACCORDANCE WITH CORE VALUES
AND ETHICAL STANDARDS .......cccooiiiiieid eeééeeéeecéeecée. éeDI
26.1 PURPOSE.¢ éeéeéeéeéeéeeceeceeeeéeéeée. 1
26.2 CONFLICTOFINTEREST ééeéeéeecééeecéeeéeeéeeé. 019
26.3 PROHIBITION OF SOLICITATION OR ACCEPTANCE OF GIFTSé é é 191
26.4 PHA ADMINISTRATIVE & DISCIPLINARY REMEDIES FOR VIOLATION

"""""""""

27.0 PROCEDURES FOR DAILY PRACTICE ARE IN ACCO RDANCE WITH
INDUSTRY STANDARDS AND ARE MAINTAINED SE PARATELY. € é ¢é .19

28.0 REVISION OF ADMINIST RATIVEPLAN .& .éé¢éééeéeéeéeéeéeéé. 191.

""""""""""""""""""

GLOSSARY ..... feééeecéeeceeeeceeeeceeceeeeeeeeceeee . 193
ACRONYMS ééééééé . ééeécéeéeéeéeéeeceececeeeeeeee. 221
ADDENDUM #1 7 VIOLENCE AGAINST WOMEN ACT (VAWA) ¢é é é ¢ é . .2&4-218

ADDENDUM #2 - HCV HOMEOWNERSHIP VOUCHER ADMIN PLAN € é ¢é 219234

////////////////
//////////////////

/////////



CITY OF DOUGLAS HOUSING AUTHORITY
SECTION 8 ADMINISTRA TIVE PLAN

1.0
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EQUAL OPPORTUNITY
FAIR HOUSING

It is the policy of the Douglas Housing Authority to comply fully with all Federal, State,
and local nondiscrimination laws; the Americans With Disabilities Act; and the U. S.
Department of Housing and Urban Development regulations governingl&asing and
Equal Opportunity.

The PHA shall not deny any family or individual the equal opportunity to apply for or
receive assistance under the Section 8 Programs on the basis of race, color, sex, religion,
creed, national or ethnic origin, age, faniba marital status, handicap or disability.

To further its commitment to full compliance with applicable Civil Rights laws, the PHA
will provide Federal/State/local information to Voucher holders regarding unlawful
discrimination and any recourse aval&ato families who believe they are victims of a
discriminatory act. Such information will be made available during the family briefing
session, and all applicable Fair Housing Information and Discrimination Complaint
Forms will be made a part of the Vowchholder's briefing packet and available upon
request at the front desk.

All Housing Authority staff will be required to attend fair housing training and informed
of the importance of affirmatively furthering fair housing and providing equal
opportunity o all families, including providing reasonable accommodations to persons
with disabilities, as a part of the overall commitment to quality customer service. Fair
Housing posters are posted throughout the Housing Authority office/s, including in the
lobby and interview rooms and the equal opportunity logo will be used on all outreach
materials. Staff will attend local fair housing update training sponsored by HUD and
other local organization to keep current with new developments.

Except as otherwise providad24 CFR 8.21(c)(1), 8.24(a), 8.25, and 8.31, no individual
with disabilities shall be denied the benefits of, be excluded from participation in, or
otherwise be subjected to discrimination because the PHA's facilities are inaccessible to
or unusable bpersons with disabilities. Posters and housing information are displayed in
locations throughout the PHA's office in such a manner as to be easily readable from a
wheelchair.

The City of Douglas PHA office iaccessible to persons with disabilities. Acteiity
for the hearing impaired is provided by thETD/TDY telephone service at
(520)364-1582



1.2

1.3

1.4

REASONABLE ACCOMMODATION

Sometimes people with disabilities may need a reasonable accommodation in order to
take full advantage of the Douglas HousiAgthority housing programs and related
servicesWhen sich accommodations are grantdtey do not confer special treatment or
advantage for the person with a disability; rather, they make the program fully accessible
to them in a way that would otherwiset be possible due to their disability. This policy
clarifies how people can request accommodations and the guidelines the Douglas
Housing Authority will follow in determining whether it is reasonable to provide a
requested accommodation. Because digegsil are not always apparent, the Douglas
Housing Authority will ensure that all applicants/participants are aware of the
opportunity to request reasonable accommodations.

COMMUNICATION

Anyone requesting an application will also receive a Request Reasonable
Accommodation Form.

Notifications of reexamination, inspection, appointment, or eviction will include
information about requesting a reasonable accommodation. Any notification requesting
action by the participant will include information ali requesting a reasonable
accommodation.

All decisions granting or denying requests will be in writiige PHA will respond to
written requests for accommodation in writing, within 10 days.

QUESTIONS TO ASK INGRANTING THE ACCOMMODATION

A. Is the requestor a person with disabilities? For this purpose, the definition of
disabilities is different than the definition used for admission. The Fair Housing
definition used for this purpose is:

A person with a physical or mental impairment that subistgnt
limits one or more major life activities, has a record of such
impairment, or is regarded as having such impairment. (The
disability may not be apparent to others, i.e., a heart condition).

If the disability is apparent or already documented, tlssvanto this question is
yes. It is possible that the disability for which the accommodation is being
requested is a disability other than the apparent disability. If the disability is not
apparent or documented, the Douglas Housing Authority will obtaification

that the person is a person with a disability.
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B. Is the requested accommodation related to the disability? If it is apparent that the
request is related to the apparent or documented disability, the answer to this
guestion is yes. If it is noapparent, the Douglas Housing Authority will obtain
documentation that the requested accommodation is needed due to the disability.
The Douglas Housing Authority will not inquire as to the nature of the disability.

C. Is the requested accommodation oeedle? In order to be determined
reasonable, the accommodation must meet two criteria:

1. Would the accommodation constitute a fundamental alteration? The
Douglas Housing Authority's business is housing. If the request would
alter the fundamentabusiness that the Douglas Housing Authority
conducts, that would not be reasonable. For instance, the Douglas
Housing Authority would deny a request to have the Douglas Housing
Authority do grocery shopping for the person with disabilities.

2. Would therequested accommodation create an undue financial hardship or
administrative burden? Frequently the requested accommodation costs
little or nothing. If the cost would be an undue burden, the Douglas
Housing Authority may request a meeting with the indiglduo
investigate and consider equally effective alternatives.

Generally the individual knows best what they need; however, the Douglas Housing
Authority retains the right to be shown how the requested accommodation enables the
individual to accessoruseh e Dougl as Housing Authorityods

If more than one accommodation is equally effective in providing access to the Douglas
Housing Authoritydés programs and services,
right to select the most éffent or economic choice.

If the participant requests, as a reasonable accommodation, that he or she be permitted to
make physical modifications to their dwelling unit, at their own expense, the request
should be made to the property owner/manager. Htwsing Authority does not have
responsibility for the owner's unit and does not have responsibility to make the unit
accessible.

Any request for an accommodation that would enable a participant to materially violate
family obligations will not be approde

Once the personés status as a qualified pe
require that a professional third party competent to makagbessmenmgrovides written

verification that the person needs the specific accommodation dbeitalisability and

the change is required for them to have equal access to the housing program.

8
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1.6

SERVICES FOR NONENGLISH SPEAKING PERSONS ANCPARTICIPANTS

The PHA will analyze the various kinds of contacts it has with the public, to assess
languagen eeds and deci de what reasonabl e step:c
may not be reasonable where the costs imposed substantially exceed the benefits.

Where feasible, the PHA will train and hire bilingual staff to be available to act as
interpretersand translators, will pool resources with other PHAs, and will standardize
documents.

Where LEP persons desire, they will be permitted to use, at their own expense, an
interpreter of their own choosing, in place of or as a supplement to the free kanguag
services offered by the PHA. The interpreter may be a family member or friend.

The PHA does not translate vital written materials, but provides written notice in the
primary language of the LEP language group of the right to receive competent oral
interpretation of those written materials, free of cost.

FAMILY/OWNER OUTREACH

The Douglas Housing Authority will publicize the availability and nature of the Section 8
Program for extremely losncome, very low and lovincome families in a newspaper of
general circulation, minority media, and by other suitable means.

To reach persons, who cannot or do not read newspapers, the Douglas Housing Authority
will distribute fact sheets to the broadcasting media, community service agencies, library
and schoobulletin boards and at City Hall. The Douglas Housing Authority will also try

to utilize public service announcements.

The Douglas Housing Authority will communicate the status of program availability to
other service providers in the community and agltieem of housing eligibility factors
and guidelines so that they can make proper referral of their clients to the program.

The Douglas Housing Authority will hold briefings for owners who participate in or who
are seeking information about the Section P8ogram. Owners and managers
participating in the Section 8 Program may participate in making this presentation. The
briefing is intended to:

A. Explain how the program works;

B. Explain how the program benefits owners;
9



C. Expl ai n o wn iiessurider the mggram. Empbasis is placed on quality
screening and ways the Douglas Housing Authority helps owners do better
screening; and

D. Provide an opportunity for owners to ask questions, obtain written materials, and
meet Douglas Housing Authity staff.

The Douglas Housing Authority will encourage owners of suitable units located outside
of low-income or minority concentration to attend. Targeted mailing lists will be
developed and announcements mailed.

1.6A OWNER QUALIFICATIONS

The PHA aes not formally approve an owner to participate in the HCV program.
However,there are a number of criteria where the PHA may deny approval of an assisted
tenancy based gpast owner behavior, conflict of interest, or other owneated issues.

No ownerhas a right tgarticipate in the HCV program [24 CFR 982.306(e)].

Owners Barred from Participation [24 CFR 982.306(a) and (b)]

The PHA must not approve the assisted tenancy if the PHA has been informed that the
owner haseen debarred, suspended, orjecthto a limited denial of participation under

24 CFR part 24HUD may direct the PHA not to approve a tenancy request if a court or
administrative agencihias determined that the owner violated the Fair Housing Act or
other federal equal opportunitgqurements, or if such an action is pending.

Leasing to Relatives [24 CFR 982.306(d), HCV GB p. 17

The PHA must not approve &@RFTA if the owner is the parent, child, grandparent,
grandchild, sister, or brother of any member of the family. The PHA make an
exception as aeasonable accommodation for a family member with a disability. The
owner is required toertify that no such relationship exists. This restriction applies at the
time that the family receiveassistance under the HCV program for ugmncy of a
particular unit. Current contracts drehalf of owners and families that are related may
continue, but any new leases or contract¢Hese families may not be approved.

Conflict of Interest [24 CFR 982.161; HCV GB p. 819]

The PHA must noapprove a tenancy in which any of the following classes of persons
has anynterest, direct or indirect, during tenure or for one year thereafter:

T Any present or former member or officer tie PHA (except a participant
commissioner)
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T Any employee of the IRA, or any contractor, subcontractor or agent of the PHA, who
formulates policy or who influences decisions with respect to the programs

T Any public official, member of a governing body, or State or local legislator, who

exercises functions or responsildg with respect to the programs

T 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. The PHA must submit a waiver request to the appropriate HUD Field
Office for determination. Any waiver request submitted by the PHA must include

[HCV Guidebook pp.12 and 113]:

1 Complete statement of the facts of the case;

T Analysis of the specific conflict of interest provision of the HAP contract and
justification as to whyhe provision should be waived,;

T Analysis of and statement of consistency with state and local laws. The local HUD
office, the PHA, or both parties may conduct this analysis. Where appropriate, an
opinion by the statebds attorney gener al

T Opinion by the local HUD office as to whether there would be an appearance of

impropriety if the waiver were granted;

1 Statement regarding alternative existing housing available for lease under the HCV

program or other assisted housing if the waiver iseden

1 If the case involves a hardship for a particular family, statement of the circumstances

and discussion of possible alternatives;

1 If the case involves a public official or member of the governing body, explanation of

his/her duties under state or lodalv, including reference to any responsibilities
involving the HCV program;

1 If the case involves employment of a family member by the PHA or assistance under
the HCV program for an eligible PHA employee, explanation of the responsibilities

and duties othe position, including any related to the HCV program,;

T If the case involves an investment on the part of a member, officer, or employee of
the PHA, description of the nature of the investment, including disclosure/divestiture

plans. Where the PHA has reptied a conflict of interest waiver, the PHA may not
execute the HAP contract until HUD has made a decision on the waiver request.

11

S



1.7

1.8

2.0

In considering whether to request a conflict of interest waiver from HUD, the PHA wiill
consider factors the reasons for wag/the requirement; consistency with state and local
laws; the existence of alternative housing available to families; the individual
circumstances of a particular family; the specific duties of individuals whose positions
present a possible conflict ofterest; the nature of any financial investment in the
property and plans fatisclosure/divestiture; and the possible appearance of impropriety.

RIGHT TO PRIVACY

All adult members of both applicant and participant households are required to dign HU
Form 9886, Authorization for Release of Information and Privacy Act NotiCee
Authorization for Release of Information and Privacy Act Nostaes how family
information will be released and includes Hederal Privacy Act Statement

Any request fo applicant or participant information will not be released unless there is a
signed release of information request from the applicant or participant.

REQUIRED POSTINGS
The Douglas Housing Authority will post, at its office, in a conspicuous plateatia
height easily read by all persons including persons with mobility disabilities, the

following information:

A. The Section 8 Administrative Plan

B. Notice of the status of the waiting list (opened or closed)

C. The office hours, telephomaimbers, TDD numbers, and hours of operation
D. Income Limits for Admission

E. Informal Review and Informal Hearing Procedures

F. Fair Housing Poster

G. Equal Opportunity in Employment Poster

DOUGLAS HOUSING AUTH ORITY/OWNER RESPONSIBILITY/
OBLIGATION OF THE FA MILY

This Section outlines the responsibilities and obligations of the Douglas Housing
Authority, the Section 8 Owners/Landlords, and the participating families.

12



2.1 DOUGLAS HOUSINGAUTHORITY RESPONSIBLITIES
A. The Douglas Housing Authority will comply with the consolidated ACC, the
application, HUD regulations and other requirements, and the Douglas Housing
Authority Section 8 Administrative Plan.

B. In administering the prograrthe Douglas Housing Authority must:

1. Publish and disseminate information about the availability and nature of
housing assistance under the program;

2. Explain the program to owners and families;

3. Seek expanded opportunities for assisted familiedotate housing
outside areas of poverty or racial concentration;

4, Encourage owners to make units available for leasing in the program,
including owners of suitable units located outside areas of poverty or
racial concentration;

5. Affirmatively further fair housing goals and comply with equal
opportunity requirements;

6. Make efforts to help disabled persons find satisfactory housing;
7. Receive applications from families, determine eligibility, maintain the

waiting list, select applicants, issue aueher to each selected family, and
provide housing information to families selected;

8. Determine who can live in the assisted unit at admission and during the
familyéds participation in the progra
9. Obtain and verify evidence of citizenship and eligible immigration status

in accordance with 24 CFR part 5;

10. Review the famil yos request for ap
owner/landlord lease, including the HUD prescribed tenancy addendum;

11. Inspect the unit before the assisted occupancy begins and at least annually
during the assisted tenancy;

12.  Determine the amount of the housing assistance payment for a family;

13. Determine the maximum rent to the owner and whether the rent is
reasonable;

13



14.  Make timely housing assistance payments to an owner in accordance with
the HAP contract;

15. Examine family income, size and composition at admission and during the
famil yods participation i n t he pr og
verification of incomend other family information;

16.  Establish and adjust Douglas Housing Authority utility allowance;

17.  Administer and enforce the housing assistance payments contract with an
owner, including taking appropriate action as determined by the Douglas
Housng Authority, if the owner defaults (e.g., HQS violation);

18. Determine whether to terminate assistance to a participant family for
violation of family obligations;

19.  Conduct informal reviews of certain Douglas Housing Authority decisions
concerning pplicants for participation in the program;

20. Conduct informal hearings on certain Douglas Housing Authority
decisions concerning participant families;

21.  Provide sound financial management of the program, including engaging
an independent publeccountant to conduct audits.

2.2 OWNER RESPONSIBILITY

A. The owner is responsible for performing
HAP contract and the lease.

B. The owner is responsible for:
1. Performing all management and rental functions tfee assisted unit,
including selecting a voucher holder to lease the unit, and deciding if the

family is suitable for tenancy of the unit.

2. Maintaining the unit in accordance with HQS, including performance of
ordinary and extraordinary maintenance.

3. Complying with equal opportunity requirements.

4. Preparing and furnishing to the Douglas Housing Authority information
required under the HAP contract.

14



5. Performing al/|l of the ownerdés obli
payments (HAP) contra@and the lease

6. Collecting from the family:
a. Any security deposit required under the lease.
b. The tenant contribution (the part of rent to owner not covered by

the housing assistance payment.

C. Any charges for unit damage by the family.

7. Enforcing tenant obligations under the lease.

8. Paying for utilities and services (unless paid by the family under the
lease.)

9. Complying with the Violence against Women Reauthorization Act of

2013 (VAWA) when screening prospective HCV tenants omieating
the tenancy of an HCV family (see 24 CFR Part 5, Subpart L; 24 CFR
982.310(h)(4); and 24 CFR 982.452(b)(1))

C. For provisions on modifications to a dwelling unit occupied or to be occupied by
a person with disabilities see 24 CFR 100.203.

D. 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
the PHA.

The owner must cooperate with the 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 the PHA.
2.3 OBLIGATIONS OF THE PARTICIPANT

This Sectiorstates the obligations of a participant family under the program.

A. When the familyds unit is approved and
must follow the rules listed below in order to continue participating in the
Housing Choice Voucher Praagn.

B. The family must:

1. Supply information that the PHA or HUD determines to be necessary,
including evidence of citizenship or eligible immigration status, and

15



information for use in a regularly scheduled reexamination or interim
reexamination ofamily income and composition.

Disclose and verify social security numbers and sign and submit consent
forms for obtaining information.

Supply any information requested by the PHA to verify that the family is
living in the unit or information related family absence from the unit.

Promptly notify the PHA in writing when the family is away from the unit
for an extended period of time in accordance with PHA policies. The
family must supply any information or certification requested by the
Douglas Housind\uthority to verify that the family is living in the unit, or
relating to family absence from the unit, including any Douglas Housing
Authority requested information or certification on the purposes of family
absences. The family must cooperate with tbeddas Housing Authority

for this purpose. The family must promptly notify the Douglas Housing
Authority of its absence from the unit.

Absence means that no member of the family is residing in the unit. The
family may be absent from the unit for up to@&0dendar days. The family
must request permission, in writing before the absence, from the Douglas
Housing Authority for absences exceeding 30 calendar days. The Douglas
Housing Authority will make a determination within 5 business days of
the request. Arauthorized absence may not exceed 180 calendar days.
Any family absent for more than 30 calendar days without authorization
will be terminated from the program.

Authorized absences may include, but are not limited to:

A. Prolonged hospitalization

B. Absence beyond the control of the family (i.e., death in the
family, other family member illness)

C. Other absences that are deemed necessary by the Douglas Housing
Authority.

Allow the PHA to inspect the unit at reasonable times and aftéast
two (2) daysnotice.

Notify the PHAand the owner in writinghirty (30) daysbefore moving
out of the unit or terminating the lease.

Use the assisted unit for residence by the family. The unit must be the
familyéds only residence.
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10.

11.

12.

13.

Promptly notify the PHA in writingof the birth, adoption, or court
awarded custody of a child.

Request PHA written approval to add any other family member as an
occupant of the unit.

Promptly notify the PHA in writing, if any family member no longer lives
in the unit.

Promptly give thd®HA a copy of any owner eviction notice.

Pay utility bills and provide and maintain any appliances that the owner is
not required to provide under the lease.

Promptly notify the PHA of any damages to the unit, HQS violations or
repairs needed.

Any information the family supplies must be true and complete.

The family (including each family member) must not:

1.

Own or have any interest in the unit (other than in a cooperative, or the
owner of a manufactured home leasing a manufactured home.space

Commit any serious or repeated violation of the lease.

Commit fraud, bribery or any other corrupt or criminal act in connection
with the program.

Engage in drugelated criminal activity or violent criminal activity or
other criminal activity thathreatens the health, safety or right to peaceful
enjoyment of other residents and persons residing in the immediate
vicinity of the premises.

Sublease or let the unit or assign the lease or transfer the unit.
Receive Housing Choice Voucher Program lmgsassistance while
receiving another housing subsidy, for the same unit or a different unit

under any other Federal, State or local housing assistance program.

Damage the unit or premises (other than damage from ordinary wear and
tear) or permit any gséto damage the unit or premises.

Receive Housing Choice Voucher Program housing assistance while
residing in a unit owned by a parent, child, grandparent, grandchild, sister
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3.0

3.1

3.2

or brother of any member of the family, unless the PHA has determined
(and hasnotified the owner and the family of such determination) that
approving rental of the unit, notwithstanding such relationship, would
provide reasonable accommodation for a family member who is a person
with disabilities.

9. Engage in abuse of alcohol in aytnat threatens the health, safety or
right to peaceful enjoyment of the other residents and persons residing in
the immediate vicinity of the premises.

ELIGIBILITY FOR ADMI SSION

INTRODUCTION

The PHA accepts applications only from families whbsad or spouse is at least 18

years of age. To be eligible for participa

well any permissible additional <criteria e

are:

A. An applicant must be @#amilyo

B. An apgicant must be within the appropridt@gcomeLimits

C. An applicant must provide Social Security Numbers for all family members
certify that they dondédt have one.

D. An applicant must furnish declaration of Citizenship or Eligible Immigrant Status

and verifcation where required.

At leag one member of the applicant family must either be a U.S. Citizen or have eligible
immigration status before the PHA may provide any financial assistance.

FAMILY AND HOUSEHOLD

A.

Family status.

1. A family with or without children. Such a family is defined as a group of
people related by blood, marriage, adoption or affinity that lives together in a
stable family relationship.

A family also includes two or more individuals who are not related by blood,
marriage, doption, or other operation of law, but who either can demonstrate
t hat they have |l ived together previ o
income and other resources will be available to meet the needs of the family.
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Each family must identify the indigluals to be included in the family at the
ti me of application, and mu s t updat e
composition changes.

a. Children temporarily absent from the home due to placement in foster
care are considered family members. This provisioly pertains to

the foster chil doés temporary abse]
intended to artificially enlarge the space available for other family
members.

b. Unborn children and children in the process of being adopted are
considered family membersrfpurposes of determining bedroom size,
but are not considered family members for determining income limit.

An elderly family, which is:

a. A family whose head, spouseg-head,or sole member is a person
who is at least 62 years of age;

b. Two ormore persons who are at least 62 years of age living together;
or

c. One or more persons who are at least 62 years of age living with one
or more livein aides

A disabled family, which is:

a. A family whose head, spousa, coheadis a person with dabilities;
b. Two or more persons with disabilities living together; or

c. One or more persons with disabilities living with one or more-ilive
aides.

Rehabilitated former drug users and alcoholics are covered under the
ADA. However, a current drug user mot covered. In accordance with
5.403, individuals are not considered disabled for eligibility purposes
solely on the basis of any drug or alcohol dependence. Individuals whose
drug or alcohol addiction is a material factor to their disability are
excludel from the definition. Individuals are considered disabled if
disabling mental and physical limitations would persist if drug or alcohol
abuse discontinued.

A remaining member of a tenant family.
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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 open.

If a family breaks up into two otherwise eligible families while receiving
assistance, only one of the new families will continue to be assisted.

The PHA has discretion to determine which members of an assisted family
continue to receive assistze in the program if the family breaks up. The
factors to be considered in making this decision include:

1 Whether the assistance should remain with family members
remaining in the original assisted unit.

i The interesof minor children or of ill, elderhor disabled family
members.

1 Whether family members are forced to leave the unit as a result of

actual or threatened physical violence against family members by a
spouse or other member of the household.

Other factors specified by the PHA.

If a court deternmes the disposition of property between members
of the assisted family in a divorce or separation under a settlement
or judicial decr ee, the PHA is
of which family members continue to receive assistance in the
program.

5. A single personwho is not an elderly or displaced person, or a person
with disabilities, or the remaining member of a tenant family.

Head of Household

The head of household is thdult member of the household who is designated by the family as
head,s wholly or partly responsible for paying the rent, and has the legal capacity to enter into a
lease under State/local law. Emancipated minors who qualify under State law will be recognized
as head of household.

Spouse of Head

Spouse means the husbanavie of the head.

For proper application of thidon-citizens Rule, the definition of spouse is: the marriage partner
who, in order to dissolve the relationship, would have to be divorced. It includes the partner in a
common law marriage. The term "spousi@es not apply to boyfriends, girlfriends, significant
others, or ceheads.

