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Introduction
ABOUT THE REFERENCES CITED IN THE MODEL ADMINISTRATIVE PLAN

AUTHORITIES FOR POLICIES IN THE MODEL ADMINISTRATIVE PLAN

The authority for PHA policies is derived from many sources. Primary among these sources are
federal statutes, federal regulations, and guidance issued by HUD. State law also directs PHA
policy. State law must biellowed where such law exists and does not conflict with federal
regulations. Industry practice may also be used to develop policy as long as it does not conflict
with federal requirements or prohibitions.

HUD

HUD provides the primary source of PHA polityough federal regulations, HUD notices, and
handbooks. Compliance with federal regulations, current HUD notices, and current HUD
handbooks is mandatory.

HUD also provides guidance to PHAs through other means such asphhlished guidebooks,
expired HUDnotices, and expired handbooks. Basing PHA policy on HUD guidance is optional,
as long as PHA policies comply witederal law, federal regulations and mandatory policy.
BecausdHUD has already determined that tii@dance it provides isonsistent with randatory
policies PHA reliance on HUD guidanggovid e s t he PHA wi th a fisafe

Material posted on the HUD website can provide further clarification of HUD policies. For
example, FAQs on the HUD website can provide direction on the applicatiotenfe
regulations in various aspects of the program.

State Law

Where there is no mandatory federal guidance, PHAs must comply with state law, if it exists.
Where state law is more restrictive than federal law, but does not conflict with it, the PHA
shouldfollow the state law.

Industry Practice

Where no law or HUD authority exists on a particular subject, industry practice may support
PHA policy. Industry practice refers to a way of doing things or a policy that has been adopted
by a majority of PHAs.

RESOURCES CITED IN THE MODEL ADMINISTRATIVE PLAN

The model administrative plan cites several documents. Where a document or resource is cited
frequently, it may be abbreviated. Where it is cited only once or twice, the model administrative
plan may contain thentire name of the document or resource. Following is a key to
abbreviations used for various sources that are frequently cited in the administrative plan and a
list of references and document locations that are referenced in the model administrative plan
that may be helpful to you.
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Abbreviations

Throughout the model administrative plan, abbreviations are used to designate certain documents
in citations. The following is a table of abbreviations of documents cited in the model
administrative plan.

Abbreviation Document

CFR Code of Federal Regulations
HCV GB Housing Choice Voucher Program Guidebook (7420.10G), April 2(
HUD-50058 1B | HUD-50058 Instruction Booklet

RHIIP FAQs | Rental Housing Integrity Improvement Program (RHIIP) Frequently
Asked Quesobns.

VG PIH Notice 200401 Verification Guidance, March 9, 2004.
HB 4350.3 Occupancy Requirements of Subsidized Multifamily Housing
Programs

Resources and Where to Find Them

Following is a list of resources helpful to the PHA or referenced in the raddehistrative
plan, and the online location of each.

Document and Location

Code of Federal Regulations
http://www.gpoaccess.gov/cfr/index.html

Earned Income Disregard FAQ
www.hud.gov/offices/pih/phr/about/ao_faq_eid.cfm

Eligibility of Students for Assisted Housing Under Section 8 of the U.S. Housing Act
1937; Final Rule
http://edocket.access.gpo.qgov/2008/pd# R 35. pdf

Enterprise Income Verification (EIV) Syste®ecurity Procedures for Upfront Income
Verification data
http://www.hud.gov/offices/pih/programs/ph/rhiip/docs/eivsecquidepha.pdf

Executive Order 11063
http://www.hud.gov/offices/fheo/FHLaws/EX011063.cfm

Federal Register
http://www.access.gpo.qov/su docs/acesdint.html
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http://www.gpoaccess.gov/cfr/index.html
http://www.hud.gov/offices/pih/phr/about/ao_faq_eid.cfm
http://edocket.access.gpo.gov/2008/pdf/E8-19435.pdf
http://www.hud.gov/offices/pih/programs/ph/rhiip/docs/eivsecguidepha.pdf
http://www.hud.gov/offices/fheo/FHLaws/EXO11063.cfm
http://www.access.gpo.gov/su_docs/aces/fr-cont.html

General Income and Rent Determination FAQs
www.hud.qgov/offices/pih/progran@/rhiip/fag qgird.cfm

Housing Choice Voucher Program Guidebook (7420.10G), April 2001
www.hud.qgov/offices/pih/programs/hcv/forms/guidebook.cfm

HUD-50058 Instruction Booklet
http://portal.hud.gov/hudportal/documents/huddoc?id=50058i.pdf

Joint Statement of the Department of Housing and Urban Development and the
Department of Justice, issued May 2004
http://www.hud.gov/offices/fheo/library/huddojstatement.pdf

Final Guidance to Federal Financial Assistance Recipients Regarding Title VI Prohi
Against National OrigirDiscrimination Affecting Limited English Proficient Persons,
published January 22, 2007
http://www.hud.gov/offices/fheo/promotingfh/FederalReqistepublishedgoedpdf

Notice PIH 201210, Verification of Social Security Numbers (SSNs) and Supplemen
Security Income (SSI) Benefits; and Effective Use of the Enterprise Income Verifica
(El'V) Systembébs I dentity Verification
http://portal.hud.gov/huddoc/pih201D. pdf

Notice PIH 201019, Administrative Guidance for Effective and Mandated Use of the
Enterprise Income Verification (EIV) System
http://www.hud.gov/offices/pih/publications/notices/10/pih2AB0pdf

Notice PIH 20126 (HA), Nondiscrimination and Accessibility Notice
http://www.hud.qgov/offices/pih/publications/notices/10/pih2@®pdf

OMB Circular A-133
http://www.whitehouse.gov/omb/circulars/al33 compliance_supplement 2010

Proje¢-Based Voucher Program; Final Rule
http://www.gpo.gov/fdsys/pkg/FR00510-13/pdf/0520035.pdf

Rental Housing Integrity Improvement Program (RHIIP) Frequently Asked Question
www.hud.gov/offices/pih/programs/ph/rhiip/fag.cfm

VAWA Final Rule
http://www.qgpo.gov/fdsys/pka/FR010-10-27/pdf/201026914.pdf

Verification FAQ
www.hud.gov/offices/pih/programs/ph/rhiip/faqg verif.cfm

Verification Guidance, March 2004 (attachment to Notice PIH 2004
http://www.hud.gov/offices/pih/publications/notices/04/verifguidance.pdf

The HUD Web site igttp://portal.hud.gov/hudportalbD.