20



Co-Head

An individual in the household who is equally responsible for the lease with the Head of
Household. A family may have a spouse or-bead, but not bothA co-head nevequalifies as
a dependent.

Dependent

A dependenis a family member who is under 18 years of aga person of any age who is a
person with a disability or a futime student, except that the following persons can never be
dependents: the head of household, spouséead, foster children/adults and live aides
Identifying each dependent in thenfdy is important because each dependent qualifies the
family for a deduction from annual income as described in Chapter 6.

Joint Custody of Dependents

Dependents that are subject to a joint custody arrangement will be considered a member of the
family, if they live with the applicant or participant family 50 percent or more of the time.

When more than one applicant or participant family is claiming the same dependents as family
members, the family with primary custody at the time of the initial examinatioeexamination

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 tteld for income tax purposes.

Full Time Student [24 CFR 5.603; HCV GB, p. 529]

A full-time studen{FTS) is a person who is attending school or vocational training ontnfel|
basis. The time commitment or subject load that is needed to binfelis defined by the
educational institution.

Identifying each FTS is important because: (1) each family member that is an FTS, other than the
head, spouse, or dwad, qualifies the family for a dependent deduction, and (2) the income of
such an FTS is tread differently from the income of other family members.

Live-in Attendants

A Family may include a liven aide provided that such liva aide:

1 Is determined by the PHA to be essential to the care and well being of an elderly
person, a neaglderly personor a person with disabilities,

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

1 Would not be living in the unit except to provide care for the person(s).

1 Is at least 18 years of age.

A live-in aide is treated differently than family members:

1 Incomeof the livein aide will not be counted for purposes of determining eligibility or
level of benefits.
9 Live-in aides are not subject Mon-citizen Rule requirements.

1 Live-in aides may not be considered as a remaining member of the tenant family.
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Relativesare not automatically excluded from being limeaides, but they must meet all of the
elements in the livén aide definition described above.

A Live in Aide may only reside in the unit with the approval of the PHA. Written verification
will be requiredfrom a reliable, knowledgeable professional, such as a doctor, social worker, or
case worker. The verification provider must certify that aliivaide is needed for the care of the
family member who is elderly, neatderly (5661) or disabled.

The PHAwiIll approve a livein aide if needed as a reasonable accommodation to make the
program accessible to and usable by the family member with a disability. Approval ofra live
aide for reasonable accommodation will be in accordance with CFR 24 Partt@ardgonable
accommodations section in Chapter 1 of this administrative plan.

[24 CFR 982.31pAt any time, the PHA will refuse to approve a particular person as anlive
aide or may withdraw such approval if:

*The person commits fraud, bribery, or aother corrupt or criminal act in connection
with any federal housing program;

*The person commits druelated criminal activity or violent criminal activity; or

*The person currently owes rent or other amounts to the PHA or to another PHA in
connection wih Section 8 or public housing assistance under the 1937 Act.

Guests

A guestis a person temporarily staying in the unit with the consent of a member of the household
who has express or implied authority to so consent.

A guestcan remain in the assisted unit no longer thanonsecutive days or a total b
cumulative calendar days during anym®nth period.

Children who are subject to a joint custody arrangement or for whom a family has
visitation privileges, that are naicluded as a family member because they live outside

of the assisted household more than 50 percent of the time, are not subject to the time
limitations of guests as described above.

A family may request an exception to this policy for valid reas@ng., care of a relative
recovering from a medical proceddo a time limit not exceadg 180 daysAn exception will

not be made unless the family can identify and provide documentation of the residence to which
the guest will return.

Foster Children and Foster Adults

Foster adultsare usually persons with disabilities, unrelated to the tenant family, who are unable
to live alone [24 CFR 5.609].
The termfoster childis not specifically defined by the regulations.

Foster children and foster adults tthare living with an applicant or assisted family are
considered household members but not family members. The income of foster children/adults is
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not counted in family annual income, and foster children/adults do not qualify for a dependent
deduction24 CFR 5.603 and HUE0058 IB, p. 13].

A foster childis a child that 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 shortterm a long-term foster care arrangement with the custodial agency.

A foster child or foster adult may be allowed to reside in the unit if their presence would not
result in a violation of HQS space standards according to 24 CFR 982.401.

Children that are tengparily absent from the home as a result of placement in foster care are
discussed in Sectiorld..

Absent Family Members

Individuals may be absent from the family, either temporarily or permanently, for a variety of
reasons including educational activities, placement in foster care, employment, illness,
incarceration, and court order.

Definitions of Temporarily and Permanertly Absent

Generally an individual who is or is expected to be absent from the assisted unit for 180
consecutive days or less is considered temporarily absent and continues to be considered a family
member. Generally an individuatho is or is expected tbe absent from the assisted unit for

more than 180 consecutive days is considered permanently absent dmageoa family
member. Exceptions to this general policy are discussed below.

Absent Students

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

Absences Due to Placement in Foster Caf24 CFR 5.403]

Children temporarily absent from the home as a reduflaxement in foster care are
considered members of the family.

If a child has been placed in foster care, the RtilAverify 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.

Absent Head, Spuse, or Cehead

An employedhead, spouse, or deead absent from the unit more than 180 consecutive
days due to employment will continue to be considered a family member.
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Family Members Permanently Confined for Medical ReasonfHCV GB, p. 5-22]

If a family member is confined to a nursing home or hiasmn a permanent basis, that
person is no longer considered a family member ardrtbome of that person is not
counted [HCV GB, p. 22].

The PHA will request verification from a responsible medpmralfessional and will use

this determination. 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 pemtmbasis and
request that the person not be considered a family member.

Return of Permanently Absent Family Members

The family must request PHA approval for the returraioy adult family members that
the PHA has determined to be permanently abserg.ifidividual is subject to the
eligibility and screening requirements discussed elsewhere in this chapter.

B. Income eligibility [24 CRF 982.201]

1. To be eligible to receive assistance a family shall, at the time the family
initially receives assistanaender the Section 8 program shall be a-low
income family that is:

a. An extremely lowincome (30% of median incomey;, a very low
income (50% of median incomélhe PHA will not admit families
whose income exceeds 50 percent of the area median income
except those families included in 24 CFR 982.201(b).

b. A low-income familyficontinuously assisteédor 90 calendar days
under the 1937 Housing ActA family is considered to be
continuously assisted if the family is already receiving assistance
under any 197 Housing Act program at the time the family is
admitted to the HCV program [24 CFR 982.4].

C. A low-income family that meets additional eligibility criteria
specified by the Housing Authority;

d. A low-income family that is a nepurchasing tenant in ldOPE 1
or HOPE 2 project or a property subject to a resident
homeownership program under 24 CFR 248.173;

e. A low-income family or moderateacome family that is displaced
as a result of the prepayment of the mortgage or voluntary
termination of an insuraec contract on eligible lowncome
housing.
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f. A low-income family that qualifies for voucher assistance as a
nonpurchasing family residing in a HOPE 1 (HOPE for public
housing homeownership) or HOPE 2 (HOPE for homeownership
of multifamily units) project

2. Income limits apply only at admission and are not applicable for continued
occupancy; however, as income rises the assistance will decrease.

3. The applicable income limit for issuance of a voucher is the highest
income limit for the family size foareas within the housing authority's
jurisdiction. The applicable income limit for admission to the program is
the income limit for the area in which the family is initially assisted in the
program. The family may only use the voucher to rent a unit iarea
where the family is income eligible at admission to the program.

4. Families who are moving into the HA's jurisdiction under portability and
have the status of applicant rather than of participant at their initial
housing authority, must meet the incommait for the area where they
were initially assisted under the program.

5. Families who are moving into the Douglas Housing Authority's
jurisdiction under portability and are already program participants at their
initial housing authority do not have to etethe income eligibility
requirement for the Douglas Housing Authority program.

6. Income limit restrictions do not apply to families transferring units within
the Douglas Housing Authority Section 8 Program.

Using Income Limits for Targeting [24 CRE 82.201]

At least 75 percent of the families admitted to the PHA's program during a iBebA f
year must be extremely leimcome families. HUDmay approve exceptions to this
requirement if the PHA demonstrates that it has mades@lllired efforts, but has been
unable to attract an adequate number of qualified extremehnimme families.

C. Citizenship/Eligible Immigrant status [24 CFR Part 5, Subpart E]

Housing assistance is available only to individuals who are U.S. citikk8s,
nationals (herein referred to as citizens and nationalg)pcitizens that have
eligible immigration status. At least one family member must be a citizen,
national, omon-citizenwith eligible immigration status in order for the family to
qualify for any level of assistance.

All applicant families must be notified of the requirement to submit evidence of
their citizenship status when they apply. Where feasible, and in accordance with
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the PHAGs Limited Engl i sh mRalafguageithatncy P
is understood by the individual if the individual is not proficient in English.

Declaration [24 CFR 5.508]

HUD requires each family member to declare whetiheiindividual is a citizen, a
national, or an eligiblenoncitizen exceptthose membersvho elect not to
contend thatthey have eligible immigration status. Those who eleut 0
contend their status amonsidered to be ineligiblaon-citizers. For citizens,
nationals and eligibl@oncitizers the declaration must be signedrgmnally by
the headspouse, cdead, and any othéamily member 18 or older, and by a
parent or guardin for minors. The family musdentify in writing any family
members who elect not to mend their immigration statusee IneligibleNon
citizers bdow). No declaration is redgued for livein aides, fostechildren, or
foster adults.

Eligible Non-citizerns

In addition to providing a signed declaration, those declaring eligintecitizen

status must sign a verification consent form and cooperiiteRiHA efforts to

verify their immigration statusThe 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 personds age, an
receiving HUDfunded assistance.

Lawful residents of the Marshall Islands, the Federated States of Micronesia, and
Palau, together known as the Freely Associated States, ordfd®Jigible 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].

Ineligible Non-citizerns

Those non-citizens who do not wish to contend their immigration status are
required to have their names listed on a-nontending family members listing,
signed by the head, spouse, or-hemad (regardless of citizenship status),
indicating their ineligible immigration sias. The PHA is not required to verify a
family memberds ineligible status and
unlawful presence in the U.S. to the United States Citizenship and Immigration
Services (USCIS).

Providing housing assistancerton-citizenstudents is prohibited [24 CFR 5.522].
This prohibition extends to theon-citizenspouse of aon-citizenstudent as well
as to minor children who accompany or follow to join ti@citizen student.
Such prohibition does not extend to the citizpouse of aoncitizen student or
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to the children of the citizen spouse amoicitizen student. Such a family is
eligible for prorated assistance as a mixed family.

Mixed Families

A family is eligible for assistance as long as at least one membeciizen,
national, or eligiblenon-citizen Families that include eligible and ineligible
individuals are consideredixedfamilies Such families will be given notice that
their assistance will be prorated, and that they may request a hearing if they
corntest this determination. See Chapter 6 for a discussion of how rents are
prorated, and Chapter 16 for a discussion of informal hearing procedures.

Ineligible Families [24 CFR 5.514(d), (e), and (f)]

The PHA will not provide assistance to a family beftbre verification of at least
one family member.

When a PHA determines that an applicant family does not include any citizens,
nationals, or eligiblenon-citizens following the verification process, the family

will be sent a written notice within 1Business days of the determination. 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 Citizenahigp Immigration Services
(USCIS), or to request an informal hearing with the PHA. The informal hearing
with the PHA may be requested in lieu of the USCIS appeal, or at the conclusion
of the USCIS appeal process. The notice must also inform the appboaity f

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.

Social Security Number Documentatiorf24 CRF 5.216, 5.218]

Families are ragjred to provide verification of Social Security Numbers for all
family members prior to admissiofhis requirement also applies to persons
joining the family after admission to the program.

Failure to furnish verification of social security numbers mugds for denial or
termination of assistance.

Persons who have not been issued a Social Security Number must sign a
certification that they have never been issued a Social Security Number.

Persons who disclose their Social Security Number but cannot dprovi
verification must sign a certification and provide verification within 60 days.
Elderly persons must provide verification within 120 ddfserification cannot

be produced within 60 days, the applicant will be removed from the waiting list or
housingassistance will be terminated.
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E.

Signing Consent Forms

1. In order to be eligible each member of the family who is at least 18 years
of age, and each family head and spouse regardless of age, shall sign one
or more consent forms.

2. The consent forrmust contain, at a minimum, the following:

a. A provision authorizing HUD and the Douglas Housing Authority
to obtain from State Wage Information Collection Agencies
(SWICASs) any information or materials necessary to complete or
verify the application forparticipation or for eligibility for
continued occupancy;

b. A provision authorizing HUD or the Douglas Housing Authority to
verify with previous or current employers income information
pertinent to the family's eligibility for or level of assistance;

C. A provision authorizing HUD to request income information from
the IRS and the SSA for the sole purpose of verifying income
information pertinent to the family's eligibility or level of benefits;
and

d. A statement that the authorization to release itifermation
requested by the consent form expires 15 months after the date the
consent form is signed.

Suitability for tenancy.

The Douglas Housing Authority determines eligibility for participation and will
also conduct criminal background checks all adult household members,
including liveiin aides. The Douglas Housing Authority will deny assistance to a
family because of drugelated criminal activity, registered sex offendédenied

for life) or violent criminal activity by family members within the three years of
the record search. This check will be made through local law enforcement If the
individual has lived outside the local area, the Douglas Housing Authority may
contact law enforcemeagencies where the individual had lived.

The Douglas Housing Authority will check with the State sex offender
registration progranvia the Internet atvww.azsexoffender.orgnd will ban for
life any individual who is registered as a lifetime sex offender.

Additional screening is the responsibility of the owner. Upon the written request
of a prospective owner, the Douglas Housing Authority will provide any factual
information or third party written informatiothey have relevant to a voucher
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hol derd6s history of, or ability to, com
history of drug trafficking.

Students Enrolled in Institutions of Higher Education [24 CFR 5.612and FR
Notice 4/10/06]

Section 37 of Public Law 109115 and the implementing regulation at 24 CFR
5.612 established new restrictions on the eligibility of certain students (both part
and fulktime) who are enrolled in institutions of higher education.

If a student enrolled at anstitution of higher education is under the age of 24, is

not a veteran, i's not married, and does
el i gibility must be examined along witl
parents. In these cases, boththeusd ent and t he student 6s i
eligible for the student to receive HCV assistance. If, however, a student in these
circumstances is determined independent from his/her parents in accordance with
PHA policy, t he i nc ommevil wof be tcdn®Ederexddtinu d e nt
determining the studentds eligibility.

The new law does not apply to students who reside with parents who are applying
to receive HCV assistance. It is limited to students who are seeking assistance on
their own, separatelydm their parents.

Definitions

In determining whether and how the new eligibility restrictions apply to a student,
the PHA will rely on the following definitions [FR 4/10/06, p. 18148).S.
Housing Act of 1937; [71 FR 18146, appendix A]; 24 CFR5.609(bA2)CFR
5.609(c)(6)

Dependent Child

In the context of the student eligibility restrictiopndependent childneans a
dependenthild of a student enrolled in an institution of higher education. The
dependent child must also meet the definitiondependenin 24 CFR 5.603,

which states that the dependent must be a member of the assisted family, other
than the head of household or spouse, who is under 18 years of age, or is a person
with a disability, or is a fultime student. Foster children and fosterledare not
considered dependents.

Independent Student

The PHA will consider a student Aindepe
parentsd income wil!/ not be considered
if the following four criteria are all et:

1. The individual is of legal contract age under state law.
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2. The individual has established a household separate from his/her parents
for at least one year prior to application for occupancy or the individual
meet s t he Uu. S. D e p a@efinitiore of tindeefhdentEd u c a t
student.

To be considered andependent studemiccording to the Department of
Education, a student must meet one or more of the following criteria:

1 Be at least 24 years old by December 31 of the award year for
which aid is sough

1 Be an orphan or a ward of the court through the age of 18

Be a veteran of the U.S. Armed Forces

1 Have one or more legal dependents other than a spouse (for
example, dependent children or an elderly dependent parent)

1 Be a graduate or professional student

1 Be married

3. The individual was not claimed as a dependent by his/her parents pursuant
to I'RS regulations, as demonstrated

4. The individual provides a certification of the amount of financial
assistance that will be praled by his/her parents. This certification must
be signed by the individual providing the support and must be submitted
even if no assistance is being provided.

The PHA will verify that a student meets the above criteria in accordance with the
policies inSection 7II.E.

Institution of Higher Education

The PHA will use the statutory definition under section 102 of the Higher
Education Act of 1965 to determine whether a student is attendingstéution
of higher educatiotisee Exhibit ).

Parents

For purposes of student eligibility restrictions, the definitiorpafentsincludes
biological or adoptive parents, stpprents (as long as they are currently married
to the biological or adoptive parent), and guardians (e.g., grandparents,
aunt/uncle, gdparents, etc).

Tuition

The Supplementary Guidance states that
this term by the institution of higher
To promote consistency across HUDOGs pr ¢
Department of Educatiéns def i ni ti on of twuition and
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A] For purposes of determining the eligibility of a person to receive assistance
under section 8 of the United States Housing Act of 1937 (42 U.S.C. 1437f), any
financial assistancan excess of mounts received for tuition and any other

required 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 an
institution of higher education (as defined under the Higher Hidmc#ct of

1965 (20 U.S.C. 1002), shall be considered income to that individual, except for a
person over the age of 23 with dependen

Veteran

A veteranis a person who served in the active military, naval, or air service and
who was dischargedr released from such service under conditions other than
dishonorable.

Determining Student Eligibility

If a student is applying for assistance on his/her own, apart from his/her parents,

the PHA must determine whether the student is subject to thebildlgi
restrictions contained in 24 CFR 5.612. If the student is subject to those
restrictions, the PHA must ensure that: (1) the student is individually eligible for

the program, (2) either the student is independent from his/her parents or the
studpatésts are income eligible for the
which the student is applying is collectively eligible for the program.

For any student who is subject to the 5.612 restrictions, the PHA will:

1 Follow its usual policies in determininghether the student individually
and the studentdés Afamilyo collectiwv

1 Determine whether the student is independent from his/her parents in
accordance with the definition ofdependent student this section

1 Follow the pdicies below, if applicable, in determining whether the
studentés parents are income eligibl

I f the PHA determines that the student,
studentdés Afamilyo i s not icedfidenialbii e, t h
accordance with the policies in Sectio#ll3, and the applicant family will have

the right to request an informal review in accordance with the policies in Section
16-111.B.

Determining Parental Income Eligibility

For any student who isubject to the 5.612 restrictions and who does not satisfy
the definition ofindependent studeim this section, the PHA will determine the
income eligibility of the studentds par
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i | f the student o6s par ent sthed@PHAewilmar rri e
obtain a joint income declaration and certification of joint income from the

parents.

1 | f the studentdés parent I's widowed
income declaration and certification of income from that parent.

1 I f t he st sateedivircgdsor gearated) the PHA will obtain an

income declaration and certification of income from each parent.

i If the student has been living with one of his/her parents and has not had
contact with or does not know where to contact his/her othenpahe
PHA will require the student to submit a certification under penalty of
perjury describing the circumstances and stating that the student does not
receive financial assistance from the other parémg. PHA will then
obtain an income declaratiomdh certification of income from the parent
with whom the student has been living or had contact.

I n determining the income eligibility o
the income limits for the jurisdiction in which the parents live.

DENIAL OF ASSISTANCE

A family that does not meet the eligibility criteria discussdabve must be denied
assistance.

Denial of assistance includes any of the following:

1 Not placing the familyds name on the wa
1 Denying or withdrawing a voucher.

1 Not appoving a request for tenancy or refusing to enter into a HAP contract.

1 Refusing to process a request for or to provide assistance under portability

procedures.

Prohibited Reasons for Denial of Program Assistance [24 CRF 982.202(b), Pub.L.
109162]

HUD rules prohibit denial of program assistance to the program based on any of the
following criteria:

1 Age, disability, race, color, religion, sex, or national origin. (See Chapter 2 for
additional information about fair housing and equal opportunity requirasment

Where a family lives prior to admission to the program

Where the family will live with assistance under the program. Although eligibility
is not affected by where the family will live, there may be restrictions on the
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family's ability to move outsidehe PHA's jurisdiction (See Chapter 10,
Portability.)

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

Whether the family includes children
Whether a family decides to participate in a fars#yf-sufficiency program

Whether or not a qualified applicant has been a victim of domestic violence,
dating violence, or stalking

Mandatory Denial of Assistance [24 CFR 982.553(a)]

HUD requireshe PHA to deny assistance in the following cases:

T

Any menberof the household has been evicted from fededlsisted housing in
the last 3 years for druglated criminal activity. HUD permits, but does not
require, the PHA to admit an otherwiskgible family if the household member
has completed a PHAppoved drug rehabilitation program or the circumstances
which led to eviction no longer exist (e.g., the person involved in the criminal
activity no longer lives in the household).

The PHA will admit an otherwiseligible family who was evicted from fedelna
assisted housing within the past 3 years for dalgted criminal activity, if the

PHA is ableto verify that the household member who engaged in the criminal
activity has completed a supervised drug rehabilitation program approved by the
PHA, or the prson who committed the crime, is no longer living in the
household.

The PHA determines that any household member is currently engaged in the use
of illegal drugs.

Currently engaged irs definedasany use ofllegal drugs during the previous six
months

The 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 otheesidents.

In determiningreasonableause, the PHA will consider all credible evidence, including
but not limited to, any record of convictions, arrests, or evictions of household members
related to the use of illegal drugs or the abuse of alcoholnficion will be given more
weight than an arrest. The PHA will also consider evidence from treatment providers or
communitybased organizations providing services to household members.
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i Any household member has ever been convicted ofmdated criminalctivity
for the production or manufacture of methamphetamine on the premises of
federally assisted housing

1 Any household member is subject to a lifetime registration requirement under a
state sexoffenderregistration program

Other permitted reasons fordenial of assistance

A. Do not meet any one or more of the eligibility criteria;

B. Do not supply information or documentation required by the application process;

C. Fail to respond to a written request for information or a request to declare
continuednterest in the program;

D. Fail to complete any aspect of the application or legsprocess;

E. Any criminal activity (a three year period) by any household member involving

crimes of physical violence against persons or property, andrelatgd crinmal
activity that would adversely affect the health, safety, or well being of other
tenants or staff, or cause damage to the property.

F. Currently owes rent or other amounts to any housing authority in connection with
the public housing or Section 8 grams.

G. Have committed fraud, bribery, or any other corruption in connection with any
Federal housing assistance program, including the intentional misrepresentation
of information related to their housing application or benefits derived therefrom;

H. Have a family member who was evicted or terminated from assisted housing
within the past three years;

Have a family member who was evicted from assisted housing within five years
of the projected date of admission because of -deleged criminal activity
involving the illegal manufacture, sale, distribution, or possession with the intent
to manufacture, sell, distribute a controlled substance as defined in Section 102 of
the Controlled Substances Act, 21 U.S.C. 802;

J. Have a family member who is currenttngaged in illegally using a controlled
substance or abuses alcohol in a way that may interfere with the health, safety, or
right to peaceful enjoyment of the premises by other residents.

Currently engaged in is defined as: Any use if illegal drugsnguthe previous

six months.The Douglas Housing Authority may waive this requirement with
documentation or statement from a third party and will consider the following
when making a decision:

1 The seriousness of the case, especially with respect to hawilith affect
other residents.

i 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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3.4

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

i The |l ength of time since the violati

and the likelihood of favorable conduct in the future.

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.

The PHA will require the appant to submit evidence of theousehold
member 6s cur r e msuccessfutdmpletionplatsupennsedi n
drug or alcohol rehabilitatioprogram, or evidence of otheise having
been rehabilitateduccessfully.

K. Have engaged in threaiag, abusive or violent behavior towards any Douglas
Housingstaff or residents. Abusive or violent behavior towards PHA personnel
includes verbal as well as physical abuse or violence. Use of racial epithets, or
other language, written or oral, that is custatpaused to intimidate may be
considered abusive or violent behavior. Threatening refers to oral or written
threats or physical gestures that communicate the intent to abuse or commit
violence.

L. Have a family household member who has been terminated under the Section 8
Program during the lagiireeyears;

M. Have a family member who has been convicted of manufacturing or producing
methamphetamine (speed) (Denied for life);

N. Have a family membewith a lifetime registration under a State sex offender
registration program (Denied for life).

CRITERIA FOR DECIDING TO DENY ASSISTANCE

The PHA will use the concept of the preponderance of the evidence as the standard for
making all admissiodecisions.