Guidebooks, handbooks and other HUD resources may be found at the HUDClips Web site:
http://portal.hud.gov/hudportal/HUD?src=/program offices/adminisméiudclips
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Chapter 1
OVERVIEW OF THE PROGRAM AND PLAN

INTRODUCTION

The PHA receives its funding for the Housing Choice Voucher (HCV) program from the
Department of Housing and Urban Developm&he PHA is not a federal department or

agency. A public housing agcy (PHA) is a governmental or public body, created and

authorized by state law to develop and operate housing and housing programsificoloe

families. The PHA enters into an Annual Contributions Contract with HUD to administer the
program requiremes on behalf of HUD. The PHA must ensure compliance with federal laws,
regulations and notices and must establish policy and procedures to clarify federal requirements
and to ensure caerstency in program operation.

This chapter contains information abdle PHA and its programs with emphasis on the HCV
program.t also contains information about the purpose, intent and use of the plan and guide.

There are three parts to this chapter:

Part I: The Public Housing Agency (PHAhis part includes a descripti@f the PHA,
its jurisdiction, its programs, and its mission and intent.

Part Il: The HCV ProgramThis part contains information about the Housing Choice
Voucher program operation, roles and responsibilities, and partnerships.

Part Ill: The HCV Adminigrative Plan This pat discusses the purpose and organization
of the plan and its revision requirements

PART I: THE PHA

1-I.A. OVERVIEW

This part explains the origin of the PHAOs cr
organization, anthe relationship between the PHA Board and staff.

1-1.B. ORGANIZATION AND STRUCTURE OF THE PHA

The Section 8 tenatitased Housing Choice Voucher (HCV) assistance program is funded by the
federal government and administered by@amtral Oregon Regional Hbusing Authority dba
Housing Works for the jurisdiction ofCountiesof Deschutes, Crook and Jefferson.

The officials of a PHA are known as commissioners or, collectively, as the board of

commissioners. Commissioners are appointed in accordance with@tateg law and

generally serve in the same capacity as the directors of a corporation, establishing policies under
which the PHA conducts business, ensuring that policies are followed by PHA staff and ensuring
that the PHA is successful in its missioneTdoard is responsible for preserving and expanding

the agencyb6s resources and assuring the agenc

Formal actions of the PHA are taken through written resolutions, adopted by the board of
commissioneand entered into the officialeerds of the PHA.
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The principal staff member of the PHA is the executive director (ED), hired and appointed by the
board of commissioner$he executive director is directly responsible for carrying out the

policies established iheboardand is delegatethe responsibility for hiring, training and
supervising the PHAOGs dadayfoperations ofthe ®#leArtbthe o manag
executive director is responsible for ensurmognpliance with federal and state laws and
directives for the programmanagedl n addi ti on, the executive dir
budgeting and financial planning for the agency.

1-1.C. PHA MISSION

The purpose of a mission statement is to communicate the purpose of the agency to people inside
and outside of the agency pitovides guiding direction for developing strategy, defining critical
success factors, searching out key opportunities, making resource allocation choices, satisfying
clients and stakeholders, and making decisions.

Housing Works Policy

Housing Waroknsd smitso Afoster dignity through

The PHAG6s mission is to provide safe, dece
low-income families and to manage resources efficiently. The PHA is to promote
personal, economic and social upward mobiigyprovide families the opportunity to
make the transition from subsidized to susidized housing.
1-l.D.THE PHAG6S PROGRAMS
The following programs are included under this administrative plan:

Housing Works Policy

Housing Worksadministrative plan is gglicable to the operation of the Housing Choice
Voucher program.

1-lE.THE PHAGS COMMI TMENT TO ETHI CS AND SERVI CE

As a public service agency, the PHA is committed to providing excellent service to HCV
program participants iowners, and tcn the commung. The PHAOGSs st andards i n

1 Administer applicable federal and state laws and regulations to achieve high ratings in
performanceneasurement indicators while maintaining efficiency in program operation to
ensure fair and consistent treatment of clisetyed.

1 Provide decent, safe, and sanitary housimgcompliance with program housing quality
standard$ for very low income families while ensuring that family rents are fair, reasonable,
and affordable.

1 Encourage self sufficiency of participant farediand assist in the expansion of family
opportunities which address educational, s@donomic, recreational and other human
services needs.

1 Promote fair housing and tiegualopportunity for very lowincome families of all ethnic
backgrounds to experiea freedom of housing choice.
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1 Promote a housing program which maintains quality service and integrity while providing an
incentive to private property owners to rent to very-loaome families.

1 Promote a markedriven housing program that will help quédid low-income families be
successful in obtaining affordable housing and increase the supply of housing choices for
such families.

1 Create positive public awareness and expand the level of family, owner, and community
support in accommpbn shing the PHAGOs mis

1 Attain and maintain a high level of standards and professionalism itoaky management
of all program components.

1 Administer an efficient, higiperforming agency through continuous improvement of the
PHAGs s up p o rathighdeyet dcemmismerat to dur employees and their
development.

The PHA will make every effort to keep program participants informed of HCV program rules
and regulations, and to advise participants of how the program rules affect them.