Preponderance of the evidensedefined as evidence whigs of greater weight or more
convincing than the evidence which is offered in opposition to it; that dees® which
as a whole shows that the fact sought to bevamois more probdé than not.
Preponderance of the evidence may not be determindeelmumber of witnesses, but by
the greater weight of all evidence.

Consideration of Circumstances
The PHA will consider the following factors prior to making its decision:
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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 culpabiliof individual family members, including
whether the culpable family member is a minor or a person with disabilities, or
(as discussed further in sectioAllBG) a victim of domestic violence, dating
violence, or stalking

1 The length of time sincethevidla on occurred, the fami/l
likelihood of favorable conduct in the future

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

The PHA will require the applicant t o
current participation in or successful completion of a supervised druglaohol
rehabilitation programyr evidence of otherwise having been rehabilitated successfully.

VICTIMS OF DOMESTIC VIOLENCE, DATING VIOLENCE, SEXUAL ASSAULT
AND STALKING [Pub.L.109162]

The PHA acknowledges that a victim of domestic violence, dating violeseejal
assaultor galking may have an unfavorable history that would warrant denial under the

y 6

s ul

PHAG6s policies. Therefore, i f the PHA make

applicant family, the PHA will include in its notice of denial a statement of the protection
aganst denial provided by VAWA and will offer the applicant the opportunity to provide
documentation affirming that the cause of the unfavorable history is that a member of the
applicant family is or has been a victim of domestic violence, dating violeegeal
assaulor stalking.

The documentation must include two elements:

1. A signed statement by the victim that provides the name of the perpetraioif
the name of the perpetrator is safe to provide and is known to the vastan,
certifies that the incidents in question are bona fide incidents of actual or
threatened domestic violence, dating violersexual assautir stalking, and

2. One of the following:

1 A police or court record documenting the actual or threatened alvuse, 0

1 A statement signed by an employee, agent, or volunteer of a victim service
provider; an attorney; a medical professional; or another knowledgeable
professional from whom the victim has sought assistance in addressing the
actual or threatened abuse. Thefessional must attest under penalty of
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perjury that the incidents in question are bona fide incidents of abuse, and
the victim must sign or attest to the statement

1  Arecord of an administrative agency; or
1  Documentation from a mental health profesalon

The applicant must submit the required documentation with her or his request for an
informal review or must request an extension in writing at that time. If the applicant so
requests, the PHA will grant an extension of 10 business days, and will p®stpo
scheduling the applicantds infor mal revi
or the extension period has elapsed. If after reviewing the documentation provided by the
applicant the PHA determines the family is eligible for assistance, oamaf review

will be scheduled and the PHA will proceed with admission of the applicant family.

Perpetrator Removal or Documentation of Rehabilitation

In cases where an applicant family includes the perpetrator as well as the victim of
domestic violence, ating violence, or stalking, the PHA will proceed as above but will
require, in addition, either (a) that the perpetrator be removed from the applicant
household and not reside in the assisted housing unit or (b) that the family provide
documentation thathe perpetrator has successfully completed, or is successfully
undergoing, rehabilitation or treatment.

If the family elects the second option, the documentation must be signed by an employee
or agent of a domestic violence service provider or by a meglicgher knowledgeable
professional from whom the perpetrator has sought or is receiving assistance in
addressing the abuse. The signer must attest under penalty of perjury to his or her belief
that the rehabilitation was successfully completed or igrpssing successfully. The
victim and perpetrator must also sign or attest to the documentation. This additional
documentation must be submitted within the same time frame as the documentation
required above from the victim.

PHA Confidentiality Requirements

All information provided to the PHA regarding domestiolence, dating violence, or
stalking, including the fact that an individual is a victohsuch violence or stalking,
must be retained in confidence and may neither be entered inttharey sitabase nor
provided to any related entity, except to the extent thatlidosure (a) is requested or
consented to by the individual in writing, (b) igequired for use in an eviction
proceeding, or (c) is otherwise required by applicable law.

MANAGING THE WAITING LIST

OPENING AND CLOSINGTHE WAITING LIST
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Opening of the waiting list will be announced via public notice that applications for
Section 8 will again be accepted. The public notice will state where, when, and how to
apply. Thenotice will be published in a local newspaper of general circulation, and also
by any available minority media. The public notice will state any limitations to who may

apply.

The notice will state that applicants already on waiting lists for other hppsograms

must apply separately for this program, and that such applicants will not lose their place
on other waiting lists when they apply for Section 8. The notice will include the Fair
Housing logo.

Closing of the waiting list will be announced vialghc notice. The public notice will
state the date the waiting list will be closed. The public notice will be published in a local
newspaper of general circulation, distributed to community agencies, posted at City Hall,
the City Library and also made aladle minority media.

TAKING APPLICATIONS

Families wishing to apply for the Section 8 Program will be required to complete a pre
application (Aapplicationod) for housing a
counter during regular business un® at City of Douglas Housing Authority,

425E. 10" Street Douglas, AZ 85607 Applications will also be mailed upon request of

the applicant.

Applications are taken to compile a waiting list. Due to the demand for Section 8
assistanceapplications may be taken on an open enroliment egending on the
length of the waiting list.

When the waiting list is open, completed jagplications will be accepted from all
applicants at any time and will be dated and time stamped upon its return to the Douglas
Housing Authority. Pre Applications will be added to the waiting list by date ainae

that it was received. The Douglas HA will at a later date request a full application in
order to determine applicantodés eligibility

Persons needing assistance with the Application process may receive help in péeson at
Douglas Housing Authority425 E. 10" Street,Douglas, AZ 85607 betwee8i00 a.m.
and5:00 p.m. Monday through Friday

Persons with disabilities who require a reasonable accommodation in completing an
application may call the Douglas Housing Autlypriio make special arrangements to
complete their application. A Telecommunication Device for the Deaf (TDD) is available
for the deaf. The TDD telephone numbeb20364.1582

The application process involves two phases. Phase 1 is tlapgreation.The pre

application requires the family to provide limited basic information including name,
address, phone number, family composition, income information, birth dates, Social
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Security numbersf all household memberRacial or ethnic designation of thedd of
householdand information establishing any preferences to which they may be entitled.
Phase 1 may result in the familyobds pl aceme

Upon receipt of the famjl dpse-application, the Douglas Housing Authority will make a
preliminary determination of eligibility. The Douglas Housing Authority will notify the
family in writing of the date and time of placement on the waiting list, waiting list
placement number and the approximate amount of time before housing assistance may be
offered. If the Douglas Housing Authority determines the family to be ineligible, the
notice will state the reasons therefoemnd offer the family the opportunitfor an
informal review of this determination.

Applicants must report changes to their appiagtincluding changef addressfamily
composition, income, or preference factors. Changes must be reported in writing by the
Head of Household. The applicantds file wi
list will be updated should that become necessary.

Preapplications wi not require an interview. The information on the application will not
be verified until the applicant has been selected for final eligibility determination. Final
eligibility will be determined when the full application process is completed and all
information is verified.

Phase 2 is the final determination of eligibility, referred tthasfull application The full
application takes place when the family nears the top of the waiting list. Verification of

all preferences, eligibility, will be done iRhase 2 of the application process. The
familyobds final eligibility for admi ssi on
Phase 2.

ORGANIZATION OF THE WAITING LIST T TENANT-BASED AND MULTI -
FAMILY

The waiting list(s) will be maintained in accartte with the following guidelines:
A. The application will be a permanent file;

B. All applications will be maintained in order of preference and then in order of
date and time of application;

C. Any contact between the Douglas Housing Authority andaaicant will be
documented in the applicant file and/or computer software.

Note: The tenant based waiting list cannot be maintained by bedroom size under current

HUD regulations. The exception to this is theMulti -family Housing Assistance
Program.
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FAMILIES NEARING THE TOP OF THE WAITING LIST

When a family appears to be within two (2) months of being offered assistance, the
family will be asked to complete a full application and present Social Security Number
information, original birth certificates, citizenship/eligible immigrant information, and
sign the Consent for Release of Information forms and all other required information.
Applicant files will be pulled from the waiting list for eligibility certification and will be
placed onfipending tatus. The Douglas Housing Authority must notify the family in
writing of its determination, and give the family the opportunity for an informal review.

MISSED APPOINTMENTS

All applicants who fail to keep a scheduled appointment in accordanite the
paragraph below will be sent a notice of denial.

The Douglas Housing Authority will allow the family to reschedule an appointment for
good cause but no more than twice. When a good cause exists, the Douglas Housing
Authority will work closely withthe family to find a more suitable time. Applicants will

be offered the right to an informal reviayponbeing removed from the waiting ljSf
requested within 10 days of the drop notiEgamples of good cause include but are not
limited to the followirg: 1) documentation of hospitalization; 2) documentation of family
illness, and 3) death in the immediate family that requires out of town trakel.
Dougl as Housing Authority reserves the r

Requirement to Attend Interview

The PHA utilizes the full application interview to discuss the family's circumstances in
greater detail, to clarify information which has been provided by the faamti/fo ensure

that the information is complete. The interview is also used as a eabiaheet the
informational needs of the family by providing information about the application and
verification process, as well as to advise the family of other PHA services or programs
which may be available.

The head of household is required to attdralinterview. If an applicant fails to appear

for their interview without prior approval of the PHA, their application will be denied
unless they can provide acceptable documentation to the PHA that an emergency
prevented them from attending or calling¢eschedule. If an application is denied due to
failure to attend the full application interview, the applicant will be notified in writing
and offered an opportunity to request an informal review.

The interview will be conducted only if the head of heludd or spouse/ebead
provides appropriate documentation of legal identity. If the family representative does not
provide the required documentation, the appointment may be rescheduled when the
proper documents have been obtained.
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PURGING THE WAITING LIST

The Douglas Housing Authority will update and purge its waiting list at least annually to
ensure that the pool of applicants reasonably represents interested families. Purging also
enables the Housing Authority to update the information regardiugesas, family
composition, income category and preferences.

To update the waiting list, the PHA will send an update request via first class mail to each
family on the waiting list to determine whether the family continues to be interested in,

and to quafy for, the program. This update request will be sent to the last address that

the PHA has on record for the family. The update request will provide a deadline by
which the family must respond and will state that failure to respond will result in the

appi cant 6s name being removed from the waitd.i

The familydéds response must be in writing a
fax. Responses should be postmarked or received by the PHA not later than 10 business
days from the date of the PHAttker.

If the family fails to respond within 10 business days, the family will be removed from
the waiting list without further notice.

If the notice is returned by the post office, the applicant will be removed from the waiting
list without further notice

If a family is removed from the waiting list for failure to respond, the Executive Director
may reinstate the family if s/he determines the lack of response was due to PHA error, or
to circumstances beyond the familybés contr

The family must providente i nf or mati on necessary to est
and determine the appropriate level of assistance, as well as completing required forms,
providing required signatures, and submitting required documentation. If any materials

are missing, th&HA will provide the family with a written list of items that must be
submitted.

Any required documents or information that the family is unable to provide at the
interview must be provided within 10 business days of the interview. If the family is
unableto obtain the information or materials within the required time frame, the family
may request an extension. If the required documents and information are not provided
within the required time frame (plus any extensions), the family will be sent a notice of
denial.

REMOVAL OF APPLICANTS FROM THE WAITING LIST

The Douglas Housing Authority wild@l not rer
list unless:
A. The applicant requests, in writing, that the name be removed;
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B. The applicant fails to respond #owritten request for information or a request to
declare their continued interest in the program or misses scheduled appointments
or refuses offered housing; or

C. The applicant does not meet either the eligibility or screening criteria for the
program.
D. Properly addressed letters to applicant are returned by the post office.

NOTIFICATION OF NEGATIVE ACTIONS

Any applicant whose name is being removed from the waiting list will be notified by the
Douglas Housing Authority, in writing, that they have t&0)(business days, from the

date of the written correspondence, to present mitigating circumstances or request an
informal review. The letter will also indicate that their name will be removed from the
waiting list if they fail to respond within the timeaime specified. The Douglas Housing

Aut hority's system of removing applicantso
the rights of persons with disabilities. I
information or updates was causedtbyhe appl i cantdés disabil it

Authority will provide a reasonable accommodation. If the applicant indicates that they
did not respond due to a disability, the Douglas Housing Authority will verify that there
is in fact a disability and #t the accommodation they are requesting is necessary based
on the disability. An example of a reasonable accommodation would be to reinstate the
applicant on the waiting list based on the date and time of the original application.

INFORMAL REVIEW

If the Douglas Housing Authority determines that an applicant does not meet the criteria
for receiving Section 8 assistance, the Douglas Housing Authority will promptly provide
the applicant with written notice of the determination. The notice must camthiref
statement of the reason(s) for the decision, and state that the applicant may request an
informal review of the decision within ten (10) business days of the denial. The Douglas
Housing Authority will describe how to obtain the informal reviewe Tiformal review
process is described in Section 16.2 of this Plan.

SELECTING FAMILIES F ROM THE WAITING LIST
SPECIAL ADMISSIONS{24 CFR 982.54(D)(EP82.203]

If HUD awards a PHA program funding that is targeted for specifically named families,
the PHA will admit these families under a Special Admission procedure.

Special admissions families will be admitted outside of the regular waiting list process.

They donot have to qualify for any preferences, nor are they required to be on the
program waiting list. The PHA maintains separate records of these admissions.
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The following are examples of types of program funding that may be designated by HUD
for families living in a specified unit:

1 A family displaced because of demolition or disposition of a public or Indian housing
project;

1 A family residing in a multifamily rental housing project when HUD sells, forecloses
or demolishes the project;

1 For housing covered biyne Low Income Housing Preservation and Resident Home
ownership Act of 1990;

1 A family residing in a project covered by a projbeised Section 8 HAP contract at
or near the end of the HAP contract term; and

1 A nonpurchasing family residing in a HOPE 1 o®RE 2 project.

PREFERENCES

Consistent with the Douglas Housing Authority Agency Plan, based on local needs and
priorities, all income eligible families will be afforded equal preference for housing
assistance by the Douglas Housing Authority.

The PHA will offer public notice when changing iiscal preference system and the
notice will be publicized using the same guidelines as those for opening and closing the
waiting list.

The PHA uses the following local preference system:

1 Involuntary Dispacement due to a disaster (fire, flood, earthquake, etc) that has
caused the unit to be uninhabitable. The unit must have become uninhabitable
within no more than six months from the date of applicadio be located within
the City limits of DouglasThe displaced applicant will receive three (3) points.

1 Disabllity /Elderly Preferencé This preference is extended to disabled persons or
families with a disabled member as defined in this jpéand/or a family whose
head of household or spouseluad is age 62 or older at time of applicatibhe
disability'elderlypreference will receive one (1) point.

1 Residencyi Any applicant family who residesvorks, or has been hired to work,
or who is atending schoolvithin the City of Douglas city limits at the time of
application, will receive a on@) point preference.

1 Working Familyi Families where the head, spouséiead, or sole member is
employed at leas20 hours per week. This preference uscanatically extended to
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an applicant family if the head and spouse, or sole member is age 62 or older, or
is a person with disabilitieS.he working family preference will receive one (1)

point.
1 Vet er anos i s erefereaneenscagailable to curtemembers of the
Uu. S. Armed Forces, veterans, or sur viv

preference will receive one (1) point.

1 Victims of Domestic Violence. When verified, the victim of domestic violence
preference will receive one (1) point

Local preferences will be aggregated using the following system

Each preference will be equal to one (1) point, with the exception of the Involuntary
Displacement preference, which will be issued three (3) points. The more preference
points an applicanthasytt hi gher the applicantds pl ace

All preferences being claimed will be verified by the Pldthe time of eligibility
interview, with the exception of the Domestic Violence Preference; that preference will
be verified before the prefaree point can be assigned.

VERIFICATION OF WAITING LIST PREFERENCES

Residency PreferenceFor families who live, work or have been hired to workwho
are attending schoat thejurisdiction of the PHA.

In order to verify that an applicant is a resident, the PHA will require a minimyBj of

of the following documents: rent receipts, leases, utility bills, employer or agency
records, school records, drigerlicenses, voters registration records, credjorts,
notarizedstatement from household with whom the family is residing. For families who
have been hired to work in the jurisdiction of the PHA, a statement from the employer
will be required.

Veterans Preference This preference is available to cemt members of the U.S. Armed
Forces, veterans, or surviving spouses of veterans. The PHA will require U.S.
government documents which indicate that the applicant qualifies under the above
definition.

Disability Preference This preference is extendeddisabled persons or families with a
disabled member as defined in this plan. The PHA will require appropriate
documentation from a knowledgeable professional. The PHA will not inquire as to the
nature or extent of the disabilithn award letter or otherrpof of eligibility for Social
Security Disability or Supplement8kecurity Income will be acceptable.
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Working Preference: Families where the head, spousethead, or sole member is
employed at leasRO hours per week or who are active participants inreatited
educational and training programs designed to prepare the individual for the job market.

This preference is automatically extended to an applicant family if the head and spouse,
or sole member is age 62 or older, or is a person with disabilitiesPHA will require a
statement from the employer, or verification of age or disability status of the head and
spouse or sole member.

Involuntary Displacement Families who claim they are being or have been displaced
due toa disaster: written verificain by the displacing unit or agency of government,

by a service agency such as the Red Crbissy must have lived within the jurisdiction

of the City of Douglas Public Housing Authority at the time of displacement.

Victims of Domestic Violence The PHA will offer a local preference to families that
include victims of domestic violence. To qualify for this preferedagual or threatened

physical violence directed fayglpbymspouseadie app

other household memberhw lives in the unit with the family mubkave occurred within

the past 30 daysr be of a continuing nature. The family must have been displaced as a
result of fleeing violence in the home or they are currently living in a situation where they
are being sbjected to or victimized by violence in the home.

The applicant must certify that the abuser will not reside with the applicant unless the
PHA gives prior written approval.

The PHA will require written verification from the police, a social service agethne
court,a clergyperson, a physician, and/or a public or private facility giving shelter and/or
counseling to victims. The documentation must verify that the family has been displaced
as aresult of fleeing violence in the home or they are currdivilyg in a situation where
theyare being subjected to or victimized by violence in the home, and identify when the
actual orthreatened physical violence against the applicant last occurred. The family
must certify that the abuser will not return to tlmusehold without the advance written
approval of the PHA.

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

SELECTION FROM THE WAITING LIST

Except for families qualifying for themergency preferencearhilies will be selected
from the waiting list on a firstome, firstserved basis according to the date and time of

the familybs application for housing assi
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In the case of ModRehabandProject Based Assistance, thedroom size and then date
and time of application will be utilized to determine selection from the waiting list.

If necessary to meet the statutory requirement that 75% of newly admitted families in any
fiscal year be families who are extremely lawome, the Douglas Housing Authority
retains the right to skip higher income families on the waiting to reach extremely low
income families. This measure will only be taken if it appears the goal will not otherwise
be met. To ensure this goal is met, the Hogighuthority will monitor incomes of newly
admitted families and the income of the families on the waiting list.

If there are not enough extremely lomcome families on the waiting list, the Douglas
Housing Authority will conduct outreach on a ndiscriminatory basis to attract
extremely lowincome families to reach the statutory requirement.

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

1 Date, time, andocation of the scheduled application interview, including any
procedures for rescheduling the interview

Who is required to attend the interview

Documents that must be provided at the interview to document the legal identity
of household members, includj information about what constitutes acceptable
documentation

1 Other documents and information that should be brought to the interview

If a notification letter is returned to the PHA with no forwarding address, the family will
be removed from the walitinigst. A notice of denial (see Chapter 3) will be sent to the
familyébs address of record, as well as to

When an applicant is offered assistance and refuses the offer, he/she loses his/her
placement on that particular waitingtli If the applicant is on another waiting list, the
position on that list is not affected.

OTHER HOUSING ASSISTANCE [24 CFR 982.205(B)]

Other housing assistance means a federal, State or local housing subsidy, as determined
by HUD, including pubk housing.

The PHA may not take any of the following actions because an applicant has applied for,
received, or refused other housing: [24 CFR 982.205(b)]

A Refuse to list the applicant on the PHA waiting list for terimged assistance;

A Deny any admissiopreference for which the applicant is currently qualified;
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A Change the applicantédés place on the wa

time of application, or other factors affecting selection under the PHA selection
policy; or

A Remove the applicant frothe waiting list.

However, the PHA may remove the applicant from the waiting listpfojectbased
assistancgMod Rehab),if the PHA has offered the applicant assistance under the
voucher program.

ASSIGNMENT OF BEDROOM SIZES (SUBSIDY STANDARDS)
[24 CFR 982.54(D)(9)]

The Douglas Housing Authority will issue a voucher for a particular bedrooni $iee

bedroom size is a factor in determining
guidelines wil/ det er mi overcrendiglor ofehomsing:y 6 s u

Number of Bedrooms Number of Persons

Minimum Maximum

0 1 1

1 1 2

2 2 4

3 3 6

4 4 8

These standards are based on the assumption that each bedroom will accommodate no
more than two (2) persons and relate to the nurmbbedrooms on the voucher, not the
fami |l yés actual l iving arrangement s. The
long as family composition remains the same, regardless of the actual unit size rented.
The PHA will consider factors such as famitharacteristics including segxage or
relationship. Consideration will also be given for medical reasons and the presence of a
live-in aide.

Generally, the PHA assigns one bedroom to two people within the following guidelines
but will not require adultsral children to share a room:

A. Separate bedrooms for persons of the opposite sex (other than adults who have a
spousal relationship and children under the age of 6 years)

B. Foster children will be included in determining unit size only if they wilirothe
unit for more than 6 months.

C. Live-in aides will generally be provided a separate bedroom at intake. No
addi tional bedrooms are provided for t
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D. Space will not be provided for a family member, other than a spouse, who will be
absenhmost of the time, such as a member who is away in the military.

E. A single pregnant woman with no other family members must be treated as a two
person family.

The Douglas Housing Authority may grant exceptions from the subsidy standards if the
family requests and the PHA determines the exceptions are justified by the relationship,
age, sex, health or disability of family members.

The PHA may grant an exception upon request and documentation for an accommodation
for persons with disabilities. Circumstas may dictate a larger size than the subsidy
standards permit when persons cannot share a bedroom because of a need, such as a:
verified medical or health reason or elderly persons or persons with disabilities who may
require a livein aide. Requests bad on health related matters must be verified by a
doctor and must state why a larger size unit than that allowed by the guidelines is
necessary.

The PHA will not issue a larger voucher due to additions of family members other than
by birth, adoptions, arriage or court awarded custody. When a family qualifies for a
larger unit the PHA will do so at the next annuaéxam providing funding is available.

The members of the family residing in the unit must be approved by the PHA. The family
must obtain gproval of any additional family members before the new family member
occupies the unit except for additions by birth, adoption or court ordered custody, in
which case the family must inform the PHA within 30 calendar days. The above
referenced guidelinesillvapply.

The family unit size will be determined by the Douglas Housing Authority in accordance
with the above guidelines and will determine the maximum rent subsidy for the family;
however, the family may select a unit that may be larger or smallerthieafamily unit

size. If the family selects a smaller unit, the payment standard for the smaller size will be
used to calculate the subsidy. If the family selects a larger size, the payment standard for
the family unit size will determine the maximum sidy.

The PHA does not determine who shares a bedroom/sleeping room, but there must be at

| east one per son per bedroom on the Vouc
determining voucher size shall be applied in a manner consistent with Fair Housing
guidelines

The assignment of bedroom sizes (as described above) applies only to the initial
occupancy, and does not apply to continued occupancy. During the initial term of the
lease, as a result of additions to or decreases in the family size; the subsidy stdhdard w
not be changed except at annuakxam/recertification. Such determination may only

be made by the Director or authorized designee.
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BRIEFING [24 CFR 982.301]

When the Douglas Housing Authority selects a family from the waiting list, thidyfam

will be invited to attend a briefing (allowing ten (10) business days notice) explaining
how the program works. In order to receive a voucher the family is required to attend the
briefing. If they cannot attend the originally scheduled briefing andighegorior written

notice, they may attend a later session. If the family fails to attend the second scheduled
briefing, they will be dropped from the waiting list and denied admission. Applicants
arriving more than 10 minutes late to a briefing will netdsiefed. Applicants will not be
scheduled for more than two briefings.

If an applicant with a disability requires auxiliary aids to gain full benefit from the
briefing, the Housing Authority will furnish such aids where doing so would not result in
a fundamental alteration of the nature of the program or in an undue financial or
administrative burden. In determining the most suitable auxiliary aid, the Housing
Authority will give primary consideration to the requests of the applicant. Families
unable toattend a briefing due to a disability may request a reasonable accommodation
such as having the briefing presented at an alternate location.

Families that attend group briefings and still have the need for individual assistance will
be referred to an apppriate PHA staff person.

Briefings will be conducted in English. For limited English proficient (LEP) applicants,
the PHA will provide translation services

The briefing will cover at least the following subjects:
A. A description of how the program works;
B. Family and owner responsibilities;

C. Where the family may rent a unit, including inside and outside the Housing
Aut horityés jurisdiction;

D. Types of eligible housing;

E. For families qualified to lease a unit outside the Housing Authority's jurisdiction
under portability, an explanation of how portability works;

F. An explanation of the advantages of living in an area that does not have a high
concentration of poor fanmes; and

G. An explanation that the familys har e of rent may not exce

monthly adjusted income.
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6.2

PACKET[24 CFR 982.301(B)]

During the briefing, the Housing Authority will give the family a packet covering at least
the following subjects:

A.

The term of the voucher and the Housi ni
suspensions of the term. The packet will include information on how to request an
extension and forms for requesting extensions;

How the Housing Authoritgletermines the housing assistance payment and total
tenant payment for the family;

Information on the payment standard and the utility allowance schedule;
How the Housing Authority determines the maximum rent for an assisted unit;

Wherethe family may lease a unit. For families qualified to lease outside the
Housing Authorityds jurisdiction, t he
portability works;

The HUDrequired tenancy addendum that provides the language that must be
includedin any assisted lease, and a sample contract;

The request for approval of the tenancy form and an explanation of how to request
Housing Authority approval of a unit;

A statement of the Housing Authority's policy on providing information to
prospective owners. This policy requires applicants to sign disclosure statements
all owing the Housing Authority to provi
current and prior addresses and the names and addresses of the landlords for those
addresses. Uporequest, the Housing Authority will also supply any factual
information or third party wverificatio
tenant or their ability to comply with material standard lease terms or any history

of drug trafficking, drugrelaed criminal activity or any violent criminal activity;

The Housing Authorityds subsidy standar
Authority will consider granting exceptions to the standards;

The HUD brochure on hoPa atcoe steo elcitv ead )u;ni

The HUDrequired leaebased paint brochure;
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Information on Federal, State, and local equal opportunity laws; the brochure

AFair Housi ng: It 6s Your Right ;" and

complaint form;

A list of vacant units submitted by owners/agents who may be willing to lease a
unit to the family or help the family find a unit;

Notice that if the family includes a person with disabilities, the family may
request a current list of accessible units kneavthe Douglas Housing Authority
that may be available;

The familybés obligations under the prog

The grounds upon which the Housing Authority may terminate assistance because

of the familyds action or inaction;

Douglas HousingAuthority informal hearing procedures, including when the
Housing Authority is required to provide the opportunity for an informal hearing,
and information on how to request a hearing; and

The Douglas Housing Authority owner information brochure sTirnochure can
be given by the applicant to a prospective owner to help explain the program.

Als Fraud Wor t-1410DIG)? whicH ekptamsrthe Hypald actions
a family must avoid and the penalties for program abuse

AWhat You Sahboaudtd EINNO,bWO a guildcemet o t he
Verification (EIV) system published by HUD as an attachmenNotice PIH
201019

Notice to HCV participants of their rights under the Violence ag&ifmnen Act
of 2005 (VAWA) and 24 CFR Part 5, Subphif24 CFR 5.2005(a)].

ISSUANCE OF VOUCHER; REQUEST FOR APPROVAL OF TENANCY
[24CRF 982.301, 98302]

Beginning October 1, 1999, the Douglas Housing Authority will issue only vouchers.
Treatment of previously issued certificates and vouchers willela¢t with as outlined in
Section 21.0 Transition to the New Housing Choice Voucher Program.

When funding is available, andhce all family information has been verified, their
eligibility determined, their subsidy calculated, and they have attendedathiy f
briefing, the Douglas Housing Authority will issue the voucher. At this point, the family
begins their search for a unit. When the family finds a unit that the owner is willing to
lease under the program, the family and the owner will complete igndasproposed
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lease; the HUD requiretenancyAddendunmand theRequest foiTenancy Aprovalform.

The family will submit the proposed lease and the request form to the Housing Authority
during the term of the voucher. The Housing Authority will reviewrdgest, the lease,

and the HUD require@enancyAddendumand make an initial determination of approval

of tenancy. The Housing Authority may assist the family in negotiating changes that may
be required for the tenancy to be approvable. Once it appearsenancy may be
approvable, the Housing Authority will schedule an appointment to inspect the unit
within 15 business days after the receipt of inspection request from the family and owner.
The 15 business day period is suspended during any period ithe unavailable for
inspection. The Housing Authority will promptly notify the owner and the family
whether the unit and tenancy are approvable.

If the PHA determines that there is insufficient funding after a voucher has been issued,
the PHA may rescohthe voucher and place the affected family back on the waiting list.

During the initial stage of qualifying the unit, the Housing Authority will upon request
provide the prospective owner with information regarding the program. Information will
include Housing Authority and owner responsibilities for screening and other essential
program el ement s. The Housing Authority
current and prior address as shown in the Housing Authority records along with the name
and addess (if known) of the landlords for those addresses.

Additional screening is the responsibility of the owner. Upon request by a prospective
owner, the Housing Authority will provide any factual information or third party written

information they havereleant t o a voucher holderds histoc

standard material lease terms.
TERM OF THE VOUCHER[24 CFR 982.303982.54(D)(11)]

The initial term of the voucher will be 60 days and will be stated on the Housing Choice
Voucher.

The Housing Authority may grant two extensions of the term, but the initial term plus any
extensions will never exceed 120 calendar days from the initial date of issuance. To
obtain an extension, the family must make a request in writing prior to theatopi

date. A statement of the efforts the family has made to find a unit must accompany the
request. A sample extension request form and a form for recording their search efforts
will be included in the family's briefing packet. If the family documehtsrtefforts and
additional time can reasonably be expected to result in success, the Housing Authority
will grant the length of request sought by the family or 30 days, whichever is less.

If the family includes a person with disabilities and the famelguires an extension due

to the disability, the Housing Authority will grant an extension allowing the family the
full 120 days search time. If the Housing Authority determines that additional search time
would be a reasonable accommodatithe Housing Aithority may grant an additional

30 day extension beyond the 1@8y period.
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Upon submittal of a completed request for approval of tenancy formPHiAe will

suspend the term of the voucher. The term will be in suspension until the date the
Housing Authoity provides notice that the request has been approved or denied. This
policy allows families the full term 60 days, or more with extensions to find a unit, not
penalizing them for the period during which the Housing Authority is taking action on

their reqiest. A family may submit a second request for approval of tenancy before the
Housing Authority finalizes action on the first request. In this case, the suspension will

|l ast from the date of the first submittal
second submittal. No more than two requests will be concurrently considered.

Rescinding of Vouchers

If, due to budgetary constraints, the PHA must rescind vouchers that have already been
issued to families, the PHA will do so according to the instrustiemder each of the
categories below. The PHA will first rescind vouchers that fall under Category 1.
Vouchers in Category 2 will only be rescinded after all vouchers under Category 1 have
been rescinded.

Category I Vouchers for which a Request for Tenancy Approval (RTA) and proposed
lease haveot been submitted to the PHA.

Vouchers will be rescinded in order of the date and time they were issued, starting with
the most recently issued vouchers.

Category 2 Vouches for which a Request for Tenancy Approval and proposed lease
have been submitted to the PHA.

Vouchers will be rescinded in order of the date and time the RTA was submitted to the
PHA, starting with the most recently submitted requests.

Families who ha® their voucher rescinded will be notified in writing and will be
reinstated to their former position on the waiting list. When funding is again available,
families will be selected from the waiting list in accordance with PHA selection policies
describedn Chapter 4.

APPROVAL TO LEASE AUNIT [24 CFR 982.302982.305(B)]

The Douglas Housing Authority will approve a lease if all of the following conditions are
met:

A. The unit is eligible;
B. The unit is inspected by the Housing Authority andspaQsS;

C. The lease is approvable and includes the language of the tenancy addendum;
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D. The rent to owner is reasonable;
E. The familybs share of rent does not exc

F. The owner has not been found todebarred, suspended, or subject to a limited
denial of participation by HUD or the Housing Authority; and

G. The family continues to meet all eligibility and screening criteria.
If tenancy approval is denied, the Housing Authority will advise the oameithe family
in writing and advise them also of any actions they could take that would enable the

Housing Authority to approve the tenancy.

The lease term may begin only after all of the following conditions are met:
A. The unit passes the Housing Aothy HQS inspection;

B. The familydés share of rent does not exc
C. The landlord and tenant sign the lease to include the HUD required addendum;
and

D. The Housing Authority approves the leasing of the unit.

The Housing Authority will prepare the contract when the unit is approved for tenancy.
Generally, the landlord, simultaneously with the signing of the lease and the HUD
required tenancy addendum, will execute the contract. Upon receipt of the executed lease
and the signed contract by the landlord, the Housing Authority will execute the contract.
The Housing Authority will not pay any housing assistance to the owner until the contract
is executed.

In no case will the contract be executed later than 60 deystlaé beginning of the lease
term.

Any contract executed after the-@@y period will be void and the Housing Authority
will not pay housing assistance to the owner.

DOUGLAS HOUSING AUTHORITY DISAPPROVAL OFOWNER[24 CFR 982.306]

The PHA will onlyenter into a contractual relationship with the legal owner of a
gualified unit. No tenancy will be approved without acceptable documentation of legal
ownership (e.g., deed of trust, proof of taxes for most recent year).

The Housing Authority will deny p#cipation by an owner at the direction of HUD. The

Housing Authority wild/l also deny the owne
reasons:
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If the PHA has been informed (by HUD or otherwise) that the owner is debarred,
suspended, or subjectadimited denial of participation under 24 CFR part 24.

The Federal Government has instituted an administrative or judicial action against
the owner for violation of the Fair Housing Act or other federal equal opportunity
requirements, and such acti@pending; or a court administrative agency has
determined that the owner violated the Fair Housing Act or other federal equal
opportunity requirements.

The owner has violated any obligations under a Section 8 Housing Assistance
Payments Contract;

The owner has committed fraud, bribery, or any other corrupt or criminal act in
connection with any Federal housing program;

The owner has engaged in dmedated criminal activity or any violent criminal
activity;

The owner has a history practice of norcompliance with HQS for units leased
under Section 8 or with applicable housing standards for units leased with-project
based Section 8 assistance or leased under any other Federal housing program;

The owner has a history or practigerenting units that fail to meet State or local
codes; or

The owner has not paid State or local real estate taxes, fines, or assessments.
The owner refuses (or has a history of refusing) to evict families formated
or violent criminal activityor for activity that threatens the health, safety or right

of peaceful enjoyment of the:

1. premises by tenants, Douglas Housing Authority employees or owner
employees; or

2. surrounding residents and/or neighbors;
If the owner is the parent, child, grandgat, grandchild, sister or brother of any
member of the family, unless the Douglas PHA determines that approving the unit

would provide reasonable accommodation for a family member with disabilities.

Other conflicts of interest under Federal, Statepocalllaw.
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INELIGIBLE/ELIGIBLE HOUSING [24 CFR 982.353]

The following types of housing cannot be assisted under the Section 8 -Baisauot

Program:

A. A public housing or Indian housing unit;

B. A unit receiving projeecbased assistance undeection 8 Program;

C. Nursing homes, board and care homes, or facilities providing continual
psychiatric, medical or nursing services;

D. College or other school dormitories;

E. Units on the grounds of penal, reformatory, medical, mental, anthsipuiblic or
private institutions;

F. A unit occupied by its owner. This restriction does not apply to cooperatives or to
assistance on behalf of a manufactured home owner leasing a manufactured home
space;

G. Units owned by family members; and

L. A unit receiving any duplicative Federal, State, or local housing subsidy. This
does not prohibit renting a unit that has a reduced rent because of a tax credit.

M. Manufactured/Mobile Homes constructed prior to June 15, 1976.

The Douglas Housing Authorityill not approvea lease for any of the following special
housing types, except as a reasonable accommodation for a family with disabilities:

A.

B.

Congregate housing
Group homes
Shared housing
Cooperative housing

Single room occupancy houag

The Douglas Housing Authorityill approveleases for the following housing types:

A.

Single family dwellings
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7.0

B. Apartments
C. Manufactured/Mobile housingPost June 15, 1976

D. Manufactured/Mobile home space rentals

SECURITY DEPOSIT[24 CFR 982.313]

The owneris not required, bumay collect a security deposit from the tenant in an
amount not in excess of amounts charged in private market practice and not in excess of
amounts charged by the owner to unassisted tenants.

When the tenant moves out of the dwelling unit, the owner, subject to State or local law,
may use the security deposit, including any interest on the deposit, in accordance with the
lease, as reimbursement for any unpaid rent payable by the tenant, deothgamit or

for other amounts the tenant owes under the lease.

The owner must give the tenant 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 owmethe owner must refund promptly the full amount of the unused
balance to the tenant.

If the security deposit is not sufficient to cover amounts the tenant owes under the lease,
the owner may seek to collect the balance from the tenant.

MOVES WIT H CONTINUED ASSISTANCE [24 CFR 982.314,
982.353, 982.355(A)]

In the tenant and/or project based program, participating families are not allowed to move
to another unit or change programs until the initial 12 month lease has expired and proper
notice hasbeen given to the landlord and the PHA, or if the Housing Authority has
terminated the HAP contract with an owner.

The Douglas HA may issue a new voucher if the family does not owe the Douglas HA
any other Housing Authority or landlord money in cortieecwith a Section 8 program,

has not violated a Family Obligation, has not moved and/or been issued a voucher within
the last 12 monthsand only if the Douglas HA has sufficient funding for continued
assistance. If the move is necessitated for a reatben than family choice, the 48onth
requirement may be waived. Mutual termination of an existing lease will not be accepted
except for ADA accommodation or other mitigating circumstances.
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7.1A

WHEN A FAMILY MAY MO VE

For families already participatingh the Section 8 Program, the Douglas Housing
Authority will allow the family to move to a new unit if:

A. The assisted lease for the old unit has terminated;

B. The owner has given the tenant a notice to vacate, has commenced an action to

evict thetenant, or has obtained a court judgment or other process allowing the
owner to evict the tenant; or

C. The tenant has givgmropernotice of lease termination (if the tenant has a right to
terminate the lease on notice to the owner).

RESTRICTIONSON MOVES[24 CFR 982.314, 982.552(a)]

* Families will not be permitted to move within the PHA's jurisdiction during the initial
year of assisted occupancy.

* Families will not be permitted to move outside the PHA's jurisdiction under portability
proceduresluring the initial year of assisted occupancy.

* Families will not be permitted to move more than once in-andb2th period.

* The PHA will deny permission to move if there is insufficient funding for continued
assistance.

The PHA will deny a familypermission to move on grounds that the PHA duoats
have sufficient funding for continued assistance if (a) the move is initiatettheby
family, not the owner or the PHA; (b) the PHA can demonstrate that the wwilbvia

fact, result in higher subsidy dssand (c) the PHA can demonstrate that it does not
have sufficient funding in its annual budget to accommodate the higher subsidy costs.

* The PHA may deny permission to move if:
1 The family has violated a family obligation.
i The family owes the PH/oney.

i The family has moved or been issued a voucher within the last twelve
months.

* The City of Douglas PHA may make exceptions to these restrictions if there is an
emergency reason for the move over which the participant has no control.
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PROCEDURES EGARDING FAMILY MOVE S [24 CFR 982.314]

Families with tenant based assistance considering transferring to a new unit will be
scheduled to attend a movero6s briefing. A
families moving into or out of the Douglas Hougy Aut hor i tyds Juri sc
required to attend a mover's briefing prior to the Douglas Housing Authority entering a

new HAP contract on their behalf.

This briefing is intended to provide the following:
A. A refresher on program requirements anbh e f ami | y6s responsib
will be on giving proper notice and meeting all lease requirements such as leaving

the unit in good condition;

B. Information about finding suitable housing and the advantages of moving to an
area that does not¥®a high concentration of poor families;

C. Payment standards, exception payment standard rent areas, and the utility
allowance schedule;

D. An explanation that the family share of
monthly adjusted income;

D. Portbility requirements and opportunities;

F. The need to have a reexamination conducted within 120 days prior to the move;

G. An explanation and copies of the forms required to initiate and complete the
move; and

H. All forms and brochures provided &pplicants at the initial briefing.

WHEN TO CONDUCT A NBV REEXAM FOR A FAMILY MOVE

In all cases of a transfer or program change, a nexasmust becompleted if the

family income or composition has changed since the last recertification (evetastthe
recertification/verification igessthan 120 old). This will result in a new anniversary date
for the family.

Families are required to give proper written notice of their intent to terminate the lease. In
accordance with HUD regulations, no notreguirement may exceed 60 days or be less
than 30 days. Mutual termination of an existing lease will not be accepted unless they are
for ADA accommodation or other mitigating circumstances.
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8.1

If the family moves from the unit before the initial term of flease ends without
approval of the owner and the Douglas Housing Authgtityill be considered a serious
lease violation and cause for termination from the program.

The family is required to give the Douglas Housing Authority a copy of the notice to
terminate the | ease at the same time as
failure to provide a copy of the lease termination notice to the Douglas Housing
Authority will be considered a violation of Family Obligations and is cause for
terminaton from the program.

A family who gives notice to terminate the lease must mail the notice by certified mail or
have the landlord or his agent sign a statement stating the date and time received. The
family will be required to provide the certified magceipt and a copy of the lease

termination notice to the Douglas Housing Authority, or a copy of the lease termination
notice and the signed statement stating the date and time the notice was received. If the
landlord or his/her agent does not acceptabsified mail receipt, the family will be
required to provide the receipt and envelope showing that the attempt was made.

Failure to follow the above procedures may subject the family to termination from the
program.

PORTABILITY [24 CFR 982.353]
GENERAL POLICIES OF THE DOUGLAS HOUSINGAUTHORITY

A family whose head or spouse has a domicile (legal residence) or works in the
jurisdiction of the Douglas Housing Authority at the time the family first submits its
application for participation in ghprogram to the Douglas Housing Authority may lease

a unit anywhere in the jurisdiction of the Douglas Housing Authofitye family will not

have any right to lease a unit outside of the Douglas Housing Authority jurisdiction for a
12-month period begiring when the family is first admitted to the program. During this
period, the family may only lease a unit located in the jurisdiction of the Douglas
Housing Authority.

Families participating in the tenant based program will not be allowed to move raore th
once in any l2nonth period and under no circumstances will the Douglas Housing
Authority allow a participant to improperly break a lease. Under extraordinary
circumstances, the Douglas Housing Authority may consider allowing more than one
move in a 12month period.

Families may only move to a jurisdiction where a Section 8 Program is being
administeredIf a family has moved out of their assisted unit in violation of the lesse,

in violation of a family obligation, or owes money to the PHiA¢ Doughs Housing
Authority will not issue a voucher, and will terminate assistance in compliance with
Section 17.0, Grounds for Termination of the Lease and Contract.
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8.2

8.3

8.4

INCOME ELIGIBILITY

A. Admission
A family must be incomeligible in the area where tharily first leases a unit
with assistance in the Tenant Based Assistance Program.

B. If a portable family is already a participant in the Initial Housing Authority's
Tenant Based Assistance Program, income eligibility is ndetermined.

PORTABILITY: ADMINIS TRATION BY RECEIVING HOUSING AUTHORITY

A. When a family utilizes portability to move to an area outside the Initial Housing
Authority jurisdiction, another Housing Authority (the Receiving Housing
Authority) must administer assistanice the family if that Housing Authority has
a tenarbased program covering the area where the unit is located.

B. A Housing Authority with jurisdiction in the area where the family wants to lease
a unit must issue the family a voucher. If there is nibes one such housing
authority, the Initial Housing Authority may choose which housing authority shall
become the Receiving Housing Authority.

PORTABILITY PROCEDURES

A. When the Douglas Housing Authority is the Initial Housing Authority:

1.

The Dauglas Housing Authority will brief the family on the process that
must take place to exercise portability. The family will be required to
attend an applicant or mover's briefing.

The Douglas Housing Authority will determine whether the family is
incomeeligible in the area where the family wants to lease a unit (if
applicable).

The Douglas Housing Authority will advise the family how to contact and
request assistance from the Receiving Housing Authority.

The PHA will use email, when possible, to ctact the receiving PHA,
however, he Douglas Housing Authority will, within ten (10) business
days, notify the Receiving Housing Authority to expect the family.

The Douglas Housing Authority will immediately mail to the Receiving

Housing Authority themost recent HUD Form 50058 (Family Report) for
the family, and related verification information.
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B.

When the Douglas Housing Authority is the Receiving Housing Authority:

1. When the portable family requests assistance from the Douglas Housing
Authority, the Douglas Housing Authority will within ten (10) calendar
days inform the Initial Housing Authority whether it will bill the Initial
Housing Authority for assistance on behalf of the portable family, or
absorb the family into its own program. When tBeuglas Housing
Authority receives a portable family, the family can be absorbed if funds
are available and a voucher will be issuBde PHA will use email, when
possible, to notify the initial PHA whether it will administer or absorb the
fami |l yérs vouch

2. The PHA will require the family to attend a briefing. The PHA will
provide the family with a briefing packet aneitherin an individual
briefingor group settingwill orally inform t he f ami |y about
payment and subsidy standargspcedures for requesting approval of a
unit, the unit inspection process, and the leasing process.

3. The Douglas Housing Authority will issue a voucher to the fanb&sed
on the paperworKk provided by the i
paperwork fromt he i ni ti al PHA is incompl ete
the initial PHA has expired or the f
proceduresThe term of the Douglas Housing Authority's voucher will not
expire before the expiration date of any Initial dimg Authority's
voucher. The Douglas Housing Authority will determine whether to
extendthe voucher termThe PHA generally will not extend the term of
the voucher that it issues to an incoming portable family unless the PHA
plans to absorb the family tm its own program, in which case it will
follow the policies on voucher extension set forth in this plan. The PHA
will consider an exception to this policy as a reasonaté®@mmodation to
a person with disabilitiesThe family must submit aequest for énancy
approval to the Dougladousing Authority during the term of the Douglas
Housing Authority's voucher.

4, The Douglas Housing Authority will determine the family unit size for the
portable family. The family unit size is determined in accordande tivé
Douglas Housing Authority's subsidy standards.

5. For any family moving into its jurisdiction under portability, the PHA will
conduct a new reexamination of family income and composition. However
the PHA will not delay issuing the family a voucher this reason. Nor
will the PHA delay approving a unit for the family until the reexamination
processs complete unless the family is an applicant and the PHA cannot
otherwiseconfirm that the family is income eligible for admission to the
program in thearea where the unit is locatebh conducting its own
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reexamination, the PHA will rely upon any verificatiprovided by the

initial PHA to the extent thathey (a) accurately reflect thé ami | y 6 s
current circumstances and (b) were obtawédin the bst 120 daysAny

new information may be verified by documents provided by the family
and adjusted, if necessary, when third party verification is received.

6. The Douglas Housing Authority will within ten (10) business days notify
the Initial HousingAuthority if the family has leased an eligible unit under
the program, or if théamily fails to submit a request for tenancy approval
for an eligible unit within the term of the vouch@he PHA will send its
initial billing notice by fax or email, if necessary, to meet the billing
deadline but will also send the notice by regular mail.

7. In order to provide tenaiitased assistance for portable families, the
Douglas Housing Authority will perform all Housing Authority program
functions, such aseexaminations of family income and compositidhe
PHA will send a copy of the updated HLBDO58 by regular mail at the
same time the PHA and owner are notified of the reexamination results.

8. At any time, either the Initial Housing Authority or tB®uglasHousing
Authority may make a determination to deny or terminate assistance to the
family in accordancewith 24 CFR 982.552When a decision to deny or
terminate assistance is made, the receiving PHA must conduct an informal
review or hearing fortte family. If the PHAelects to deny or terminate
assistance for a portable family, the PHA will notify the initial PHA
within 10 business days after the informal review or hearing if the denial
or termination is upheld. The PHA will base its denial omiaation
decision on the policies set forth in this Plan. The informal review or

hearing will be held in accordaneei t h t he PHAGs policie
PHA will furnish the initial PHA with a copy of the review or hearing
decision.