PART II: THE HOUSING CHOICE VOUCHE R (HCV) PROGRAM

1-1LA. OVERVIEW AND HISTORY OF THE PROGRAM

The intent of this section is to provide the public and staff with information related to the overall
operation of the prograrnthere have been many changes to the program since its inception in
1974 and a brief history of the program will assestider to better understatie program.

The United States Housing Act of 1937 (the nQA
program initiatives. The Act was intended to provide financiastswe to states and cities for

public works projects, slum clearance and the development of affordable housing developments

for low-income residents.

The Housing and Community Development (HCD) Act of 1974 created a new federally assisted
housing prograrni the Section 8 Existing program (also known as the Section 8 Certificate
program). The HCD Act represented a significant shift in federal housing strategy from locally
owned public housing to privately owned rental housing.

Under the Certificate prograrfgderal housing assistance payments were made directly to
private owners of rental housing, where this housing was made available tarioaree
families. Eligible families were able to select housing in the private rental market. Assuming that

thehousng met <certain basic physical standards of
within certain HUDe st abl i shed rent | imitations (dafair m
receive rental assistance in the housing unit. Family contributicent was generally set at 30

percent of the familyds adjusted income, with

Another unique feature of the Certificate program was that the rental assistance remained with
the eligiblefamily, if the family close to move to another privatedywned rental unit that met
program requirements (in contrast to the public housing program where the rental assistance
remains with theunit, should the family decide to move). Consequently, the Certificate program
was chaacterized agenantbasedassistance, rather than ubased assistance.
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The Housing and Community Development (HCD) Act of 1987 authorized a new version of
tenantbased assistanéehe Section 8 Voucher program. The Voucher program was very
similar to the Certificate program in that eligible families were able to select housing in the
private rental market and receive assistance in that housing unit.

However, the Voucher program permitted families more options in housing selection. Rental
housing still hd to meet the basic housing quality standards, but there was no fair market rent
limitation on rent. In addition, family contribution to rent was not set at a limit of 30 percent of
adjusted income. Consequently, depending on the actual rental costpitthelected, a family
might pay more or less than 30 percent of their adjusted income for rent.

From 1987 through 1999, public housing agencies managed both the Certificate and Voucher
tenantbased assistance programs, with separate rules and requg éonesatch. From 1994
through 1998, HUD published a series of new r
closely combine and align the two similar housing programs, to the extent permitted by the law.

In 1998, the Quality Housing and Work Respondipiict (QHWRA)T also known as the

Public Housing Reform Adt was signed into law. QHWRA eliminated all statutory differences
between the Certificate and Voucher teAasded programs and required that the two programs
be merged into a single tendrdsedassistance program, now known as the Housing Choice
Voucher (HCV) program.

The HCV program was modeled closely on themperger Voucher program. However, unlike
the premerger Voucher program, the HCV program requires an assisted family to pay ab least 3
percent of adjusted income for rent.

The transition of assistance from the Certificate and Voucher programs to the new HCV program
began in October 1999. By October 2001, all families receiving tdrzesstd assistance were
converted to the HCV program.

1-11.B. HCV PROGRAM BASICS

The purpose of the HCV program is to provide rental assistance to eligible fafikesiles

and regulations of the HCV program are determined by the U.S. Department of Housing and
Urban Development. The PHA is afforded choitethe operation of the program which are
included in the PHAOGs administrative plan, a
of the PHA.

The HCV program offers mobility to eligible families because they may search for suitable
housing anywhereihhe PHAGs jurisdiction and may al so L
to other PHAs® jurisdictions.

When a family is determined to be eligible for the program and funding is available, the PHA
issues the family a housing voucher. When the family fangsitable housing unit and funding

is available, the PHA will enter into a contract with the owner and the family will enter into a
lease with the owner. Each party makes their respective payment to the owner so that the owner
receives full rent.

Even tlough the family is determined to be eligible for the program, the owner has the
responsibility of approving the family as a suitable renter. The PHA continues to make payments
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to the owner as long as the family is eligible and the housing unit contingealtty under the
program.
1-1l. C. THE HCV PARTNERSHIPS

To administer the HCV program, the PHA enters into a contractual relationship with HUD
(Consolidated Annual Contributions Contracthe PHA also enters into contractual
relationships with the assesl family and the owner or landlord of the housing unit.

For the HCV program to work and be successful, all parties invélV€dD, the PHA, the

owner, and the family have important roles to play. The roles and responsibilities of all parties
are defind in federal regulations and in legal documents that parties execute to participate in the
program.

The chart on the following page illustrates key aspects of these relationships.
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The HCV Relationships:
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What Does HUDDo?
HUD has the following major responsibilities:

1 Develop regulations, requirements, handbooks, notices and other guidance to implement
HCV housing program legislation passed by Congress;

Allocate HCV program funds to PHAs;

Provide technical assistance toAd-on interpreting and applying HCV program
requirements;

1 Monitor PHA compliance with HCV program requirements and PHA performance in
program administration.

What Does the PHADoO?

The PHA administers the HCV program under contract with HUD and has tbeifadl major
responsibilities:

1 Establish local policie® administer the program

1 Review applications from interested applicant to determine whitegare eligible for the
program;

Maintainawaiting list and select families for admission;
Issuevoucherto eligible families and provide information on how to lease g unit

Conduct outreach to owners, with special attention to owners outside areas of poverty or
minority concentration;

1 Approve the rental unit (including assuring compliance with housingtgsadindards and
rent reasonableness), the owner, and the tenancy;

Make housing assistance payments to the owner in a timely manner;
Recertify families for continued eligibility under the progtam

Ensure that owners and families comply with program rules;

Provide families and owners with prompt, professional service;

= =4 4 =4 -2

Comply with all fair housing and equal opportunity requirements , HUD regulations and
requirements, the Annual Contributions Contract, Hafiproved applications for funding,
t he PHA O stivaptam an dbtiset applicable federal, state and local laws.

What Does the OwneiDo?
The owner has the following major responsibilities:
1 Screen families who apply for tenancy, to deternsmiéability asrenters

- The PHA can provide some informationtk@ owner, but the primary responsibility for
tenant screening rests with the owner.
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- The owner should consider family background factors such as rent apeybiib
history, history of caring for property, respecting the rights of others to peaceful
enjoyment of the property, compliance with essential conditions of tenancy, whether the
family is engaging in drugelated criminal activity or other criminal activity that might
threaten others.

Comply with the terms of the Housing Assistance Payments corérscuted with the
PHA;

Comply with all applicable fair housing laws atd notdiscriminate againstnyone

Maintain the housing unih accordance with Housing Quality Standards (H{8)by
necessary repairs in a timely manner;

Collect rent due fronhie assisted family and otherwise comply with and enforce provisions
of the dwelling lease.

What Does the FamilyDo?
The family has the following responsibilities:

l

=
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Provide the PHA with complete and accurate informa#sdetermined by the PHA to be
necesary for administration of the program;

Make their best and most timely effortdadcate qualified and suitable housidgtend all
appointments scheduled by the PHA;

Allow the PHA to inspect the unit at reasonable times and after reasonable notice;

Take esponsibility for care of the housing unit, including any violations of housing quality
standards caused by the family;

Comply with the terms of the lease with the owner;

Comply with the family obligations of the voucher;

Not commit serious or repeated htions of the lease;

Not engage in drugelated or violent criminal activity;

Notify the PHA and the owner before movingterminatingthe lease;

Use the assisted unit only for residence and as the sole residence of theNatrslyblet the
unit, assig the lease, or have any interest in the unit;

Promptly notify the PHA of any changes in family composition;

Not commit fraud, bribery, or any other corrupt or criminal act in connection with any
housing programs.

1-11.D. APPLICABLE REGULATIONS
Applicableregulations include:

T

24 CFR Part 5: General Program Requirements
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24 CFR Part 8: Nondiscrimination
24 CFR Part 35: LeaBased Paint
24 CFR Part 100: The Fair Housing Act
24 CFR Part 982: Section 8 Tend#dsed Assistance: Housing Choice Voucher Program
24 CFR Part 983: Projeddased Vouchers
24 CFR Part 985: The Section 8 Management Assessment Program (SEMAP)

= =2 4 -4 A -2

PART Ill: THE HCV ADMINISTRATIVE PLAN

1-lllLA. OVERVIEW AND PURPOSE OF THE PLAN

The administrative plan is required by HUD. The purpose of the admatnrstplan is to

establish policies for carrying out the programs in a manner consistent with HUD requirements
and | ocal goal s and objectives contained in
supporting document to the PHA agency plan,iaravailable for public review as required by

CFR 24 Part 903.

This administrative plan is set forth to define the PHA's local policies for operation of the
housing programs iaccordance witlfiederal laws and regulations. All issues relateth&éoHCV
programnot addressed in this document are governed by such federal regulations, HUD
handbooks and guidebooks, notices and other applicable law. The policies in this administrative
plan have been designed to ensure compliance with the consolidated ACCHluD-al

approved applications for program funding.

The PHA is responsible for complying with all changes in HUD regulations pertaining to the
HCV program. If such changes conflict with this plan, HUD regulations will have precedence.

Administration of the H& program and the functions and responsibilities of PHA staff shall be
in compliance with the PHA's personnel policy and HtgBulations as well as all federal, state
and local fair housing laws and regulations.

1-111.B. CONTENTS OF THE PLAN [24CFR 982.54

TheHUD regulationsat 24 CFR 982.54 define the policies thatust be included in the
administrative planthey are as follonSelection and admission of applicants from the PHA
waiting list, including any PHA admission preferences, procedures fawegapplicant names
from the waiting list, and procedures for closing and reopening the PHA waiting list (Chapter 4);

1 Issuing or denying vouchers, including PHA policy governing the voucher term and any
extensions of the voucher term. If the PHA decimesllow extensions of the voucher term,
the PHA administrative plan must describe how the PHA determines whether to grant
extensions and how the PHA determines the length of any extension (Chapter 5);

1 Any special rules for use of available funds when HwBvides funding to the PHA for a
special purpose (e.g., desegregation), including funding for specified families or a specified
category of families (Chapter 4);
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Occupancy policies, including definition of what group of persons may qualify as a ‘family’,
definition of when a family is considered to be 'continuously assisted’; standards for denying
admission or terminating assistance based on criminal activity or alcohol abuse in accordance
with 982.553 (Chapters 3 and 12);

Encouraging participation by owrseof suitable units located outside areas of low income or
minority concentration (Chapter 13);

Assisting a family that claims that illegal discrimination has prevented the family from
leasing a suitable unit (Chapter 2);

Providing information about a faly to prospective owners (Chapters 3 &)d
Disapproval of owners (Chapter 13);

Subsidy standards (Chapter 5);

Family absence frorthe dwelling unit (Chapter 12)

How to determine who remains in the program if a family breaks up (Chapter 3);
Informal review procedures for applicants (Chapter 16);

Informal hearing procedures for participants (Chapter 16);

The process for establishing andisawy voucher payment standardmcluding policies on
administering decreases in the payment standard duringARecontract tern{Chapter 16);

The method of determining that rent to owner is a reasonable rent (initially and during the
term of a HAP contract) (Chapter 8);

Special policies concerning special housing types in the program (e.g., use of shared housing)
(Chapter 15);

Policies concerning payment by a family to the PHA of amounts the family owes the PHA
(Chapter 16);

Interim redeterminations of family income and composition (Chapter 11)
Restrictions, if any, on the number of moves by a participant fa@fggter 10);

Approval by the board of commissioners or other authorized officials to charge the
administrative fee reserve (Chapter 16);

Procedural guidelines and performance standards for conducting required housing quality
standards inspections (Chapsy and

PHA screening of applicants for family behavior or suitability for tenancy (Chapter 3).