Absorption by the Douglas Housing Authority

If funding is available under the consolidated ACC for the Douglas Housing
Authority's Voucher Program when the portable family is received, the Douglas
Housing Authority can absorb the family into its Voucher Program. After

aborption, the family is assisted with funds available under the consolidated
ACC for the Douglas Housing Authority's Tendddased Program.

If the PHA decides to absord portable family upon thexecution of a HAP
contract on behalf ahe family, thePHA will notify the initial PHA by the initial
billing deadline specified on form HVM52665. The effective datef the HAP
contract will bethe effective date of thebsorption.
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9.0

9.1

9.1A

If the PHA decides to absorb a familyafthat, it willprovide the initial PHA
with 30 daysdéd advance notice.

D. Portability Billing

To cover assistance for a portable family, the Receiving Housing Authority may

bill the Initial Housing Authority for housing assistance payments
administrative fees. The billing procedure will & follows:

and

a. As the Initial Housing Authority, the Douglas Housing Authority will
promptly reimburse the Receiving Housing Authority for the full amount
of the housing assistance payments made by the Receiving Housing
Authority for the portable familyThe amount of the housing assistance
payment for a portable family in the Receiving Housing Authority's
program is determined in the same manner as for other families in the

Receiving Housing Authority's program.

b. The Initial Housing Authority will promtly reimburse the Receiving

Housing Authority for 80% of the Initial Housing Authority's -gning
administrative fee for each unit month that the family receives assistance
under the tenarttased programs and is assisted by the Receiving Housing

Authority. If both Housing Authorities agree, we may negotiate a different

amount of reimbursement.

E. When a Portable Family Moves

When a portable family moves out of the terlaated program of a Receiving
Housing Authority that has not absorbed the family,Hioesing Authority in the
new jurisdiction to which the family moves becomes the Receiving Housing
Authority, and the first Receiving Housing Authority is no longer required to

provide assistance for the family.

DETERMINATION OF FAMILY INCOME
[24 CFRPart 5, Subparts E and F; 24 CFR 982]

ANNUAL INCOME

OVERVIEW

The general regulatory definition ahnual incomeshown below is from 24 CFR 5.609.

5.609 Annual income

Annual income means all amounts, monetary or not, which:

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

(2) Are anticipated to be received from a source outside the family during-tmenith
period following admission or annual reexamination effective deie;

fo
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(3) Which are not specifically excluded in paragraph [5.609(c)].
(4) Annual income also means amounts derived (during thedr&h period) from
assets to which any member of the family has access.

In addition to this general definition, HUD regudats establish policies for treating
specific types of income and assets. The full texts of those portions of the regulations are
provided in exhibits at the end of this chapter as follows:

Annual Income Inclusions (Exhib#1)

Annual Income Exclusions ghibit 9-2)

Treatment of Family Assets (Exhil§it3)

Earned Income Disallowance for Persons with Disabilities (Ex&i8jt
The Effect of Welfare Benefit Reduction (ExhiBib)

= =2 4 -4 -

Sections9.1-B and 9.1-C discuss general requirements and methodscétculating

annual income. The rest of this section describes how each source of income is treated for
the purposes of determining annual incotd&D regulations present income inclusions

and exclusions separately [24 CFR 5.609(b) and 24 CFR 5.609(t)is lplan, however,

the discussions of income inclusions and exclusions are integrated by topic (e.g., all
policies affecting earned income are discussed together in se&iiD).
Verification requirements for annual income are discussed in CHédpter

9.1B. HOUSEHOLD COMPOSITION AND INCOME

Income received by all family members must be counted unless specifically excluded by
the regulations. It is the responsibility of the head of household to report changes in
family composition. The rules on whicbwrces of income are counted vary somewhat by
family member. The chart below summarizes how family composition affects income
determinations.

Summary of Income Included and Excluded by Person

Live-in aides Income from all sources is excluded [24 CFBR0S(c)(5)].
Foster child or foster adult Income from all sources is excluded [24 CFR 5.609(c)(4
Head, spouse, or dwead All sources of income not specifically excluded by the

Other adult family members | regulations are included.

Children under 1§ears of age| Employment income is excluded [24 CFR 5.609(c)(1)].
All other sources of income, except those specifically
excluded by the regulations, are included.

Full-time students 18 years of Employment incomabove $480/year is excluded [24 CH
age or older (not head, spous 5.609(c)(11)].

or cohead) All other sources of income, except those specifically
excluded by the regulations, are included.
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Temporarily Absent Family Members
The income of family members approved to live in the unit wikkdented, even if the
family member is temporarily absent from the unit [HCV GB,{18%

Absent FulkTime Students

PHA Policy

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

Court-Ordered Absences

PHA Policy

If a member ofthe family is subject to a court order that restricts the member from the
home, the PHA will determine whether the person will be considered temporarily or
permanently absent. If the court order specifies a permanent restriction or if the court
restrictian exceeds 180 days, the person will no longer be considered a family member. If
the individual intends to return to the unit at the end of the restriction, the individual is
subject to the eligibility and screening requirements discussed in Chaptei8péath

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 [24 CFR 5.403].

PHA Policy
If a child has been placed in foster care, the PHA weitlfy 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.

Absences Due to Incaeration

PHA Policy

If a family member is expected to be incarcerated for more than 180 consecutive days,
the person will not be considered a family member. If the individual intends to return to
the unit following incarceration, the individual is subjeztthe eligibility and screening
requirements discussed in Chapter 3 of this plan.

Family Members Permanently Confined for Medical Reasons

If a family member is confined to a nursing home or hospital on a permanent basis, that
person is no longer congitkd a family member and the income of that person is not
counted [HCV GB, p. 22].

PHA Policy
The PHA will request verification from a responsible medical professional and will use

this determination. If the responsible medical professional cannot proad
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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.

When an individual who hadeen counted as a family member is determined
permanently absent, the family is eligible for the medical expense deduction only if the
remaining head, spouse, or-lkead qualies as an elderly person or a person with
disabilities.

Joint Custody of Children

PHA Policy

In the case of joint custody, only one family may claim a child as a dependent. When two
assisted families could conceivably claim the child, the two families must resolve the
issue and declare which household will receive the dependenttaed If the two
households are unable to resolve the issue, the PHA will make the determination on the
basis of such factors as who claimed the child as a dependent on the most recent income
tax filing and how much time the child spends in each houdehol

Caretakers for a Child

PHA Policy

If neither a parent nor a designated guardian remains in a household receiving HCV

assistance, the PHA will take the following actions.

(1) If a responsible agency has determined that another adult is to be brdaghe
assisted unit 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.

(2) If a caretaker has assumed responsibility for a chitbout 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 will be considered a family member unless informétipnovided that
would confirm that the caretakerds role
extend the caretakerodos status as an el

(3) At any time that custody or guardianship legally has been awarded to a caretaker,
the housing chae voucher will be transferred to the caretaker.

(4) 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.

9.1C ANTICIPATING ANNUAL INCOME

The PHA is required to count all i ncome Aantic
family duringthe 12Zmont h peri od f ol Il owi ng admi ssion or a
[24 CFR 5.609(a)(2)]. Policies relatemlanticipating annual income are provided below.
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Basis of Annual Income Projection

The PHA generally will use current circumstances to determine anticipated income for
the coming lznonth period. HUD authorizes the PHA to use other than current
circumstnces to anticipate income when:

1 An imminent change in circumstances is expected [HCV GB,47]5

1 It is not feasible to anticipate a level of income over-anbath period (e.q.,
seasonal or cyclic income) [24 CFR 5.609(d)]

1 The PHA believes that past inoe is the best available indicator of expected

future income [24 CFR 5.609(d)]

PHA Policy
When the PHA cannot readily anticipate income based upon current circumstances (e.g.,

in the case of seasonal employment, unstable working hours, or suspected fraud), the
PHA will review and analyze historical data for patterns of employment, paid benefits

and receipt of other income and use the results of this analysis to establish annual income.
Anytime current circumstances are not used to project annual income, a clear rationale
for the decision will be documented in the file. In all such cases théy/faray present
information and documentation to the PHA to show why the historic pattern does not
represent the familyds anticipated i ncome.

Known Changes in Income

If the PHA verifies an upcoming increase or decrease in income, annual income will be
calaulated by applying each income amount to the appropriate part of theorith
period.

Example: An employer reports that a fttiime employee who has been receiving $6/hour
will begin to receive $6.25/hour in the eighth week after the effective date of the
reexamination. In such a case the PHA would calculate annual income as follows:
($6/hour x 4thours x 7 weeks) + ($6.25 x 40 hours x 45 weeks).

The family may present information that demonstrates that implementing a change before
its effective date would create a hardship for the family. In such cases the PHA will
calculate annual income using mmt circumstances and then require an interim
reexamination when the change actually occurs. This requirement will be imposed even if
the PHAG6s policy does not require interim

Using Up-Front Income Verification (UIV) to Project Income

HUD strongly recommends the use offup o n t income verificatior
verification of income, before or during a family reexamination, through an independent
source that systematically and uniformly maintains incomarimdition in computerized

form for a | arge number of individualso [V

HUD allows PHAs to use UIV information in conjunction with farggovided
documents to anticipate income [UIV].
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9.1D

PHA Policy
PHA procedures for anticipating annual income wiltlude the use of UIV methods

approved by HUD in conjunction with fam#yrovided documents dated within the last

60 days of the PHA interview date.

The PHA will follow AHUD Guidel i ndontf or P
Income Verification (UIV)at a | s Availableo in handling
family-provided income data. The guidelines depend on whether a difference is
substantial or not. HUD definessibstantial differencas a difference of $200 or more per

month.

No Substantial Difference
If UIV information for a particular income source differs from the information provided
by a family by less than $200 per month, the PHA will follow these guidelines:

1 I f the UIV figure is |l ess than the f ami
information.
i | f the UlV figure is more than the f ami

unless the family provides documentation of a change in circumstances to explain
the discrepancy (e.g., a reduction in work hours). Upon receipt of acceptable
family-provided documentation of a change in circumstances, the PHA will use

the family-provided information.

Substantial Difference
If UIV information for a particular income source differs from the information provided
by a family by $200 or more per mibnthe PHA will follow these guidelines:

1 The PHA will request written thirgarty verification from the discrepant income
source in accordance with 24 CFR 5.236(b)(3)(i).
1 When the PHA cannot readily anticipate income (e.g., in cases of seasonal

employment, unstable working hours, or suspected fraud), the PHA will review
historical income data for patterns of employment, paid benefits, and receipt of
other income.

1 The PHA will analyze all UIV, thireparty, and familyprovided data and attempt
to resolve the income discrepancy.

1 The PHA will use the most current verified income data and, if appropriate,
historical income data to calculate anticipated annual income.

EARNED INCOME
Types of Earned Income Included in Annual Income
1 Wages andRelated Compensation
The full amount, before any payroll deductions, of wages and salaries, overtime

pay, commissions, fees, tips and bonuses, and other compensation for personal
services is included in annual income [24 CFR 5.609(b)(1)].
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PHA Policy
For persons who regularly receive bonuses or commissions, the PHA will verify

and then average amounts received for the two years preceding admission or
reexamination. If only a ongear history is available, the PHA will use the prior
year amounts. In eithease the family may provide, and the PHA will consider, a
credible justification for not using this history to anticipate future bonuses or
commissions. If a new employee has not yet received any bonuses or
commissions, the PHA will count only the amoustirmated by the employer.

1 Some Types of Military Pay
All regular pay, special pay and allowances of a member of the Armed Forces are
counted [24 CFR 5.609(b)(88xceptfor the special pay to a family member
serving in the Armed Forces who is exposetdstile fire [24 CFR 5.609(c)(7)].

Types of Earned IncomeNot Counted in Annual Income

1 Temporary, Nonrecurring, or Sporadic Incom§&4 CFR 5.609(c)(9)]. Sporadic
income is income that is not received periodically and cannot be reliably predicted.
For example, the income of an individual who works occasionally as a handyman
would be considered sporadic if future work could not be anticipated and no historic,
stable pattern of income existed. Such income is not counted.

1 Children& Earnings. Employment mcome earned by children (including foster
children) under the age of 18 years is not included in annual incBmeCFR
5.609(c)(1)].(See Eligibility chapter for a definition ddster children)

1 Certain Earned Income of FullTime StudentsEarnings in excess of $480 for each
full-time student 18 years old or older (except for the head, spouseheadp are
not counted [24 CFR 5.6089(op(bdl1p] stUdehe
considetedcedf blyl an e druwith b idegnee dr certificated | t ut
program [HCV GB, p. 29].

1 Income of a Livein Aide. Income earned by a livie aide, as defined in [24 CFR
5.403], is not included in annual income [24 CFR 5.609(c)(5)]. (See Eligibility
chapter for a full discussion ovb-in aides.)

1 Income Earned under Certain Federal Programisicome from some federal
programs is specifically excluded from consideration as income
[24 CFR 5.609(c)(17)], including:

o Payments to volunteers under the Domestic Volunteer Services Act of 1973
(42 U.S.C. 5044(g), 5058)

o Payments received under programs funded in whole or in part under the Job
Training Partnership Act (29 U.S.C. 1552(b))
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o Awards under the federal wesdtudy program (20 U.S.C. 1087 uu)

o Payments received from programs funded undkbz V of the Older
Americans Act of 1985 (42 U.S.C. 3056(f))

o Allowances, earnings, and payments to AmeriCorps participants under the
National and Community Service Act of 1990 (42 U.S.C. 12637(d))

o Allowances, earnings, and payments to participants inrgnagfunded under
the Workforce Investment Act of 1998 (29 U.S.C. 2931)

Resident Service Stipendmounts received under a resident service stipend are
not included in annual income. A resident service stipend is a modest amount (not
to exceed $200 per individual per month) received by a resident for performing a
service for the PHA or owner, on a pime basis, that enhances the quality of life

in the development. Such services may include, but are not limited to, fire patrol,
hall monitoring, lawn maintenance, resident initiatives coordination, and serving as
a member of t he P NAr@sdengnoay eaceivel morg thanmmer d .
such stipend during the same period of time [24 CFR 5.600(c)(8)(iv)].

State and Local Employment Training Programdncremental earnings and
benefits to any family member resulting from participation in qualifyintesta

local employment training programs (including training programs not affiliated with

a local government) and training of a family member as resident management staff
are excluded from annual income. Amounts excluded by this provision must be
received under employment training programs with clearly defined goals and
objectives and are excluded only for the period during which the family member
participates in the training program [24 CFR 5.609(c)(8)(Vv)].

PHA Policy
The PHA definestraining program a s a léarning process with goals and

objectives, generally having a variety of components, and taking place in a series of
sessions over a period to time. It is designed to lead to a higher level of proficiency,

and it enhances t h e ain endploymerd. ultarhagy flavea b i | i

performance standards to measure proficiency. Training may include, but is not
limited to: (1) classroom training in a specific occupational skill, (2th&job
training with wages subsidized by the program, or (3) basic educan 0
[expired Notice PIH 92, p. 3].

The PHA definesncremental earnings and benefdas the difference between (1)

the total amount of welfare assistance and earnings of a family member prior to
enrollment in a training program and (2) the total anadinvelfare assistance and
earnings of the family member after enrollment in the program [expired Notice PIH
98-2, pp. 34].
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In calculating the incremental difference, the PHA will use as theemalment
income the total annualized amount of the familg mber 6 s wel f are as:
earnings reported on the f-800%8] ydos most r

End of participation in a training program must be reported in accordance with the
PHA's interim reporting requirements.

1 HUD-Funded Training Programs.Amounts received under training programs
funded in whole or in part by HUD [24 CFR 5.609(c)(8)(i)] are excluded from
annual income. Eligible sources of funding for the training include operating
subsidy, Section 8 administrative fees, and modernization, Caoityn
Development Block Grant (CDBG), HOME program, and other grant funds
received from HUD.

PHA Policy
To qualify as a training program, the program must meet the definitiwaining

programprovided above for state and local employment training pnogjra

1 Earned Income Tax CreditEarned income tax credit (EITC) refund payments
received on or after January 1, 1991 (26 U.S.C. 32(j)), are excluded from annual
income [24 CFR 5.609(c)(17)]. Although many families receive the EITC annually
when they filetaxes, an EITC can also be received throughout the year. The
prorated share of the annual EI'TC is inc

i Earned Income DisallowanceThe earned income disallowance for persons with
disabilities is discussed in sectiofl.& below.

9.1E EARNED INCOME DISALLOWANCE FOR PERSONS WITH DISABILITIES
[24 CFR 5.617]

The earned income disallowance (EID) encourages people with disabilities to enter the
work force by not including the full value of increases in earned income for a period of
time. The full text of 24 CFR 5.617 is included as Extibit at the end of thishapter.
Eligibility criteria and limitations on the disallowance are summarized below.

Eligibility

This disallowance applies only to individuals in families already participating in the HCV
program (not at initial examination). To qualify, the family shexperience an increase

in annual income that is the result of one of the following events:

1 Employment of a family member who is a person with disabilities and who was
previously unemployed for one or more years prior to employnferviously
unemployedncludes a person who annually has earned not more than the minimum
wage applicable to the community multiplied by 500 hours. The applicable
minimum wage is the federal minimum wage unless there is a higher state or local
minimum wage.

1 Increased earningsy a family member who is a person with disabilities and whose
earnings increase during participation in an economiessiiiciency or jobtraining
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program. A seklsufficiency program includes a program designed to encourage,
assist, train, or facilite the economic independence of H@Bsisted families or to
provide work to such families [24 CFR 5.603(b)].

1 New employment or increased earnings by a family member who is a person with
disabilities and who has received benefits or services under Tempkasistance
for Needy Families (TANF) or any other state program funded under Part A of Title
IV of the Social Security Act within the past six months. If the benefits are received
in the form of monthly maintenance, there is no minimum amount. If thditseoe
services are received in a form other than monthly maintenance, such-@s@ne
payments, wage subsidies, or transportation assistance, the total amount received
over the sixmonth period must be at least $500.

Calculation of the Disallowance

Calculation of the earned income disallowance for an eligible member of a qualified
family begins with a comparison of the men
i ncome. 0

PHA Policy
The PHA definegrior income,or prequalifying incomeasthefam | vy me mber 6s | a

certified income prior to qualifying for the EID.

The family member6s prior, or prequalifyin
period that he or she is receiving the EID.

Initial 12-Month Exclusion.

During the initial 12month exclusion period, the full amount (100 percent) of any
increase in income attributable to new employment or increased earnings is excluded.
The 12 months are cumulative and need not be consecutive.

PHA Policy
The initial EID exclusion period will begin ahe first of the month following the date an

eligible member of a qualified family is first employed or first experiences an increase in
earnings.

Second 12Month Exclusion and Phasén.

During the second ghonth exclusion period, the exclusion is restido half (50
percent) of any increase in income attributable to employment or increased earnings. The
12 months are cumulative and need not be consecutive.

Lifetime Limitation.

The EID has a fouyear (48month) lifetime maximum. The fowreareligibility period

begins at the same time that the initial exclusion period begins and ends 48 months later.
The onetime eligibility for the EID applies even if the eligible individual begins to
receive assistance from another housing agency, if theidodi moves between public
housing and Section 8 assistance, or if there are breaks in assistance.
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PHA Policy
During the 48month eligibility period, the PHA will schedule and conduct an interim

reexamination each time there is a change in the familybmem 6 s annu al i nc
affects or is affected by the EID (e.g., W
at or below his/her prequalifying income, when one of the exclusion periods ends, and at

the end of the lifetime maximum eligibility period).

9.1F BUSINESS INCOME [24 CFR 5.609(b)(2)]

Annual income includes fAthe net income fro
Expenditures for business expansion or amortization of capital indebtedness shall not be
used as deductions in determiningt income. An allowance for depreciation of assets

used in a business or profession may be deducted, based on straight line depreciation, as
provided in Internal Revenue Service regulations. Any withdrawal of cash or assets from

the operation of a busine®r profession will be included in income, except to the extent

the withdrawal is reimbursement of cash or assets invested in the operation by the
familyo [24 CFR 5.609(b)(2)].

Business Expenses
Net income is fAgross inc@GBpm5IlBless business

PHA Policy
To determine business expenses that may be deducted from gross income, the PHA will

use current applicable Internal Revenue Service (IRS) rules for determining allowable
business expenses [see IRS Publication 535], unless a ®m@ddressed by HUD
regulations or guidance as described below.

Business Expansion
HUD regulations do not permit the PHA to deduct from gross income expenses for
business expansion.

PHA Policy
Business expansiois defined as any capital expenditures mamledd new business

activities, to expand current facilities, or to operate the business in additional locations.
For example, purchase of a street sweeper by a construction business for the purpose of
adding street cleaning to the services offered bybiiginess would be considered a
business expansion. Similarly, the purchase of a property by a hair care business to open
at a second location would be considered a business expansion.

Capital Indebtedness
HUD regulations do not permit the PHA to dedinotn gross income the amortization of
capital indebtedness.

PHA Policy
Capital indebtedness defined as the principal portion of the payment on a capital asset

such as land, buildings, and machinery. This means the PHA will allow as a business
expense iterest, but not principal, paid on capital indebtedness.
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Negative Business Income
If the net income from a business is negative, no business income will be included in
annual income; a negative amount will not be used to offset other family income.

With drawal of Cash or Assets from a Business

HUD regulations require the PHA to include in annual income the withdrawal of cash or
assets from the operation of a business or profession unless the withdrawal reimburses a
family member for cash or assets ineekin the business by the family.

PHA Policy
Acceptable investments in a business include cash loans and contributions of assets or

equipment. For example, if a member of an assisted family provided-fmonapoan of
$2,000 to help a business get starteé PHA will not count as income any withdrawals
from the business up to the amount of this loan until the loan has been repaid.
Investments do not include the value of labor contributed to the business without
compensation.

Co-owned Businesses

PHA Polcy
If a business is cowned with someone outside the family, the family must document the
share of the business it owns. I f the f ami

ownership, the family must document the reasons for the difference.

9.1G ASSETS [24 CFR 5.609(b)(3) and 24 CFR 5.603(b)]

Overview

There is no asset limitation for participation in the HCV program. However, HUD
requires that the PHA include in annual i
income of any kind fromr e a | or personal propertyo [24

discusses how the income from various types of assets is determined. For most types of
assets, the PHA must determine the value of the asset in order to compute income from
the asset. Thereforfgr each asset type, this section discusses:

] How the value of the asset will be determined
q How income from the asset will be calculated

Exhibit 9-1 provides the regulatory requirements for calculating income from assets [24
CFR 5.609(b)(3)], and Exhib8-4 provides the regulatory definition n&t family assets

as well as a chart from theCV Guidebookthat summarizes asset inclusions and
exclusions. This section begins with a discussion of general policies related to assets and
then provides HUD rules drPHA policies related to each type of asset.

General Policies

Income from Assets
The PHA generally will use current circumstances to determine both the value of an asset
and the anticipated income from the asset. As is true for all sources of incorbe, HU

75



authorizes the PHA to use other than current circumstances to anticipate income when (1)
an imminent change in circumstances is expected (2) it is not feasible to anticipate a level
of income over 12 months or (3) the PHA believes that past income lieshéndicator

of anticipated income. For example, if a family member owns real property that typically
receives rental income but the property is currently vacant, the PHA can take into
consideration past rental income along with the prospects of olggamew tenant.

PHA Policy
Anytime current circumstances are not used to determine asset income, a clear rationale

for the decision will be documented in the file. In such cases the family may present
information and documentation to the PHA to show wig/dsset income determination
does not represent the familyds anticipate

Valuing Assets
The calculation of asset income sometimes requires the PHA to make a distinction
bet ween an assetodos mar ket value and its ca

1 The market valuef an asset is its worth (e.g., the amount a buyer would pay for
real estate or the balance in an investment account).

1 The cash value of an asset is its market value less all reasonable amounts that
would be incurred when converting the asset to cash. peanof acceptable
costs include penalties for premature withdrawal, broker and legal fees, and
settlement costs incurred in real estate transactions [HCV GE2§]. 5

Lump-Sum Receipts

Payments that are received in a single lump sum, such as inheritances, capital gains,
lottery winnings, insurance settlements, and proceeds from the sale of property, are
generally considered assets, not income. However, suchdumpeceipts are countad

assets only if they are retained by a family in a form recognizable as an asset
(e.g., deposited in a savings or checking account) [RHIIP FAQs]. (For a discussion of
lump-sum payments that represent the delayed start of a periodic payment, moshof whic
are counted as income, see sectiisH and9.2-1.)