Mandatory vs. Discretionary Policy

HUD makes a distinction between:

T

Mandatory policiesthose driven by legislation, regulations, current handbooks,
notices, ad legal opinions, and
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1 Optional, norbinding guidanceincluding guidebooks, notices that have expired and
recommendations from individual HUD staff.

HUD expects PHA$0 adoptlocal policies and procedures that are consistent with mandatory
policiesin areas where HUD gives the PHA discretid he PHA'sadministrative plan is the
foundation of those policies antbhmakepolcyedur es.
choiceghatprovidesufficientguidance to staff aneinsureconsistency to program apgdints
andparticipants.

Creating policies based upon HUD guidance is not mandatory, bgtr ovi des a PHA

harbor. o6 HUD has already determined that the

consistent with mandatory policies. If a PHA pthoan alternative strategy, it must make its own
determination that the alternative apgach is consistent with legislation, regulations, and other
mandatory requirements. There may be very good reasons for adopting a policy or procedure that
is differentt han HUDOGs sRHAsshobhldacaréfwly think through those decisions.

1-1ll.C. ORGANIZATION OF THE PLAN

Theplan is organized to provide information to users in particular areas of operation.

1-111.D. UPDATING AND REVISING THE PLAN

The PHA wil revise this administrative plan as needed to comply with changes in HUD
regulations. The original plan and any changes must be approved by the board of commissioners
of the agency, the pertinent sections included in the Agency Plan, and a copy proVid#adl. t

Housing Works Policy

Housing Workswill review and update the plan at least once a year, and more often if
needed, to reflect changes in regulations, PHA operations, or when needed to ensure staff
consistency in operation.
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Chapter 2
FAIR HOUSING AND EQUAL OPPORTUNITY

INTRODUCTION

This chapter explains the laws and HUD regulations requiring PHAs to affirmatively further civil

rights and fair housing in all federalfssisted housing programs. The letter and spirit of these

laws are implemented through coneig policy and processes. The responsibility to further
nondiscrimination pertains to al/l areas of th

This chapter describes HUD regulations and PHA policies related to these topics in four parts:

Part I: Nondiscrimination This part presents the body of laws and regulations governing
the responsibilities of the PHA regarding nondiscrimination.

Part Il: Policies Related to Persons with DisabilitiElsis part discusses the rules and
policies of the housinghoice voucher program related to reasonable accommodation for
persons with disabilities. These rules and policies are based on the Fair Housing Act
(42.U.S.C.) and Section 504 of the Rehabilitation Act of 1973, and incorporate guidance
from the Joint Stateent of The Department of Housing and Urban Development and the
Department of Justice (DOJ), issued May 17, 2004.

Part Ill: Prohibition of Discrimination gainst Limited English Proficiency Persofi$is

part details the obligations of the PHA to ensuremiggful access to the HCV program
and its activities by persons with limited English proficiency (LHM®)s part

incorporates the Final Guidance to Federal Financial Assistance Recipients Regarding
Title VI Prohibition against National Origin Discriminan Affecting Limited English
Proficient Persons published January 22, 2007, ifrdaderal Register.

PART I: NONDISCRIMINATION

2-1.A. OVERVIEW

Federal laws require PHAS to treat all applicants and participants equally, prdhielisgme
opportunity to acess servicesegardless of family characteristics and background. Federal law
prohibits discrimination in housing on the basis of race, color, religion, sex, national origin, age,
familial status, and disabilityn addition, HUD regulations provide fadditional protections
regarding sexual orientation, gender identity, and marital staitus.PHA will comply fully

with all federal, state, and local nondiscrimination laws, and with rules and regulations governing
fair housing and equal opportunity indsing and employment, including:

9 Title VI of the Civil Rights Act of 1964

9 Title VIII of the Civil Rights Act of 1968 (as amended by the Community Development Act
of 1974 and the Fair Housing Amendments Act of 1988)
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Executive Order 11063
Section 504 of th Rehabilitation Act of 1973
The Age Discrimination Act of 1975

Title 1l of the Americans with Disabilities Act (to the extent that it applies, otherwise Section
504 and the Fair Housing Amendments govern)

Violence Against Women Reauthoriat Act of 2013(VAWA)

The Equal Access tdousing in HUD Programs Regardless of Sexual Orientation or Gender
Identity Final Rule published in th&ederal RegisteFebruary 3, 2012 and further clarified
in Notice PIH 201420

When more than one civil rights law appliesatsituation, the laws wibe read and applied
together.

= =2 =2 =2

Any applicable state laws or local ordinances and any legislation protecting individual rights of
tenants, applicants, or staff that may subsequently be enaititatso apply.

2-1.B. NONDISCRIMIN ATION

Federal regulations prohibit discrimination against certain protected classesher groups of
people State and local requirements, as well as PHA policies, can prohibit discrimipasied

on other factorsThe PHA shall not discriminate becausf race, color, sex, religion, familial
status, age, disability or national origin

Familial status includes children under the age of 18 living with parents or legal custodians,
pregnant women, and people securing custodyitdren under the age of 18.

The PHAwiIll not discriminateon the basis of marital status, gender identitysexual
orientation[FR Notice 02/03/12].

Housing Works Policy

Housing Works has identified source of income and domestic violence victims as
additional protected class@sthe State of Oregon

The PHA will not use any of these factors to:

1 Deny to any family the opportunity to apply for housing, nor deny to any qualified applicant
the opportunity to participate in the housing choice vouchegrano

1 Provide housing that is different from that provided to others
Subject anyone to segregation or disparate treatment

1 Restrict anyone's access to any benefit enjoyed by others in connection with the housing
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program
1 Treat a person differently in deterrmg eligibility or other requirements for admission

Steer an applicant or participant towardaway from a particular area based any of these
factors

Deny anyone access to the same level of services

Deny anyone the opportunity to participate in a plagminadvisory group that is an integral
part of the housing program

1 Discriminate in the provision of residential real estate transactions

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

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

Providing Information to Families and Owners

The PHA must take steps to ensure that familielscamers are fully aware of all applicable

civil rights laws. As part of the briefing process, the PHA must provide information to HCV
applicant families about civil rights requirements and the opportunity to rent in a broad range of
neighborhoods [24 CFB82.301].The Housing Assistance Payments (HAP) contract informs
owners of the requirement not to discriminate against any person because of race, color, religion,
sex, national origin, age, familial status, or disability in connection with the contract.

Discrimination Complaints

If an applicant or participant believes that any family member has been discriminated against by

the PHAor an owner, the family shoulttlvise the PHAHUD requireshe PHA to make every

reasonable attempt to determine whetheatiep | i cant 6 s or participant
and take any warranted corrective action. In addition, the PHA is required to provide the

applicant or participant with information about how to file a discrimination complaint [24 CFR
982.304].

Upon reeipt of a housing discrimination complaint, the PHA is required to:

Provide written notice of the complaint to those alleged and inform the complainant that such
notice was made

1 Investigate the allegations and provide the complainant and those allegdiddititts
andeither a proposed corrective action or an explanation of why corrective action is
notwarranted

1 Keep records of all complaints, investigations, notices, and corrective actions
[Notice PIH 201420]
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Housing Works Policy

Applicants or participats who believe that they have been subject to unlawful
discrimination may notify the PHA either orally or in writing

Within 10 business days of receiving the complaint, the PHA will provide a written
notice to those alleged to have violated the rule FHA will also send a written notice

to the complainant informing them that notice was sent to those alleged to have violated
the rule, as well as information on how to complete and submit a housing discrimination
complaint form to HUD's Office of Fair Hsing and Equal Opportunity (FHEO).

The PHA will attempt to remedy discrimination complaints made against the PHA and
will conduct an investigation into all allegations of discrimination.

Within 10 business days following the conclusion of the PHA's irgaggin, the PHA

will provide the complainant and those alleged to have violated the rule with findings and
either a proposed corrective action plan or an explanation of why corrective action is not
warranted.

The PHA will keep a record of all complainiisyestigations, notices, and corrective
actions. (See Chapter 16.)

PART II: POLICIES RELATED TO PERSONS WITH DISABILTIES

2-11LA. OVERVIEW

One type of disability discrimination prohibited by the Fair Housing Act is the refusal to make
reasonable accommodatiin rules, policies, practices, or services when such accommodation
may be necessary to afford a person with a disability the equal opportunity to use and enjoy a
program or dwelling under the program.

The PHA must ensure that persons with disabilitesshe f ul | access to the P
servicesThis responsibility begins with the firsbntact byan interested family and continues
through everyaspecbf theprogram.

Housing Works Policy

The PHA will ask all applicants and participants if theguire any type of
accommodations, in writing, on the intake application, reexamination documents, and
notices of adverse action by the PHA, by including the following language:

Alf you or anyone in your famileja i s a p

specific accommodation in order to fully utilize our programs and services, please
contact the housing authority.o
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A specific name and phone numieéidesignated staffill be provided to process
requests for accommodation.

The PHA will display posterand other housing information and signage in locations
throughout the PHAG6s office in such a mann

2-11.B. DEFINITION OF REASONABLE ACCOMMODATION

A reasonable accommodation is an adjustment made to a rudsy, po&ctice, or service that
allows a person with a disability to have equal access to the HCV program. For example,
reasonable accommodations may include making home visits, extending the voucher term, or
approving an exception payment standard in ci@lea participant to lease an accessible

dwelling unit.

Federal regulations stipulate that requests for accommodations will be considered reasonable if

they do not create an "undue financial and administrative burden” for the PHA, or result in a

Af undanmenal terationo in the nature of the prog
alteration is a modification that alters the

Types of Reasonable Accommodations

When needed, the PH&ill modify normal procedures taccommodate the needs of a person
with disabilities. Examples include:

Permitting applications and reexaminations to be completed by mail
Conducting home visits

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

1 Providing time extensions for locating a unit when necessary because of lack of availability
of accessil® units or special challenges of the family in seeking a unit

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

2-11.C. REQUEST FOR AN ACCOMMODATION

If an applicaih or participant indicates that an exception, change, or adjustment to a rule, policy,
practice, or service is needed because of a disability, HUD requires that the PHA treat the
information as a request for a reasonable accommodation, even if no fajoedtris made

[Joint Statement of the Departments of HUD and Justice: Reasonable Accommodations under
the Fair Housing Act]

The family must explain what type of accommodation is needprbtade the person with the
di sabil ity ful |og@auosaedserviceso t he PHAOGs pr
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If the need for the accommodation is not readily apparent or known to the PHA, the family must
explain the relationship between the requested accommodation and the disability. There must be

an identifiableconnectionor nexus, betwee t he r equested accommodat i c
disability.

Housing Works Policy

The PHA will encourage the family to make its request in writing using a reasonable
accommodation request form. However, the PHA will consider the accommodation any
time the family indicates that an accommodation is needed whether or not a formal
written request is submitted.

2-11.D. VERIFICATION OF DISABILITY

The regulatory civil rights definition for persons with disabilities is provided in Exhibia2the

end of this bapter. The definition of a person with a disability for the purpose of obtaining a
reasonable accommodation is much broader than the HUD definition of disability which is used
for waiting list preferences and income allowances.

Before providing an accommdation, the PHA must determine that the person meets the
definition of a person with a disability, and that the accommodatibe n hance t he f ami
access to the PHAG6s programs and services.