Imputing Income from Assetf24 CFR 5.609(b)(3)

When net family assets are $5,000 or less, the PHA will include in annual income the
actual income anticipated to be derived from the assets. Whdantilg has net family
assets in excess of $5,000, the PHA will include in annual income the greater of (1) the
actual income derived from the assets or (2) the imputed income. Imputed income from
assets is calculated by multiplying the total cash valwsl damily assets by the current
HUD-established passbook savings rate.

Determining Actual Anticipated Income from Assets

It may or may not be necessary for the PHA to use the value of an asset to compute the
actual anticipated income from the asset. Wiiee value is required to compute the
anticipated income from an asset, the market value of the asset is used. For example, if
the asset is a property for which a family receives rental income, the anticipated income
is determined by annualizing the adtaeonthly rental amount received for the property;
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it is not based on the propertyods mar ket v
the anticipated income is determined by multiplying the market value of the account by
the interest rate on the@unt.

Withdrawal of Cash or Liquidation of Investments

Any withdrawal of cash or assets from an investment will be included in income except
to the extent that the withdrawal reimburses amounts invested by the family. For
example, when a family membeetires, the amount received by the family from a
retirement plan is not counted as income until the family has received payments equal to
the amount the family member deposited into the retirement fund.

Jointly Owned Assets

The regulation at 24 CFBR . 6 09 ( a) ( 4) specifies that anni
derived (during the Ehonth period) from assets to which any member of the family has
access. o0

PHA Policy
If an asset is owned by more than one person and any family member has unrestricted

accesdo the asset, the PHA will count the full value of the asset. A family member has
unrestricted access to an asset when he or she can legally dispose of the asset without the
consent of any of the other owners.

If an asset is owned by more than one persaiuding a family member, but the family
member does not have unrestricted access to the asset, the PHA will prorate the asset
according to the percentage of ownership. If no percentage is specified or provided for by
state or local law, the PHA will prate the asset evenly among all owners.

Assets Disposed Of for Less than Fair Market Value [24 CFR 5.603(b)]

HUD regulations require the PHA to count as a current asset any business or family asset
that was disposed of for less than fair market value during the two years prior to the
effective date of the examination/reexamination, except as noted below.

MinimumThreshold
The HVC Guideboolpermits the PHA to set a threshold below which assets disposed of
for less than fair market value will not be counted [HCV GB,-p7b

PHA Policy
The PHA will not include the value of assets disposed of for less than faietvalue

unless the cumulative fair market value of all assets disposed of during the past two years
exceeds the gross amount received for the assets by more than $1,000.

When the tweyear period expires, the income assigned to the disposed assei(s) als

expires. If the tweyear period ends between annual recertifications, the family may
request an interim recertification to eliminate consideration of the asset(s).
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Assets placed by the family in noavocable trusts are considered assets disposed of
less than fair market value except when the assets placed in trust were received through
settlements or judgments.

Separation or Divorce

The regulation also specifies that assets are not considered disposed of for less than fair
market value if theyare disposed of as part of a separation or divorce settlement and the
applicant or tenant receives important consideration not measurable in dollar terms.

PHA Policy
All assets disposed of as part of a separation or divorce settlement will be considered

assets for which important consideration not measurable in monetary terms has been
received. In order to qualify for this exemption, a family member must be subject to a
formal separation or divorce settlement agreement established through arbitration,
medidion, or court order.

Foreclosure or Bankruptcy
Assets are not considered disposed of for less than fair market value when the disposition
is the result of a foreclosure or bankruptcy sale.

Family Declaration

PHA Policy

Families must sign a declaration rfo at initial certification and each annual
recertification identifying all assets that have been disposed of for less than fair market
value or declaring that no assets have been disposed of for less than fair market value.
The PHA may verify the value @he assets disposed of if other information available to

the PHA does not appear to agree with the information reported by the family.

Types of Assets

Checking and Savings Accounts

For regular checking accounts and savings accocas$, valuehas the same meaning as
market value If a checking account does not bear interest, the anticipated income from
the account is zero.

PHA Policy

1 In determining the value of a checking account, the PHA will use the average
monthly balance for the last smonths.

1 In determining the value of a savings account, the PHA will use the current
balance.

1 In determining the anticipated income from an intebestring checking or
savings account, the PHA will multiply the value of the account by the current
rate of nterest paid on the account.
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Investment Accounts Such as Stocks, Bonds, Saving Certificates, and Money Market
Funds

Interest or dividends earned by investment accounts are counted as actual income from
assets even when the earnings are reinvested. Tle vedise of such an asset is
determined by deducting from the market value any broker fees, penalties for early
withdrawal, or other costs of converting the asset to cash.

PHA Policy
In determining the market value of an investment account, the PHA wilhesalue of

the account on the most recent investment report.

How anticipated income from an investment account will be calculated depends on
whether the rate of return is known. For assets that are held in an investment account with
a known rate of retrn (e.g., savings certificates), asset income will be calculated based

on that known rate (market value multiplied by rate of earnings). When the anticipated
rate of return is not known (e.g., stocks), the PHA will calculate asset income based on
the earings for the most recent reporting period.

Equity in Real Property or Other Capital Investments
Equity (cash value) in a property or other capital asset is the estimated current market
value(as determined by the local tax assesebthe asset less the unpaid balance on all

loans secured by the asset and reasonable costs (such as broker fees) that would be

incurred in selling the asset [HCV GB, p25].

The PHA will first use the payoff amount for the loan (mortgage) as thedibpéance

to calculate equity. If the payoff amount is not available, the PHA will use the basic loan
balance information to deduct from the market value in the equity calculation.

For the purposes of calculating expenses to convert to cash for reaityridpe PHA
will use ten percent of the market value of the home.

I n the case of capital i nvest ments owned

prorated share of the propertyds cash val

determnes that the family receives no income from the property and is unable to sell or
otherwise convert the asset to cash.

Equity in real property and other capital investments is considered in the calculation of
asset income except for the following typeassets:
1 Equity accounts in HUD homeownership programs [24 CFR5.603(b)]

1 The value of a home currently being purchased with assistance under the HCV
program Homeownership Option for the first 10 years after the purchase date of
the home [24 CFR 5.603(b)]

1 Equity in owneroccupied cooperatives and manufactured homes in which the
family lives [HCV GB, p. 525]
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1 Equity in real property when a family m
[HCV GB, p. 525]. This real estate is considered a business asset, anaeinc
related to this asset will be calculated as described in seetién 6

Interests in Indian Trust lands [24 CFR 5.603(b)]

1 Real property and capital assets that are part of an active business or farming
operation [HCV GB, p. 25]

A family may have ral property as an asset in two ways: (1) owning the property itself
and (2) holding a mortgage or deed of trust on the property. In the case of a property
owned by a family member, the anticipated asset income generally will be in the form of
rent or othempayment for the use of the property. If the property generates no income,
actual anticipated income from the asset will be zero.

In the case of a mortgage or deed of trust held by a family member, the outstanding
balance (unpaid principal) is the caghlue of the asset. The interest portion only of
payments made to the family in accordance with the terms of the mortgage or deed of
trust is counted as anticipated asset income.

PHA Policy
In the case of capital investments owned jointly with othersineti ng i n a f ami |

prorated share of the propertyodés cash val
determines that the family receives no income from the property and is unable to sell or
otherwise convert the asset to cash.

Trusts

A trustis a legal arrangement generally regulated by state law in which one party (the
creator or grantor) transfers property to a second party (the trustee) who holds the
property for the benefit of one or more third parties (the beneficiaries).

Revocablérusts

If any member of a family has the right to withdraw the funds in a trust, the value of the
trust is considered an asset [HCV GB, p23. Any income earned as a result of
investment of trust funds is counted as actual asset income, whether the isquaid to

the family or deposited in the trust.

Nonrevocable Trusts

In cases where a trust is not revocable by, or under the control of, any member of a
family, the value of the trust fund is not considered an asset. However, any income
distributed tothe family from such a trust is counted as a periodic payment or a lump
sum receipt, as appropriate [24 CFR 5.603(b)]. (Periodic payments are covered in section
9.1-H. Lump-sum receipts are discussed earlier in this section.)

Retirement Accounts

CompanyRetirement/Pension Accounts

In order to correctly include or exclude as an asset any amount held in a company
retirement or pension account by an employed person, the PHA must know whether the
money is accessible before retirement [HCV GB,-g6h
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While a family member is employed, only the amount the family member can withdraw
without retiring or terminating employment is counted as an asset [HCV GBg). 5

After a family member retires or terminates employment, any amount distributed to the
family member is counted as a periodic payment or a {suamp receipt, as appropriate
[HCV GB, p. 526], except to the extent that it represents funds invested in thenacco
by the family member. (For more on periodic payments, see sécfidgth) The balance

in the account is counted as an asset only if it remains accessible to the family member.

IRA, Keogh, and Similar Retirement Savings Accounts
IRA, Keogh, and similaretirement savings accounts are counted as assets even though
early withdrawal would result in a penalty [HCV GB, p25].

Personal Property
Personal property held as an investment, such as gems, jewelry, coin collections, antique
cars, etc., is consided an asset [HCV GB, p-Zb].

PHA Policy
In determining the value of personal property held as an investment, the PHA will use the
famil yéds estimate of the wvalue. However,

appropriate to confirm the value of theses The family must cooperate with the
appraiser but cannot be charged any costs related to the appraisal.

Generally, personal property held as an investment generates no income until it is
disposed of. If regular income is generated (e.g., income franingethe personal
property), the amount that is expected to be earned in the coming year is counted as
actual income from the asset.

Necessary items of personal property are not considered assets [24 CFR 5.603(b)].
PHA Policy

Necessary personal propedynsists of items such as clothing, furniture, household
furnishings, jewelry that is not held as an investment, and vehicles, including those
specially equipped for persons with disabilities.

Life Insurance

The cash value of a life insurance policy aablié to a family member before death, such

as a whole life or universal lifgolicy is included in the calculation of the value of the
fami |l ybés as s2b)t e dadH €alue iStBe sbrrender value. If such a policy
earns dividends or interest that the family could elect to receive, the anticipated amount
of dividends or interestsicounted as income from the asset whether or not the family
actually receives it.

9.1H PERIODIC PAYMENTS

Periodic payments are forms of income received on a regular basis. HUD regulations
specify periodic payments that are and are not included in annual income.
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Periodic Paymentsincluded in Annual Income

1 Periodic payments from sources sucls@sal securit, unemployment and
welfare assistance, annuities, insurance policies, retirement funds, and pensions
However, periodic payments from retirement accounts, annuities, and similar
forms of investments are counted only after they exceed the amount codtribute
by the family [24 CFR 5.609(b)(4) and (b)(3)].

1 Disability or death benefits and lottery receipésd periodically, rather than in a
single lump sum [24 CFR 5.609(b)(4) and HCV, 1.4

Lump-Sum Payments for the Delayed Start of a Periodic Payment

Most lump sums received as a result of delays in processing periodic payments, such as
unemployment or welfare assistance, are counted as income. Howeversuomp
receipts for the delayed start of periodic social security or supplemental security income
(SSI) payments are not counted as income [CFR 5.609(b)(4)].

PHA Policy
When a delayedtart payment is received and reported during the period in which the

PHA is processing an annual reexamination, the PHA will adjust the family share and
PHA subsidyretroactively for the period the payment was intended to cover. The family
may pay in full any amount due or request to enter into a repayment agreement with the
PHA.

Periodic PaymentsExcluded from Annual Income

1 Payments received for tloare of foster laildren or foster adult@usually persons
with disabilities, unrelated to the assisted family, who are unable to live alone)
[24 CFR 5.609(c)(2)]

PHA Policy
The PHA will exclude payments for the care of foster children and foster adults

only if the care iprovided through an official arrangement with a local welfare
agency [HCV GB, p. 4.8].

1 Amounts paid by a state agency to a family withm&mber who has a
developmental disability and is living at hortee offset the cost of services and
equipment needea tkeep the developmentally disabled family member at home
[24 CFR 5.609(c)(16)]

i Amounts received under th@®w-Income Home Energy Assistance Progr@#
U.S.C. 1626(c)) [24 CFR 5.609(c)(17)]
i Amounts received under thghild Care and Development Block Graktt of

1990(42 U.S.C. 98580) [24 CFR 5.609(c)(17)]

i Earned Income Tax Credit (EITGgfund payments (26 U.S.C. 32(j)) [24 CFR
5.609(c)(17)] Note: EITC may be paid periodically if the family elects to receive
the amount due as part of payroll paymentsfen employer.
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9.1

1 Lump sums received as a resultdeflays in processing Social Security and SSI
paymentgsee section-6.J.) [24 CFR 5.609(b)(4)].

PAYMENTS IN LIEU OF EARNINGS

Payments in lieu of earnings, such as unemployment and disatilitypensation,

wor ker6s compensation, and severance pay,
if they are received either in the form of periodic payments or in the form of adump
amount or prospective monthly amounts for the delayed start ofi@dijgepayment. If

they are received in a oiiene lump sum (as a settlement, for instance), they are treated

as lumpsum receipts [24 CFR 5.609(c)(3)]. (See also the discussion of periodic
payments in section-BH and the discussion of lurrgum receiptén section9.1-G.)

9.1 WELFARE ASSISTANCE

Overview

Welfare assistance is counted in annual income. Welfare assistance includes Temporary
Assistance for Needy Families (TANF) and any payments to individuals or families
based on need that are made under programs funded separately or jointly by federal, state
or local governments [24 CFR 5.603(b)].

Sanctions Resulting in the Reduction of Welfare Benefits [24 CFR 5.615]

The PHA must make a special calculation of annual income when the welfare agency
imposes certain sanctions on certain families. The futl aéxhe regulation at 24 CFR
5.615 is provided as Exhibf@-5. The requirements are summarized below. This rule
applies only if a family was receiving HCV assistance at the time the sanction was
imposed.

Covered Families

The families covered by24 CFR. 6 15 are those fiwho receive
public assistance benefits (6wel fare bene
(6wel fare agencyo) under a program for whi
member of the family mugparticipate in an economic selfifficiency program as a
condition for such assistanceo [24 CFR 5.6

Imputed Income

When a welfare agency 1imposes a sanction
because the family commits fraud or fails to complytivh t he agencybs ec
sufficiency program or work activities requirement, the PHA must include in annual
income fAi mputedo welfare income. The PHA m
the PHA when the benefits of an HCV participant familg aeduced. The imputed

income is the amount the family would have received if the family had not been
sanctioned.
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This requirement does not apply to reductions in welfare benefits: (1) at the expiration of
the lifetime or other time limit on the paymeritveelfare benefits, (2) if a family member

is unable to find employment even though the family member has complied with the
welfare agency economic salfifficiency or work activities requirements, or (3) because

a family member has not complied with otheelfare agency requirements [24 CFR
5.615(b)(2)].

Offsets

The amount of the imputed income is offset by the amount of additional income the
family begins to receive after the sanction is imposed. When the additional income equals
or exceeds the imputedelfare income, the imputed income is reduced to zero [24 CFR
5.615(c)(4)].

PERIODIC AND DETERMINABLE ALLOWANCES [24 CFR 5.609(b)(7)]

Annual income includes periodic and determinable allowances, such as alimony and child
support payments, amdgular contributions or gifts received from organizations or from
persons not residing with an assisted family.

Alimony and Child Support
The PHA must count alimony or child support amounts awarded as part of a divorce or
separation agreement.

PHA Policy
The PHA will count courawarded amounts for alimony and child support unless the

PHA verifies that (1) the payments are not being made and (2) the family has made
reasonable efforts to collect amounts due, including filing with courts or agencies
responsible for enforcing payments [HCV GB, pif23%and 547].

Families who do not have cowatvarded alimony and child support awards are not
required to seek a court award and are not required to take independent legal action to
obtain collection.

Regular Contributions or Gifts

The PHA must count as income regular monetary andnmmmetary contributions or
gifts from persons not residing with an assisted family [24 CFR 5.609(b)(7)]. Temporary,
nonrecurring, or sporadic income and gifts are not coge@€FR 5.609(c)(9)].

PHA Policy
Examples of regular contributions include:
1) regul ar payment of a familyds bills (e.

and car payments),

2) cash or other liquid assets provided to any family member on a regular basis, and

3) Aii-kkni ndd contributions such as groceri es
regular basis.
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9.1L

Norn-monetary contributions will be valued at the cost of purchasing times,tas
determined by the PHA. For contributions that may vary from month to month
(e.g., utility payments), the PHA will include an average amount based upon past history.

ADDITIONAL EXCLUSIONS FROM ANNUAL INCOME

Other exclusions contained 24 CFR 5.609(c) that have not been discussed earlier in
this chapter include the following:

il
il

Reimbursement of medical expenses [24 CFR 5.609(c)(4)]

The amount o$tudent financial assistanpaid directly to the student or to the
educational institutiog esiding in a Section 8 assisted unit with his or her
parents or who reside with parents who are applying to receive Section 8
as si s[R4aLCRR %609(c)(6)]

Amounts received by participants in other publicly assisted programs which are
specifically for @ in reimbursement of owdf-pocket expenses incurred and which
are made solely to allow participation in a specific program [24 CFR
5.609(c)(8)(iii)]

Amounts received by a person with a disability that are disregarded for a limited
time for purposes of Sylemental Security Income eligibility and benefits
because they are set aside for use unddam to Attain SelSufficiency (PASS)

[(24 CFR 5.609(c)(8)(ii)]

Reparation paymenfsaid by a foreign government pursuant to claims filed under
the laws of thagovernment by persons who were persecuted during the Nazi era
[24 CFR 5.609(c)(10)]

Adoption assistangeayments in excess of $480 per adopted child [24 CFR
5.609(c)(12)]

Refunds or rebates on property tapagl on the dwelling unit [24 CFR
5.609(c)(15)]

Amounts paid by a state agency to a family with a member who has a
developmental disability and is living at horteeoffset the cost of services and
equipment needed to keep the developmentally disabled family member at home
[24 CFR 5.609(c)(16)]

Amountsspecificallyexcluded by any other federal stat[#é CFR
5.609(c)(17)]. HUD publishes an updated list of these exclusions periodically. It
includes:

(@ The value of the allotment provided to an eligible household under the
Food Stamp Act of 1977 @.S.C. 2017 (b))

(b) Payments to Volunteers under the Domestic Volunteer Services Act of
1973 (42 U.S.C. 5044(qg), 5058)
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(©)
(d)
()

(f)

(9)
(h)

(i)

()

(k)

()

(m)

(n)

(0)

(P)

Payments received under the Alaska Native Claims Settlement Act (43
U.S.C. 1626(c))

Income derived from certasub marginaland of the United States that is
held in trust for certain Indian tribes (25 U.S.C. 459¢)

Payments or allowances made under the Department of Health and Human
Ser vi c elc@dme Hame Energy Assistance Program (42 U.S.C.
8624(f))

Payments receivednder programs funded in whole or in part under the
Job Training Partnership Act (29 U.S.C. 1552(b)) (Effective July 1, 2000,
references to Job Training Partnership Act shall be deemed to refer to the
corresponding provision of the Workforce Investment Att1998 (29
U.S.C. 2931).)

Income derived from the disposition of funds to the Grand River Band of
Ottawa Indians (Pub. L. 9840, 90 Stat. 25084)

The first $2,000 of per capita shares received from judgment funds
awarded by the Indian Claims Carission or the U. S. Claims Court, the
interests of individual Indians in trust or restricted lands, including the first
$2,000 per year of income received by individual Indians from funds
derived from interests held in such trust or restricted lands (S6CU
1407:1408)

Amounts of scholarships funded under title IV of the Higher Education
Act of 1965, including awards under the federal wstkdy program or
under the Bureau of Indian Affairs student assistance programs (20 U.S.C.
1087uu)

Paymentsreceived from programs funded under Title V of the Older
Americans Act of 1985 (42 U.S.C. 3056(f))

Payments received on or after January 1, 1989, from the Agent Orange
Settlement Fund or any other fund established pursuant to the settlement
in In Re Ayentproduct liability litigation, M.D.L. No. 381 (E.D.N.Y.)

Payments received under the Maine Indian Claims Settlement Act of 1980
(25 U.S.C. 1721)

The value of any child care provided or arranged (or any amount received
as payment for such care ceimbursement for costs incurred for such
care) under the Child Care and Development Block Grant Act of 1990 (42
U.S.C. 9858q)

Earned income tax credit (EITC) refund payments received on or after
January 1, 1991 (26 U.S.C. 32()))

Payments by théndian Claims Commission to the Confederated Tribes
and Bands of Yakima Indian Nation or the Apache Tribe of Mescalero
Reservation (Pub. L. 9533)

Allowances, earnings and payments to AmeriCorps participants under the
National and Community Service Aof 1990 (42 U.S.C. 12637(d))
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(@)  Any allowance paid under the provisions of 38 U.S.C. 1805 to a child
suffering from spina bifida who is the child of a Vietnam veteran (38
U.S.C. 1805)

(N Any amount of crime victim compensation (under the Victims ofm@ri
Act) received through crime victim assistance (or payment or
reimbursement of the cost of such assistance) as determined under the
Victims of Crime Act because of the commission of a crime against the
applicant under the Victims of Crime Act (42 U.S10602)

(s) Allowances, earnings and payments to individuals participating in
programs under the Workforce Investment Act of 1998 (29 U.S.C. 2931)

9.2 ADJUSTED INCOME
9.2 A INTRODUCTION

Overview

HUD regulations require PHAs to deduct from annual income any of five mandatory
deductions for which a family qualifies.
income. Mandatory deductions are found in 24 CFR 5.611.

5.611(a) Mandatory deductions
In determining adjusted income, the responsible entity [PHA] must deduct th
following amounts from annual income:
(1) $480 for each dependent;
(2) $400 for any elderly family or disabled family;
(3) The sum of the following, to the extent the sum exceld=e percent o
annual income:
() Un-reimbursed medical expenses of any elderly family or disabled far,
(i) Un-reimbursed reasonable attendant care and auxiliary apparatus ex
for each member of the family who is a person with disabilitieghéc
extent necessary to enable any member of the family (including
member who is a person with disabilities) to be employed. This dedy
may not exceed the earned income received by family members wi
18 years of age or older and who are ablevtwrk because of suc
attendant care or auxiliary apparatus; and
(4) Any reasonable child care expenses necessary to enable a membelj
family to be employed or to further his or her education.

This part covers policies related to these mandatoryudahs. Verification
requirements related to these deductions are found in CH#pter
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Anticipating Expenses

PHA Policy
Generally, the PHA will use current circumstances to anticipate expenses. When possible,

for costs that are expected to fluctudteing the year (e.g., child care during school and
nonschool periods and cyclical medical expenses), the PHA will estimate costs based on
historic data and known future costs.

If a family has an accumulated debt for medical or disability assistancesespdhe

PHA will include as an eligible expense the portion of the debt that the family expects to
pay during the period for which the income determination is being made. However,
amounts previously deducted will not be allowed even if the amounts wepaidoas
expected in a preceding period. The PHA may require the family to provide
documentation of payments made in the preceding year.

9.2B DEPENDENT DEDUCTION

A deduction of $480 is taken for each dependent [ 24 CFR 5.611(d)@pgndents
defined as any family member other than the head, spouse;h@adowho is under the
age of 18 or who is 18 or older and is a person with disabilities or-tinfigll student.
Foster children, foster adults, and liwveaides are never considered depende®<ZR
5.603(b)].

9.2C ELDERLY OR DISABLED FAMILY DEDUCTION

A single deduction of $400 is taken for any elderly or disabled family [24 CFR
5.611(a)(2)]. Arelderly familyis a family whose head, spouse;lwad, or sole member

is 62 years of age or older, andiaabled familyis a family whose head, spouse;head,

or sole member is a person with disabilities [24 CFR 5.403].

9.2D MEDICAL EXPENSES DEDUCTION [24 CFR 5.611(a)(3)(i)]

Un-reimbursed medicalxpenses 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 cohead is at leasb2 or is a person with disabilities. If a family is eligible for a
medical expense deduction, the medical expenses of all family members are counted
[VG, p. 28].

Definition of Medical Expenses

HUD regulations definemedical expenseat 24 CFR 5.603(b) tane a n Amedi ca
expenses, including medical insurance premiums, that are anticipated during the period
for which annual i ncome is computed, and t
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9.2E

PHA Policy
The most current IRS Publication 502edical and Dental Expensesill be used to

determine the costs that qualify as medical expenses.