I f a personbdés disabil it thePH#, aondbfthe reeddortheor ot her
requested accommodation is also readily apparent or known, no further verification will be

required [Joint Statement of the Departments of HUD and Justice: Reasonable Accommodations
under the Fair Housing Act].

If a family indicates that an accommodation is required for a disability that is not obvious or
otherwise known to the PHA, the PHA must vetifgat the person meets the definition of a
person with a disability, and that the limitations imposed by the disabilityresting requested
accommodation.

When verifying a disability, the PHA will follow the verification policies provided in Chapter 7.

Al | information related to a personds disabil
confidentiality policies provided i€hapter 16. In addition to the general requirements that

govern all verification efforts, the following requirements apply when verifying a disability:

1 Third-party verification must be obtained from an individual identified by the family who is
competento make the determination. A doctor or other medical professional, a peer support
group, a normedical service agency, or a reliable third party who is in a position to know
about the individual 6s di sabil i tSyatemeatpf pr ovi d
the Departments of HUD and Justice: Reasonable Accommodations under the Fair Housing
Act]
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1 The PHA must request only information that is necessary to evaluate the digelzlieg
need for the accommodation. The PHA will not inquire abcaintiture or extent of any
disability.

Medical records will not be accepted or retained in the participant file.

I n the event that the PHA does receive confi
diagnosis, treatment, or the nature of severityhefdisability, the PHA will dispose of it. In

place of the information, the PHA will note in the file that the disability and other requested
information have been verified, the date the verification was received, and the name and

address of the knowleddda professional who sent the information [Notice PIH 206])

2-1.LE. APPROVAL/DENIAL OF A REQUESTED ACCOMMODATION [Joint Statement
of the Departments of HUD and Justice: Reasonable Accommodations under the Fair Housing
Act, Notice PIH 201€26].

The PHAmust approve a request for an accommodation if the following three conditions are
met:

1 The request was made by or on behalf of a person with a disability.
There is a disabilityelated need for the accommodation.

1 The requested accommodation is reasonabéaning it would not impose an undue
financial and administrative burden on the PHA, or fundamentally alter the nature of the
PHAGs HCV operations (including the obligat:i
regulations).

Requests for accommodations e assesseath a casdy-case basis, taking into account
factorssuchasthever al | si ze of the PHAOGs program witdt
type of facilities and size of budget, type of operation including composition and structure of
workforce, the nature anmbst of the requested accommodation, the benefits that the

accommodation would provide to the family, and the availability of alternative accommodations

t hat would effectivelegatedreeds. t he familyds di sa

Before making aetermination whether to approve the request, the PHA may enter into
discussion and negotiation with the family, request more information from the family, or may
require the family to sign a consent form so that the PHA may verify the need for thegeéquest
accommodation.

Housing Works Policy

After a request for an accommodation is presented, the PHA will respond, in writing,
within 10 business days.

If the PHA denies a request for an accommodation because it is not reasomednd(it

impose an unduerfancial and administrative burden or fundamentally alter the nature of

t he PHAOG s, tlePldA waldiscosa with the family whether an alternative
accommodation coul d eff ect-relatedngedsavthdute ss t h
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fundamental aération to the HCV program and without imposing an undue financial and
administrative burden.

If the PHA believes that the family has failed to identify a reasonable alternative
accommodation after interactive discussion and negotiation, the PHA wii} tiai

family, in writing, of its determination within 10 business days from the date of the most
recent discussion or communication with the family.

2-1I.F. PROGRAM ACCESSIBILITY FOR PERSONS WITH HEARING OR VISION
IMPAIRMENTS

HUD regulations require hPHA to ensure that persons with disabilities related to hearing and
vision have reasonable access to the PHA's programs and sg2¢i€H#sR 8.6]

At the initial point of contact with each applicant, the PHA shall inform all applicants of
alternative foms of communication that can be used other than plain language paperwork.

Housing Works Policy

To meet the needs of persons with hearing impairments, TTD/TTY (text telephone
display / teletype) communication will be available.

To meet the needs of persowith vision impairments, larg@int and audio versions of
key program documents will be made available upon req#stn visual aids are used
in public meetings or presentations, or in meetings with PHA staffpommme assistance
will be provided upn request.

Additional examples of alternative forms of communication are sign language
interpretation; having material explained orally by staff; or having a third party
representativéa friend, relative or advocate, named by the applicant) to recefeepriet
and explain housing materials and be present at all meetings.

2-11.G. PHYSICAL ACCESSIBILITY

The PHA must comply with a variety of regulations pertaining to physical accessibility,
including the following:

Notice201026

Section 504 of the Rehaitation Act of 1973

The Americans with Disabilities Act of 1990

The Architectural Barriers Act of 1968

1 The Fair Housing Act of 1988

The PHAGO6s policies concerning physical access
participants. They eabe found in three key documents:

= =2 =2 =2
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T This plan describes the key policies that go
physical accessibility.

1 Notice PIH 201626 summarizes information about pertinent laws and implementing
regulations related to nediscrimination anéccessibilityin federallyfunded housing
programs.

1 The PHA Plan provides information about selaluation, needs assessment, and transition
plans.

The design, construction, or alteration of PHA facilities must conform to the Unifedwral
Accessibility Standards (UFAS). Newbpnstructed facilities must be designed to be readily
accessible to and usable by persons with disabilities. Alterations to existing facilities must be
accessible to the maximum extent feasible, defined aspoising an undue financial and
administrative burden on the operations of the HCV program.

When issuing a voucher to a family that includes an individual with disabilities, the PHA will
include a current list of available accessible units known to e dhd will assist the family in
locating an available accessible unit, if necessary.