Summary of Allowable Medical Expenses from IRS Publication 502

1 Services of medical professionals |  Substance abuse treatment programs

1 Surgery and medical procedures thi f Psychiatric treatment

are necessary, legaon-cosmetic .
y, 1€gaio 1 Ambulance services and some costs of

1 Services of medical facilities transportation related to medical

T expenses
1 Hospitalization, longerm care, and P

in-home nursing services 1 The cost and camef necessary equipmel
related to a medical condition (e.g.,
eyeglasses/lenses, hearing aids, crutch
and artificial teeth)

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

1 Cost and continuing care of necessary

1 Improvements to housing directly X :
service animals

related to medical needs (e.g., ramy
for a wheel chair, handrails) 1 Medical insurance premiums or the cos
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 ot
the extent they are not reimbursed by insurance or some other source.

Families That Qualify for Both Medical and Disability Assistance Expenses

PHA Policy
This policy applies only to families in which the head, spouse,-tieed is 62 or older

or is a person with disabilities.

When expenses anticipated by a family could be defasesither medical or disability
assistance expenses, the PHA will consider them medical expenses unless it is clear that
the expenses are incurred exclusively to enable a person with disabilities to work.

DISABILITY ASSISTANCE EXPENSES DEDUCTION24 CFR 5.603(b) and
24 CFR 5.611(a)(3)(ii)]

Reasonable expenses for attendant care and auxiliary apparatus for a disabled family
member may be deducted if they: (1) are necessary to enable a family member 18 years
or older to work, (2) are not paid tdamily member or reimbursed by an outside source,

(3) in combination with any medical expenses, exceed three percent of annual income,
and (4) do not exceed the earned income received by the family member who is enabled
to work.
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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 [24 CFR
5.603(b)].

The disability expensededu¢ on i s capped by the amount o]
family members who are 18 years of age or
the expense [24 CFR 5.611(a)(3)(ii))]. The earned income used for this purpose is the
amount verified before angarned income disallowances or income exclusions are
applied.

PHA Policy
The family must identify the family members enabled to work as a result of the disability
assistance expenses. I n evaluating the fal

such @ how the work schedule of 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 the PHA determines that the disability assistance expenses enable more than one
family member to work, the expenses wil!/| b
incomes.

Eligible Disability Expenses

Examples of auxiliary apparatus are provided in H€V Guidebookas follows:

AAuxi |l iary apparatus are items such as wh
special equipment to enable a blind person to read or type, but ohlgsé ttems are
directly related to permitting the disabl e
GB, p. 530].

HUD advises PHA to further define and describe auxiliary apparatus [VG, p. 30].

Eligible Auxiliary Apparatus

PHA Policy
Expenses incued 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
(e.g., a vehicle or computer), the cost to maintain the special adaptations (but not
mainenance of the apparatus itself) is an eligible expeRse.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 cdrdyewi
included.

Eligible Attendant Care
The family determines the type of attendant care that is appropriate for the person with
disabilities.

PHA Policy
Attendant care includes, but is not limited to, reasonable costs for home medical care,

nursing services, ifhome or centebased care services, interpreters for persons with
hearing impairments, and readers for persons with visual disabilities.
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Attendant care expenses will be included for the period that the person enabled to work is
employed plusreasonable 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 wigabilities to work are eligible.

If the care attendant also provides other services to the family, the PHA will prorate the
cost and allow only that portion of the expenses attributable to attendant care that enables
a family member to work. For exanaplif the care provider also cares for a child who is

not the person with disabilities, the cost of care must be prorated. Unless otherwise
specified by the care provider, the calculation will be based upon the number of hours
spent in each activity and/dre number of persons under care.

Payments to Family Members

No disability assistance expenses may be deducted for payments to a member of an
assisted family [24 CFR 5.603(b)]. However, expenses paid to a relative who is not a
member of the assisted fdynmay be deducted if they are not reimbursed by an outside
source.

Necessary and Reasonable Expenses

The family determines the type of care or auxiliary apparatus to be provided and must
describe how the expenses enable a family member to work. THg faost certify that

the disability assistance expenses are necessary and are not paid or reimbursed by any
other source.

PHA Policy
The PHA determines the reasonableness of the expenses based on typical costs of care or

apparatus in the locality. Testablish typical costs, the PHA will collect information

from organizations that provide services and support to persons with disabilities. A
family may present, and the PHA wil!l consi
exceed typical costs ihe area.

Families That Qualify for Both Medical and Disability Assistance Expenses

PHA Policy

This policy applies only to families in which the head or spouse is 62 or older or is a
person with disabilities.

When expenses anticipated by a family couldl&®ned as either medical or disability
assistance expenses, the PHA will consider them medical expenses unless it is clear that
the expenses are incurred exclusively to enable a person with disabilities to work.

9.2F CHILD CARE EXPENSE DEDUCTION
HUD defineschild care expensest 24 CFR 5. 603(b) as fiamoun
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 enabll a fami
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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 netessar

permit employment, the amount deducted shall not exceed the amount of employment

i ncome that is included in annual i ncome. 0O

Clarifying the Meaning of Child for This Deduction
Child care expenses do not include child support payments made to amotiedradf of

a minor who is not |living in an assisted f
PHA Policy

For the purposes of child care expenses, the PHA defimé&s$ to include any foster

chil dren under the age of 13 | iGB,pneg9.i n an

Quialifying for the Deduction

Determining Who Is Enabled to Pursue an Eligible Activity

PHA Policy

The family must identify the family member(s) enabled to pursue an eligible aclikiy.
termeligible activityin 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 the familyds request, t he F
schedule for the claimed 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 ehableursue

an eligible activity.

1) Seeking Work

PHA Policy

If the child care expense being claimed is to enable a family member to seek
empl oyment , the family must provide eviden
employment at each reexaminatioThe deduction may be reduced or denied if the
family memberés job search efforts are nol

being allowed by the PHA.

2) Furthering Education

PHA Policy

If the child care expense being claimed is to enable a fanglyber 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 activitiast be commensurate with

the child care claimed.

3) Being Gainfully Employed

PHA Policy
If the child care expense being claimed is to enable a family member to be gainfully
empl oyed, the family must provide engi dence

92



the time that child care is being provided. Gainful employment is any legal work activity
(full- or parttime) for which a family member is compensated.

Earned Income Limit on Child Care Expense Deduction

When a family member looks for work furthers his or her education, there is no cap on
the amount that may be deducted for child ¢aatthough the care must still be necessary
and reasonable. However, when child care enables a family member to work, the
deduction i s c ap pemgloynieyt indomenhteat i intluded in anauil
incomeo [24.CFR 5.603(b)]

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 enabledwork is a person with disabilities who receives the

earned income disallowance (EID) or a futhe 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 the pers@ s earned i ncome t hat actua
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.

The PHA must at limit the deduction to the least expensive type of child care. If the care
allows the family to pursue more than one eligible activity, including work, the cap is
calculated in proportion to the amount of time spent working [HCV GB;30]5

PHA Policy
When the child care expense being claimed is to enable a family member to work, only
one family memberdéds income wil/| be consi de

than one family member works during a given period, the PHA generally will limit
allowable child care expenses to the earned income of the lpaesimember. The
family may provide information that supports a request to designate another family
member as the person enabled to work.

Eligible Child Care Expenses

The type of care to be praled is determined by the assisted family. The PHA may 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 [VG, p. 26].

Allowable Child Care Actiities

PHA Policy

For schoolage 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 (e.g., summer day caftgrschool sports
league) are allowable forms of child care.
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The costs of general housekeeping and personal services are not eligible. Likewise, child
care expenses paid to a family member who
however, paymds for child care to relatives who do not live in the unit are eligible.

If a child care provider also renders other services to a family or child care is used to
enable a family member to conduct activities that are not eligible for consideration, the
PHA will prorate the costs and allow only that portion of the expenses that is attributable
to child care for eligible activities. For example, if the care provider also cares for a child
with disabilities who is 13 or older, the cost of care will be proraténless otherwise
specified by the child care provider, the calculation will be based upon the number of
hours spent in each activity and/or the number of persons under care.

Necessary and Reasonable Costs

Child care expenses will be considered necgsggl) 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 reimburbgdiny other source.

PHA Policy
Child care expenses will be considered for the time required for the eligible activity plus

reasonable transportation time. For child care that enables a family member to go to
school, the time allowed may include not mtiven one study hour for each hour spent in
class.

To establish the reasonableness of child care costs, the PHA will use the schedule of child
care costs from the local welfare agency. Families may present, and the PHA will
consider, justification for costthat exceed typical costs in the area.

10.0 VERIFICATION [24 CFR 982.516, 24 CFR 982.551, 24 CFR 5.230]

INTRODUCTION

The PHA must verify al/ i nformation that I
level of assistance and is required @ob t a i n the familyébs ConNnSs
information. Applicants and program participants must cooperate with the verification
process as a condition of receiving assistance. The PHA must not pass on the cost of
verification to the family.

The PHA will follow the verification guidance provided by HUD in PIH Notice 2@i4
Verification Guidance and any subsequent guidance issued by HUD. This chapter
summarizes those requirements and provides supplementary PHA policies.

Part | describes the general viedtion process. More detailed requirements related to

individual factors are provided in subsequent parts including family information (Part Il),
income and assets (Part Ill), and mandatory deductions (Part IV).
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Verification policies, rules and procedsrwill be modified as needed to accommodate
persons with disabilities. All information obtained through the verification process will
be handled in accordance with the records management policies of the PHA.

10.1 GENERAL VERIFICATION REQUIREMENTS

10.1A FAMILY CONSENT TO RELEASE OF INFORMATION [24 CFR 982.516 AND
982.551, 24 CFR 5.230]

The family must supply any information that the PHA or HUD determines is necessary to
the administration of the program and must consent to PHA verification of that
information [24 CFR 982.551].

Consent Forms

It is required that all adult applicants and participants sign form {9885,
Authorization for Release of Information. The purpose of form FR8B6 is to facilitate
automated data collection and computer matching from specific sources and provides the
family's consent only for the specific purposes listed on the form. HUD and the PHA may
collect information from State Wage Information Collection Agencies (SWICAs) and
current and former employers of adult family members. Only HUD is authorized to
collect irformation directly from the Internal Revenue Service (IRS) and the Social
Security Administration (SSA). Adult family members must sign other consent forms as
needed to collect information relevant to

Penalties for Failing to Consent [24 CFR 5.232]

If any family member who is required to sign a consent form fails to do so, the PHA will
deny admission to applicants and terminate assistance of participants. The family may
request an informal review (applidah or informal hearing (participants) in accordance
with PHA procedures.

10.1 B OVERVIEW OF VERIFICATION REQUIREMENTS
HUDGs Verification Hierarchy

HUD authorizes the PHA to use five methods to verify family information and specifies
the circumstancein which each method will be used. In general HUD requires the PHA
to use the most reliable form of verification that is available and to document the reasons
when the PHA uses a lesser form of verification. In order of priority, the forms of
verification that may be used are:

i Up-front Income Verification (UIVu si ng HUDO® s E Weéricatipnr i se |1
(EIV) system

Up-front Income Verification (UIV) using a neHUD system
1 Third-party Written Verification
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1 Third-party Oral Verification
i Review of Documents
1 Self-Certification

10.1 C UP-FRONT INCOME VERIFICATION (UIV)

Upf ront income verification (UI V) refers t
available from independent sources that maintain computerized information about
earnings and benefittllV will be used to the extent that these systems are available to

the PHA.

The PHA must restrict access to and safeguard UIV data in accordance with HUD
guidance on security procedures, as issued and made available by HUD.

There may be legitimate diffarees between the information provided by the family and
UIV-generated information. No adverse action can be taken against a family until the
PHA has independently verified the UIV information and the family has been granted an
opportunity to contest any aerse findings through the informal review/hearing process
of the PHA.

The PHA will obtain income reports for annual reexaminations on a monthly basis.
Reports will be generated as part of the regular reexamination process. Income reports
will be comparedto family-provided information as part of the annual reexamination
process. Income reports may be used in the calculation of annual income. Income reports
may also be used to meet the regulatory requirement for third party verification, as
described abovdolicies for resolving discrepancies between income reports and family
provided information will be resolved as described in this Plan.

Income reports will be used in interim reexaminations to identify any discrepancies
between reported income and incostewn in the EIV system, and as necessary to
verify and calculate earned income, unemployment benefits, Social Security and/or SSI
benefits. EIV will also be used to verify that families claiming zero income are not
receiving income from any of theseures. Income reports will be retained in participant
files with the applicable annualr interim reexamination documents. When the PHA
determines through income reports and tpiadty verification that a family has
concealed or undeeported income, corrége action will be taken pursuant to the
policies inthe Program Integritychapter of this Plan

The PHA will generate the Income Discrepancy Report at least once every 6 months.
When the PHA determines that a participant appearing on the Income Disgrepan
Report has not concealedorundee port ed i ncome, the partici
on a | i st of nfal se positiveo reviews. T
participants appearing on this list will be eliminated from discrepancy pragesstil a
subsequent interim or annual reexamination has been completed. The PHA will review

the EIV discrepancy tab during processing of annual and interim reexaminations. When it
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appears that a family may have concealed or urejerted income, the PHAill
request written thirgbarty verification of the income in question.

When the PHA determines through file review and third party verification that a family
has concealed or undeported income, corrective action will be taken pursuant to the
policies of the PHA.

The PHA will identify participants whose identity verification has failed by reviewing

E | Vlidestity Verification Reporbn a monthly basis. The PHA will attempt to resolve
PIC/SSA discrepancies by obtaining appropriate documentation tlenparticipant.

When the PHA determines that discrepancies exist due to PHA errors such as spelling
errors or incorrect birth dates, the errors will be corrected promptly.

The PHA will inform all applicants and participants of its use of UIV resoufeég
System)during the admission and reexamination process

Definition of Substantial Difference

UIV information is used differently depending upon whether there ®ulzstantial
difference between information provided by the family and the UIV information. In
"HUD Guidelines for Projecting Annual Income When UIV Data is Available" [HUD
website, April 2004], HUD recommends using $200 per month as the threshold for a
substantial difference. BhPHA will therefore use $200 per month as the threshold for a
substantial difference.

See Chapter 9 for the PHAOGs policy on the
the PHAGs threshold for substantial differ

When No Substantial Difference Eists
If UIV information does not differ substantially from family information, the UIV
documentation may serve as thpdrty written verification.

When a Substantial Difference Exists

When there is a substantial difference between the information prbiig the UIV
source and the family, the PHA must request another form of-ghmy written
verification and use any other verification methods (in priority order) to reconcile the
difference(s).

Each of the verification methods is discussed in sulesgqections below.

Requirements for Acceptable Documents

Any documents used for verification must be the original (not photocopies) and generally
must be dated within 60 calendar days of the date they are provided to the PHA. The
documents must not beahaged, altered or in any way illegiblehe PHA will accept
documents dated up to 6 months before the effective date of the family's reexamination if
the document represents the most recent scheduled report from a source. For example, if
the holder of a @nsion annuity provides serannual reports, the PHA would accept the
most recent reporBrint-outs from web pages are considered original documents.
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The PHA staff member who views the original document must make a photocopy,
annotate the copy with the ma of the person who provided the document and the date
the original was viewed, and sign the copy.

Any family selfcertifications must be made in a format acceptable to the PHA and must
be signed in the presence of a PHA representative or PHA mthlig.

File Documentation

The PHA must document in the file how the figures used in income and rent calculations
were determined. All verification attempts, information obtained, and decisions reached
during the verification process will be recordedhnete f ami | yés fil e in s
demonstrate that the PHA has followed all of the verification policies set forth in this

plan. The record should be sufficient to enable a staff member or HUD reviewer to
understand the process followed and conohsreached.

10.1D THIRD-PARTY WRITTEN AND ORAL VERIFICATION

Reasonable Effort and Timing

Unless thirdparty verification is not required as described below, HUD requires the PHA
to make at least two unsuccessful attempts to obtainphairty verification before using
another form of verification [VG, p. 15].

PHA Policy
The PHA will diligently seek thirgbarty verification using a combination of written and

oral requests to verification sources. Information received orally from third parties ma
be used either to clarify information provided in writing by the third party or as
independent verification when written thipaurty verification is not received in a timely
fashion.

The PHA may mail, fax,-enail, or hand deliver thirgharty written veification requests

and will accept thireparty responses using any of these methods. The PHA will send a
written request for verification to each required source within 5 business days of securing

a familyds authori zat i ormndfgigerthe soree 10 lmudinesss e o
days to respond in writing. If a response has not been received by'theisitess day,

the PHA will request thirgbarty oral verification.

The PHA will make a minimum of two attempts, one of which may be oral, to obtain
third-party verification. A record of each attempt to contact the 4héndy source

(including neanswer calls) and all contacts with the source will be documented in the

file. Regarding thirgp ar t y or al veri fication, PHA st af f
name and title of the person contacted, the date and time of the conversation (or attempt),

the telephone number used, and the facts provided.

When any source respds verbally to the initial written request for verification the PHA
will accept the verbal response as oral verification but will also request that the source
complete and return any verification forms that were provided.
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If a third party agrees to canh in writing the information provided orally, the PHA will
wait no more than 5 business days for the information to be provided. If the information
is not provided by the'business day, the PHA will use any information provided orally
in combination wth reviewing familyprovided documents (see below).

When Third -Party Information is Late

When thirdparty verification has been requested and the timeframes for submission have
been exceeded, the PHA will use the information from documents on a praVisasis.

If the PHA later receives thirgarty verification that differs from the amounts used in
income and rent determinations and it is past the deadline for processing the
reexamination, the PHA will conduct an interim reexamination to adjust thee$igised

for the reexamination, regardless of the

When Third -Party Verification is Not Required

Primary Documents
Third-party verification is not required when legal documents are the primary source,
such as a birthertificate or other legal documentation of birth.

Certain Assets and Expenses
The PHA will accept a selfertification from a family as verification of assets disposed
of for less than fair market value [HCV GB, 528].

The PHA will determine that thd-party verification is not available if the asset or
expense involves an insignificant amount, making it not-efisttive or reasonable to
obtain thirdparty verification [VG, p. 15].

PHA Policy
The PHA will use review of documents in lieu of requestimrd-party verification when

the market value of an individual asset or an expense is less than $500 aamalitiby
family has original documents that support the declared amount.

Certain Income, Asset and Expense Sources

The PHA will determine thathird-party verification is not available when it is known
that an income source does not have the ability to provide written or orap#nigd
verification [VG, p. 15]. For example, the PHA will rely upon review of documents when
the PHA determines tha third party's privacy rules prohibit the source from disclosing
information. Another example would be where the Social Security Administration (SSA)
has refused to respond to requests for thady verification.

PHA Policy
The PHA also will deternmie that thirdparty verification is not available when there is a

service charge for verifying an asset or expearséthe family has original documents
that provide the necessary information.
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If the family cannot provide original documents, the PHA \p#ly the service charge
required to obtain thirgbarty verification, unless it is not cost effective in which case a
self-certification will be acceptable as the only means of verification. The cost of
verification will not be passed on to the family.

Thecost of postage and envelopes to obtain thacty verification of income, assets, and
expenses is not an unreasonable cost [VG, p. 18].

10.1E REVIEW OF DOCUMENTS

Using Review of Documents as Verification
If the PHA has determined that thiparty verification is not available or not required,
the PHA will use documents provided by the family as verification.

The PHA may also review documents when necessary to help clarify information
provided by third parties. In such cases the PHA will docunmetita file how the PHA
arrived at a final conclusion about the income or expense to include in its calculations.

10.1F SELF-CERTIFICATION

When information cannot be verified by a third party or by review of documents, family
members will be required to submit seértifications attesting to the accuracy of the
information they have provided to the PHA.

PHA Policy
The PHA may require a familto certify that a family member doewt receive a

particular type of income or benefit.
The selfcertification must be made in a format acceptable to the PHA and must be
signed by the family member whose information or status is being verified. IAl se
certifications must be signed in the presence of a PHA representative or PHA notary
public.

10.2 VERIFYING FAMILY INF ORMATION

10.2A VERIFICATION OF LEGAL IDENTITY

PHA Policy
The PHA will require families to furnish verification of legal identity for each household
member.
Verification of Legal Identity for Adults | Verification of Legal Identity for
Children
1 Certificate of birth, naturalization 1 Certificate of birth
papers 9 Adoption papers
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91 Current, valid driver's license or 1 Custody agreement

department of Motor Vehicle 1 Health and Human Services ID
identification card 9 Schoolrecords

1 U.S. military discharge (DD 214)
1 U.S. passport
1 Employer identification card

If a document submitted by a family is illegible or otherwise questionable, more than one
of these documents may be required.

Legal identity will be verified on an as needed basis.

10.2B SOCIAL SECURITY NUMBERS [24 CFR 5.216 and Notice PIH 20168]

The family must provide documentation of a valid social security number (SSN) for each
member of the household, with the exception of individuals who do not contend eligible
immigration status. Exemptions also include, existing program participamtsvete at

least 62years of age as of January 31, 2010, and had not previously disclosed an SSN.

The PHA must accept the following documentation as acceptable evidence of the social

securitynumber:

1 An original SSN card issued by the Social Secukiyninistration (SSA)

1 An original SSAissued document, which contains the name and SSN of the
individual

1 An original document issued by a federal, state, or local government agency,

which contains the name and SSN of the individual, along with other iglefif
information ofthe individual

1 Such other evidence of the SSN as HUD may prescribe in administrative
instructions

The PHA may only reject documentation of an SSN provided by an applicant or
participant if thedocument is not an original documeiftthe original document has been
altered, mutilated, or isot legible, or if the document appears to be forged.

The PHA will explain to the applicant or participant the reasons the document is not
acceptable and request that the individual obtain and salooeptable documentation of
the SSN to the PHA within 90 days.

In the case of Moderate Rehabilitation Single Room Occupancy (SRO) individuals, the
required documentation must be provided within 90 calendar days from the date of
admission into the@rogram. The PHA must grant one additionald2y extension if it
determines that the ppl i cant 6s failure to comply was
beyond t he a papdcouldaonhhae eercreasonably foreseen.

101



The PHA will grant one adddnal 90day extension if needed for reasons beyond the
participantds control such as del ayed pro
natural disaster, fire, death in the family, or other emergency. If the individual fails to
comply with SSN discloge and documentation requirements upon expiration of the
provided time period, the PHA wil!l termina

When the participant requests to add a new household member who is at least 6 years of
age, orwho is under the age of 6 ams an SSN, the participant must provide the
complete andccurate SSN assigned to each new member at the time of reexamination or
recertification, inaddition to the documentation required to verify it. The PHA may not
add the new househoidember untisuch documentation is provided.

When a patrticipant requests to add a new household member who is under the age of 6
and hasot been assigned an SSN, the participant must provide the SSN assigned to each
new child andthe required documentation within @@lendar days of the child being
added to the household. 90-day extension will be granted if the PHA determines that

t he parti ci pan wdssuetoainfdresaerecirdurostarcesrampdwgs outside
of the part iDunngthepdriadthe RHA i$ awaitnlg documentation of the
SSN, the child will be counted as part of #ssisted household.

The PHA will grant one additional 9fay extension if needed for reasons beyond the
participantds control S u ¢ happkcationde thea§S&,d pr o
natural disaster, fire, death in the family, or other emergeBaygial security numbers

must be verified only once during continuoualsisted occupancy.

The PHA will verify each disclosed SSN by:

1 Obtaining documentation from dpgants and participants that is acceptable as
evidence of social security numbers
1 Making a copy of the original documentation submitted, returning it to the

individual, and retaining a copy in the file folder

Once the individuahoer istniaéHIBD 6iss Etthd\RH#&ssyisft ieent
will remove andiestroy copies of documentation accepted as evidence of social security
numbers by no later thahe next reexamination.

10.2C DOCUMENTATION OF AGE

A birth certificate or other official record of birth is the preferred form of age verification
for all family members. For elderly family members an original document that provides
evidence of the receipt of social security retirement benefits is aclseptab

PHA Policy
If an official record of birth or evidence of social security retirement benefits cannot be

provided, the PHA will require the family to submit other documents that support the
reported age of the family member (e.g., school records, @riie@nse if birth year is
recorded) and to provide a seHrtification.
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Age must be verified only once during continuoea$gisted occupancy.

10.2D FAMILY RELATIONSHIPS

Applicants and program participants are required to identifyréfetionship of each
household member to the head of household. Definitions of the primary household
relationships are provided in the Eligibility chapter.

PHA Policy
Family relationships are verified only to

eligibility and level of assistanceCertification by the head of household normally is
sufficient verification of family relationships.

Marriage

PHA Policy

Certification by the head of household is normally sufficient verification. If the PHA has
reasonble doubts about a marital relationship, the PHA will require the family to
document the marriage.

A marriage certificate generally is required to verify that a couple is married.

In the case of a common law marriage, the couple must demonstratiethatold
themselves to be married (e.g., by telling the community they are married, calling each
other husband and wife, using the same last name, filing joint income tax returns).

Separation or Divorce
PHA Policy

Certification by the head of household is normally sufficient verification. If the PHA has
reasonable doubts about a separation or divorce, the PHA will require the family to
document the divorce, or separation.

1 A certified copy of a divorce decree, signey a court officer, is required to
document that a couple is divorced.

1 A copy of a courbrdered maintenance or other court record is required to
document a separation.

1 If no court document is available, documentation from a commbaised
agency will e accepted.

Absence of Adult Member

PHA Policy

If an adult member who was formerly a member of the household is reported to be
permanently absent, the family must provide evidence to support that the person is no
longer a member of the family (e.g., dagentation of another address at which the
person resides such as a lease or utility bill).
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Foster Children and Foster Adults

PHA Policy
Third-party verification from thestate or local government agenegponsibldor the

placement of the individual wittihe family is required.

10.2 E VERIFICATION OF STUDENT STATUS

PHA Policy
The 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 Thefamily claims fulttime student status for an adult other than the head, spouse,
or ca-head, or
1 The family claims a child care deduction to enable a family member to further his

or her education.

Restrictions on Assistance to Students Enrolled in Institions of Higher Education

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
receivingHCV assistance.

The PHA will determinavhether the student is exempt from the restrictions in 24 CFR
5.612 byverifying any one of the following exemption criteria:

1 The student is enrolled at an educational institution that does not meet the
definition ofinstitution of higher educatiom theHigher Education Act of 1965
The student is at least 24 years old.

The student is a veteran

The student is married.

The student has at least one dependent child.

The student is a person with disabilities, and was receiving assistance prior to
November 302005.

= =4 -4 -8 A

If the PHA cannot verify at least one of these exemption criteria, the PHA will conclude
that the student is subject to the restrictions on assistance at 24 CFR 5.612. In addition to

verifying the student ds i n ceedieverdyleithgrithei | i t vy
studentdos parentsd income eligibility or t
(see below).

Independent Student

The PHA will wverify a studentds independen
student sncmpanreentsshhot relevant for deter min
all of the following:
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1 Either reviewing andor verifying previous address information to determine
whetherthe student has established a household separate from his/her parents for
at least one year or reviewing and verifying documentation relevant to
determiningwh et her the student meets the U.
definition ofindependent student.

1 Reviewing prior year income tax returns to verify whether a parent has claimed
the student as a dependent.

1 Requesting and obtaining written certif
identifying the amount of support they will be providing to the student, even if the
amount of support is $0.

10.2F DOCUMENTATION OF DISABILITY

The PHA must verify the existence of a disability in order to allow certain income
disallowances and deductions from income. The PHA is not permitted to inquire about
the nature or extent of a persoAniagnotdi sabi
i nquire about a personédés diagnosis or det
condition. If the PHA receives a verification document that provides such information,

the PHA will not place this information in the tenant file. Under nouriistances will

the PHA request a participantds medi cal r e
privacy | aws , see t he Depart ment of He a
www.os.dhhs.gov

The above citedegulation does not prohibit the following inquiries, provided these
inquiries are made of all applicants, whether or not they are persons with disabilities [VG,

p. 24]:

1 l nquiry into an applicantdos ability to
tenancy

1 Inquiry to determine whether an applicant is qualified for a dwelling available
only to persons with disabilities or to persons with a particular type of disability

1 Inquiry to determine whether an applicant for a dwelling is qualified for a priority
availabe to persons with disabilities or to persons with a particular type of
disability

1 Inquiring whether an applicant for a dwelling is a current illegal abuser or addict
of a controlled substance

1 Inquiring whether an applicant has been convicted of the lllegaufacture or

distribution of a controlled substance

Family Members Receiving SSA Disability Benefits

The PHA will attempt to obtain information about disability benefits through the HUD
Ul'v System when it i's avai |ISabsystem (TAS$). IHUDOG s
the HUD UIV System or TASS is not available, the PHA will attempt to obtain-third
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party written/oral verification from the SSA. If thighrty verification is not available,
the family may provide an original SSA document that confimascurrent benefits.

Verification of receipt of SSA benefits or SSI based upon disability is sufficient for
verification of disability for the purpose of qualification for waiting list preferences or
certain income disallowances and deductions.

Receipt o f veteranos di sability benef SSA, wWor
benefits based on the individual s ¢l ai med
i ndi vidual meets HUDOGs definition ofor di sab

waiting list preferences or certain income disallowances and deductions.

Family Members Not Receiving SSA Disability Benefits

For family members claiming disability who do not receive SSI or other disability
payments from the SSA, a knowledgeable @sefonal must provide thuparty
verification that the family member meets the HUD definition of disability. See the
Eligibility chapter for the HUD definition of disability. The knowledgeable professional
will verify whether the family member does or dast meet the HUD definition.

10.2G CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS [24 CFR 5.508]

Overview

Housing assistance is not available to persons who are not citizens, nationals, or eligible
immigrants. Prorated assistance is provided for "mfeedllies” containing both eligible

and ineligible persons. A detailed discussion of eligibility requirements is in the
Eligibility chapter. This verifications chapter discusses HUD and PHA verification
requirements related to citizenship status.

The famly must provide a certification that identifies each family member as a U.S.
citizen, a U.S. national, an eligibldON-CITIZEN or an ineligibleNON-CITIZEN and
submit the documents discussed below for each family member. Once eligibility to
receive assistece has been verified for an individual it need not be collected or verified
again during continuousigssisted occupancy [24 CFR 5.508(g)(5)]

U.S. Citizens and Nationals

HUD requires a declaration for each family member who claims to be a U.S. citizen o
national. The declaration must be signed personally by any family member 18 or older
and by a guardian for minors.

The PHA may request verification of the declaration by requiring presentation of a birth
certificate, United States passport or otherappate documentation.

PHA Policy
Family members who claim U.S. citizenship or national status will be required to provide

State Certified birth certificates or certificate of Naturalization.
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Eligible Immigrants

Documents Required

All family membersclaiming eligible immigration status must declare their status in the
same manner as U.S. citizens and nationals.

The documentation required for eligifdON-CITIZENs varies depending upon factors
such as the date the person entered the U.S., the careditimder which eligible
immigration status has been granted, age, and the date on which the family began
receiving HUDfunded assistance. ExhikiD-2 at the end of this chapter summarizes
documents family members must provide.

PHA Verification [HCV GB, pp. 53 and 57]

For family members who claim to be eligible immigrants, the PHA must verify
immigration status with the Bureau of Citizenship and Immigration Services (BCIS).
The PHA will follow all BCIS protocols for verification of eligible immigratistatus.

10.2H VERIFICATION OF PREFERENCE STATUS

The PHA must verify any preferences claimed by an applicant.

PHA Policy

The PHA will offer a preference to any family that has been terminated from its HCV
program due to insufficient program fundifidhe PHA will verify this preference using
the PHAOGs termination records.

10.3 VERIFYING INCOME AND ASSETS

Chapter9 of this plan describes in detail the types of income that are included and
excluded and how assets and income from assets are handledsgats and income
reported by the family must be verified. This part provides PHA policies that supplement
the general verification procedures specified in Part | of this chapter.

10.3A EARNED INCOME

PHA Policy

Tips

Unl ess tip income i s i nZblythaemngloyerrpersonsiwl@omi | y
work in industries where tips are standard will be required to sign a certified estimate of
tips received for the prior year and tips anticipated to be received in thegyear.

10.3B BUSINESS AND SELF EMPLOYMENT INCOME

PHA Policy
Business owners and selinployed persons will be required to provide:



i An audited financial statement for the previous fiscal year if an audit was
conducted. If an audit was not conductadgtatement of income and expenses
must be submitted and the business owner owreseffloyed person must certify to
its accuracy.

All schedules completed for filing federal and local taxes in the preceding year.

1 If accelerated depreciation was usedmtax return or financial statement, an
accountant's calculation of depreciation expense, computed using slireeght
depreciation rules.

The PHA will provide a format for any person who is unable to provide such a statement
to record income and expeassfor the coming year. The business owner&iployed
person will be required to submit the information requested and to certify to its accuracy
at all future reexaminations.

At any reexamination the PHA may request documents that support subingtecal
statements such as manifests, appointment books, cash books, or bank stallements.
family member has been se@mployed less than three (3) months, the PHA will accept
the family member's certified estimate of income and schedule an intexanmeation

in three (3) months. If the family member has beenemiployed for three (3) to twelve
(22) months the PHA will require the family to provide documentation of income and
expenses for this period and use that information to project income.

10.3C PERIODIC PAYMENTS AND PAYMENTS IN LIEU OF EARNINGS

To verify the SS/SSI benefits of participants, the PWll obtain information about
social security/SSI benefits through the HUD EIV Sgsteand confirm with the
participant(s) that the currensted benefit amount is corttec

If the participant disputethe EIV reported benefit amount, or if benefit infioation is
not available in HUDsystems, the PHA will request a current SSA benefit watifoin
letter from each familynember that receivesocial security benefits. If thearily is
unable to provide thdocument(s) the PHA will help the participant request rrefie
verification letter fromS S A6 s We Wwwsacitlsecuréytgowr ask the faily to
request one by callin@SA at1-800-7721213 or contacting the local 8al Security
office. Once theparticipant has received the benefit verification letter they gl
required to provide it tthe PHA.

10.3D ALIMONY OR CHILD SUPPORT

PHA Policy
The way the PHA will seek verdation for alimony and child support differs depending

on whether the family declares that it receives regular payments.
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If the family declares that receives regular paymentserification will be sought in the
following order.

1 If payments are madertbugh a state or local entity, the PHA will request a record
of payments for the past 12 months and request that the entity disclose any known
information about the likelihood of future payments.

Third-party verification from the person paying the support

1 Copy of a separation or settlement agreement or a divorce decree stating amount
and type of support and payment schedules

Copy of the latest check and/or payment stubs

Family's seHcertification of amount received and of the likelihood of support
payments being received in the future, or that support payments are not being
received.

If the family declares that iteceivesirregular or no payments in addition to the
verification process listed above, the family must provide evidence that it has taken all
reasonable efforts to collect amounts due. This may include:

1 A statement from any agency responsible for enforcing payment that shows the
family has requested enforcent and is cooperating with all enforcement efforts

1 If the family has made independent efforts at collection, a written statement from
the attorney or other collection entity that has assisted the family in these efforts

Note: Families are not requireduadertake independent enforcement action.

10.3E ASSETS AND INCOME FROM ASSETS

Assets Disposed of for Less than Fair Market Value

The family must certify whether any assets have been disposed of for less than fair
market value in the preceding twgears. The PHA needs to verify only those
certifications that warrant documentation [HCV GB, £8.

PHA Policy
The PHA will verify the value of assets disposed of only if:

1 The PHA does not already have a reasonable estimation of its value from previously
collected information, or
1 The amount reported by the family in the certification appears obviously in error.

Example 1. An elderly participant reported a $10,000 certdicd deposit at the last
annual reexamination and the PHA verified this amount. Now the person reports that she

has given this $10,000 to her son. The PHA has a reasonable estimate of the value of the
asset; therefore, reverification of the value of th&eais not necessary.




Example 2: A family member has disposed of its 1/4 share of real property located in a
desirable area and has valued her share at approximately 5,000. Based upon market
conditions, this declaration does not seem realistic. Thexefoe PHA will verify the
value of this asset.

10.3F NET INCOME FROM RENTAL PROPERTY

PHA Policy
The family must provide:

1 A current executed lease for the property that shows the rental amount or
certification from the current tenant

1 A self-certification from the family members engaged in the rental of property
providing an estimate of expenses for the coming year and the most recent IRS
Form 1040 with Schedule E (Rental Income). If schedule E was not prepared, the
PHA will require thefamily members involved in the rental of property to provide
a selfcertification of income and expenses for the previous year and may request
documentation to support the statement including: tax statements, insurance
invoices, bills for reasonable magmance and utilities, and bank statements or
amortization schedules showing monthly interest expense.

10.3G RETIREMENT ACCOUNTS

PHA Policy

When thirdparty verification is not availabléhe type of original document that will be

accepted dependsupprh e f ami |l y member 6s retirement st
1 Before retirement, the PHA will acceptnaoriginal document from the entity

holding the account with a date that shows it is the most recently scheduled
statement for the account but in no case earlier than 6 months from the effective
date of the examination.

1 Upon retirement,the PHA will accep an original document from the entity
holding the account that reflects any distributions of the account balance, any
lump sums taken and any regular payments.

1 After retirement the PHA will accept a original document from the entity
holding the accountlated no earlier than 12 months before that reflects any
distributions of the account balance, any lump sums taken and any regular
payments.

10.3H INCOME FROM EXCLUDED SOURCES

A detailed discussion of excluded income is provided in Ch&pter
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The PHA must obtain verification for income exclusions only if, without verification, the

PHA would not be able to determine whether the income is to be excluded. For example:

| f a familybés 16 year ol d has a |jobat at a
PHA records verify the childbs age but w
restaurant. However, if a family claims the earned income disallowance for a source of
income, both the source and the income must be verified.

PHA Policy
The PHA will reconcile differences in amounts reported by the third party and the family

only when the excluded amount is used to calculate the family share (as is the case with
the earned income disallowance). In all other cases, the PHA will report the amount to be
excluded as indicated on documents provided by the family.

10.31 ZERO ANNUAL INCOME STATUS

Families claiming to have no annual income will be required to execute verification
forms to determine that certain forms of income such as unemployment benefits, TANF,
SSI, etc. are not being received by the household.

10.4 VERIFYING MANDATORY DEDUCTIONS

10.4 A DEPENDENT AND ELDERLY/DISABLED HOUSEHOLD DEDUCTIONS

The dependent and elderly/disabled family deductions require only that the PHA verify
that the family members identified as dependents or elderly/disabled persons meet the
statutorydefinitions.No further verifications are required.

Dependent Deduction
See Chapted for a full discussion of this deduction.

The PHA will verify that:

1 Any person under the age of 18 for whom the dependent deduction is claimed is
not the head, spousa, co-head of the family and is not a foster child

1 Any person age 18 or older for whom the dependent deduction is claimed is not a
foster adult or livan aide, and is a person with a disability or a full time student

Elderly/Disabled Family Deduction

See Eligibility chapter for a definition of elderly and disabled families and Ch@ipiea
discussion of the deductiomhe PHA will verify that the head, spouse, orlead is 62
years of age or older or a person with disabilities.
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10.4B MEDICAL EXPENSE DEDUCTION

Policies related to medical expenses are four@hiapter 9The amount of the deduction
will be verified following the standard verification procedures described in Part .

Amount of Expense

PHA Policy
The PHA will provide a thirgparty verification form directly to the medical provider

requesting the needed information.
Medical expenses will be verified through:
1 Third-party verification form signed by the provider, when possible

1 If third-party is notpossible, copies of cancelled checks used to make medical
expense payments and/or printouts or receipts from the source will be used. In this
case the PHA will make a best effort to determine what expenses from the past
are likely to continue to occur ihé future.

1 The PHA will also accept evidence of monthly payments or total payments that
will be due for medical expenses during the upcoming 12 months.

1 If third-party or document review is not possible, written family certification as to
costs anticipatetb be incurred during the upcoming 12 months

In addition, the PHA must verify that:

i The household is eligible for the deduction.

1 The costs to be deducted are qualified medical expenses.

1 The expenses are not paid for or reimbursed by any other source.
1

Costs incurred in past years are counted only once.

Eligible Household

The medical expense deduction is permitted only for households in which the head,
spouse, or ctead is at least 62, or a person with disabilities. The PHA will verify that
the familymeets the definition of an elderly or disabled family provided in the Eligibility
chapter and as described in Chafte#A of this plan.

Qualified Expenses
To be eligible for the medical expenses deduction, the costs must qualify as medical
expenses. See Chapgr or t he PHAGs policy on what <cou

Unreimbursed Expenses
To be eligible for the medical expenses deduction, the costshoiuse reimbursed by
another source.
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PHA Policy
The family will be required to certify that the medical expenses are not paid or

reimbursed to the family from any source.

Expenses Incurred in Past Years

PHA Policy

When anticipated costs are relate@mnegoing payment of medical bills incurred in past
years, the PHA will verify:

1 The anticipated repayment schedule
1 The amounts paid in the past, and
1 Whet her the amounts to be repaid have b

income in past years

10.4C DISABILITY ASSISTANCE EXPENSES

Policies related to disability assistance expenses are fobhagter 9 The amount of the
deduction will be verified following the standard verification procedures described in
Part I.

Amount of Expense
Attendant Care

PHA Policy
The PHA will provide a thirgparty verification form directly to the care provider

requesting the needed information.
Expenses for attendant care will be verified through:
1 Third-party verification form signed by the provider, when possible

1 If third-party is not possible, copies of cancelled checks used to make attendant
care payments and/or receipts from care source

1 If third-party or document review is not possible, written family certification as to
costs anticipated to be incurred for the upogy 12 months

Auxiliary Apparatus

PHA Policy
The PHA will provide a thirgparty verification form directly to thapparatugprovider

requesting the needed information.
Expenses for auxiliary apparatus will be verified through:
1 Third-party verification of anticipated purchase costs of auxiliary apparatus

1 If third-party is not possible, billing statements for purchase of auxiliary
apparatus, or other evidence of monthly payments or total payments that will be
due for the apparasuduring the upcoming 12 months
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1 If third-party or document review is not possible, written family certification of
estimated apparatus costs for the upcoming 12 months

In addition, the PHA must verify that:

1 The family member for whom the expense is inaliisea person with disabilities
(as described ih0.2-F above).

1 The expense permits a family member, or members, to work.

1 The expense is not reimbursed from another source.

Family Member is a Person with Disabilities

To be eligible for the disability assance expense deduction, the costs must be incurred
for attendant care or auxiliary apparatus expense associated with a person with
disabilities. The PHA will verify that the expense is incurred for a person with
disabilities.

Family Member(s) Permitted to Work
The PHA must verify that the expenses claimed actually enable a family member, or
members, (including the person with disabilitiesyvtark.

PHA Policy
The PHA will seek thireparty verification from a Rehabilitation Agency or

knowledgeablemedical professional indicating that the person with disabilities requires
attendant care or an auxiliary apparatus to be employed, or that the attendant care or
auxiliary apparatus enables another family member, or members, to work.

If third-party and doument review verification has been attempted and is either
unavailable or proves unsuccessful, the family must certify that the disability assistance
expense frees a family member, or members (possibly including the family member
receiving the assistanceéd work.

Unreimbursed Expenses
To be eligible for the disability expenses deduction, the costs must not be reimbursed by
another source.

PHA Policy
An attendant care provider wildl be asked

knowledge, th@xpenses are not paid by or reimbursed to the family from any source.

The family will be required to certify that attendant care or auxiliary apparatus expenses
are not paid by or reimbursed to the family from any source.

10.4D CHILD CARE EXPENSES

Pdicies related to child care expenses are found in Chd&ptdihe amount of the
deduction will be verified following the standard verification procedures described in
Part | of this chapter. In addition, the PHA must verify that:
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The child is eligible forcare.
The costs claimed are not reimbursed.
The costs enable a family member to pursue an eligible activity.

The costs are for an allowable type of child care.

= =2 4 A -

The costs are reasonable.

Eligible Child

To be eligible for the child care deduction, the costs must be incurred for the care of a
child under the age of 13he PHA will verify that the child being cared for (including
foster children) is under the age of (E2e10.2C.).

Unreimbursed Expense
To be eligible for the child care deduction, the costs must not be reimbursed by another
source.

PHA Policy
The child care provider will be asked to c

knowledge, the child care expenses are not paid by or resedbto the family from any
source.

The family will be required to certify that the child care expenses are not paid by or
reimbursed to the family from any source.

Pursuing an Eligible Activity

The PHA must verify that the family member(s) that theilffjahmas identified as being
enabled tseek work, pursue education, or be gainfully employed, are actually pursuing
those activities.

PHA Policy
Information to be Gathered

The PHA will verify information about how the schedule for the claimed actieibtes

to the hours of care provided, the time required for transportation, the time required for
study (for students), the relationship of the family member(s) to the child, and any special
needs of the child that might help determine which family mensbenabled to pursue

an eligible activity.

Seeking Work

Whenever possible the PHA will use documentation from a state or local agency that
monitors workrelated requirements (e.g., welfare or unemployment). In such cases the

PHA will request verification r om t he agency of the membero
and require the family to submit to the PHA any reports provided to the other agency.

In the event thireparty verification is not available, the PHA will provide the family with

a form on whictthe family member must record job search efforts. The PHA will review

this information at each subsequent reexamination for which this deduction is claimed.
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Furthering Education

The PHA will ask that the academic or vocational educational institutiofy teat the
person permitted to further his or her education by the child care is enrolled and provide
information about the timing of classes for which the person is registered.

Gainful Employment

The PHA will seek verification from the employer of thenw schedule of the person
who is permitted to work by the child care. In cases in which two or more family
members could be permitted to work, the work schedules for all relevant family members
may be verified.

Allowable Type of Child Care
The type ofcare to be provided is determined by the family, but must fall within certain
guidelines, as discussed in Chager

PHA Policy
1 The PHA will verify that the type of child care selected by the family is
allowable.

1 The PHA will verify that the fees paid the child care provider cover only child
care costs (e.g., no housekeeping services or personal services) and are paid only
for the care of an eligible child (e.g., prorate costs if some of the care is provided
for ineligible family members).

1 The PHA willverify that the child care provider is not an assisted family member.
Veri fication wil/ be made through the
members who are expected to reside in the unit.

Reasonableness of Expenses

Only reasonable child carests can be deducted.

PHA Policy

The actual costs the family incurs wil/
of reasonableness for the type of care in the locality to ensure that the costs are
reasonable.

If the family presents a justificatiofor costs that exceed typical costs in the area, the

PHA will request additional documentation, as required, to support a determination that
the higher cost is appropriate.
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Exhibit 10-1: Excerpt from HUD Verification Guidance Notice
(PIH 2004-01, p. 11-4)

Document Review

Hl (Manry if prt coe verication is nt vallal r f U data

differs substantially from tenant-reported information)

Medium-Low (Use on provisional basis)

Income Type

Wages/Salaries

Upfront

Use of computer
matching
agreements with a
State Wage
Information
Collection Agency
(SWICA) to obtain
wage information
electronically, by
mail or fax or in
person.

| @EVEL4) |

Written Third

Party

The PHA mails,
faxes, or e-mails
a verification
form directly to
the independent
sources to obtain
wage
information.

Agreements with
private vendor
agencies, such as
The Work Number
or ChoicePomt to
obtain wage and
salary information.

Use of HUD
systems, when
available.

The PHA may
have the tenant
sign a Request
for Earnings
Statement from
the SSA to
confirm past
earnings. The
PHA mails the
form to SSA and
the statement will
be sent to the
address the PHA
specifies on the
form.

Oral Third Party

In the event the

independent source
does not respond to
the PHA’s written
request for
information, the
PHA may contact
the independent
source by phone or
make an in person
visit to obtain the
requested
information.

Document
Review

(LEVEL 2)
When neither
form of third
party verification
can be obtained,
the PHA may
accept original
documents such
as consecutive
pay stubs (HUD
recommends the
PHA review at
leastthree
months of pay
stubs, if
employed by the
same employer
for three months
or more), W-2
forms, etc. from
the tenant. Note:
The PHA must
document in the
tenant file, the
reason third party
verification was
not available.

Tenant Declaration

The PHA may accept
a notarized statement
or affidavit from the
tenant that declares
the family’s total
annual income from
earnings. Note: The
PHA must document
in the tenant file, the
reason third party
verification was not
available.

Verification of Employment Income: The PHA should always obtain as much information as possible about the employment,
such as start date (new employment), termination date (previous employment), pay frequency, pay rate, anticipated pay increases
in the next twelve months, year-to-date earnings, bonuses, overtime, company name, address and telephone number, name and

position of the person completing the employment verification form.

Effective Date of Employment: The PHA should always confirm start and termination dates of employment.
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