In general, owners must permit the family to make reasonable modifications to the unit.
However, the owner is not required to pay for the modification and may recatitdéhunit be
restored to its original state at the family

(@)

2-11.LH. DENIAL OR TERMINATION OF ASSISTANCE

A PHAOGs decision to deny or terminate the ass
disabilities is subject toonsideration of reasonable accommodation [24 CFR 982.552 (2)(iv)].

When applicants with disabilities are denied assistance, the notice of denial must inform them of
the PHAG6s infor mal r evi e wnipformatreviews In additon, theh e i r r
notice must inform applicants with disabilities of their right to request reasonable

accommodations to participate in the informealiewprocess.

S assistance is te
g process and thei

-

When a participant familyé
oft he PHAO6s infor mal hearin
accommodation.

]

When reviewing reasonable accommodation requests, the PHA must consider whether any
mitigating circumstances can be verified to explain and overcomedhkem that led to the

PHAG6s decision to deny or terminate assistanc
family to meet the requirements, the PHA must make the accommodation.
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PART III: IMPROVING ACCESS TO SERVICES FOR PERSONS WITH LIMITED
ENGLI SH PROFICIENCY (LEP)

2-11ILA. OVERVIEW

Language for Limited English Proficiency Persons (LEP) can be a barrier to accessing important
benefits or services, understanding and exercising important rights, complying with applicable
responsibilities, or unddaending other information provided by the HCV program. In certain
circumstances, failure to ensure that LEP persons can effectively participate in or benefit from
federallyassisted programs and activities may violate the prohibition under Title VI against
discrimination on the basis of national origin. This part incorporates the Final Guidance to
Federal Assistance Recipients Regarding Title VI Prohibition against National Origin
Discrimination Affecting Limited English Proficient Persons, published Jgr2r2007, in the
Federal Register.

The PHAwIll take affirmative steps to communicate with people who need services or
information in a language other than English. These persons will be referred to as Persons with
Limited English Proficiency (LEP).

LEPis defined as persons who do not speak English as their primary language and who have a
limited ability to read, write, speak or understand |iEhg For the purposes of this administrative
plan, LEP persons are HCV applicants and participants, and parehtamily members of
applicants and participants.

In order to determine the level of access needed by LEP persons, the PHA will balance the
following four factors: (1) the number or proportion of LEP persons eligible to be served or

likely to be encounted by the Housing Choice Voucher program; (2) the frequency with which

LEP persons come into contact with the program; (3) the nature and importance of the program,
activity, or service provided by t heablptoogr am
the PHA and costs. Balancing these four factors will ensure meaningful access by LEP persons

to critical services while not imposing undue burdens on the PHA.

2-111.B. ORAL INTERPRETATION
The PHA will offer competent interpretaticservices free ofharge to the LEP person.

Housing Works Policy

The PHA will analyze the various kinds of contacts it has with the public, to assess
| anguage needs and decide what reasonabl e
may not be reasonable where the casfsosed substantially exceed the benefits.

Where feasible, the PHA will train and hire bilingual staff to be available to act as
interpreters and translators, will pool resources with other PHAs, and will standardize
documents. Where feasible and possithie,PHA will encourage the use of qualified
community volunteers.
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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 language
services offered byhe PHA. The interpreter may be a family member or friend.

2-111.C. WRITTEN TRANSLATION

Translation is the replacement of a written text from one language into an equivalent written text
in another language.

Housing Works Policy

In order to comply with wttentranslation obligations, the PHA will take the following
steps:

The PHA will provide written translations of vital documents for each eligible

LEP language group that constitutes 5 percent or 1,000 persons, whichever is less,
of the population of peoms eligible to be served or likely to be affected or
encountered. Translation of other documents, if needed, can be provided orally; or

If there are fewer than 50 persons in a language group that reaches the 5 percent
trigger, the PHA does not translatéalwritten 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.

2-111.D. IMPLEMENTATION PLAN

After completing the foufactor analysis and deciding what language assistance services are
appropriate, the PHA shall determine whether it is necessary to develop a written implementation
plan to address the identified needs of the LEP populations it serves.

If the PHA determines #t it is not necessary to develop a written implementation plan, the
absence of a written plan does not obviate the underlying obligation to ensure meaningful access
by LEP persons to the PHA6s Housing Choice Vo

Housing Works Polcy

If it is determined that the PHA serves very few LEP persons, and the PHA has very
limited resources, the PHA will not develop a written LEP plan, but will consider
alternative ways to articulate in a reasonable manner a plan for providing meaningful
access. Entities having significant contact with LEP persons, such as schools, grassroots
and faithbased organizations, community groups, and groups working with new
immigrants will be contacted for input into the process.

If the PHA determines it is appvoate to develop a written LEP plan, the following five
steps will be taken: (1) Identifying LEP individuals who need language assistance; (2)
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identifying language assistance measures; (3) training staff; (4) providing notice to LEP
persons; and (5) mowiting and updating the LEP plan.

EXHIBIT 2 -1: DEFINITION OF A PERSON WITH A DISABILITY UNDER FEDERAL
CIVIL RIGHTS LAWS [24 CFR Parts 8.3 and 100.201]

A person with a disability, as defined under federal civil rights laws, is any person who:

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

1 Has arecord of such impairment, or
1 Isregarded as having such impairment
The phrase fiphysical or ment al i mpairmento in

1 Any physiological @sorder or condition, cosmetic or disfigurement, or anatomical loss
affecting one or more of the following body systems: neurological; musculoskeletal; special
sense organs; respiratory, including speech organs; cardiovascular; reproductive; digestive;
gernto-urinary; hemic and lymphatic; skin; and endocrine; or

1 Any mental or psychological disorder, such as mental retardation, organic brain syndrome,
emotional or mental i1illness, and specific |e
i mp ai r cledestbat isinat limited to: such diseases and conditions as orthopedic,
visual, speech and hearing impairments, cerebral palsy, autism, epilepsy, muscular
dystrophy, multiple sclerosis, cancer, heart disease, diabetes, mental retardation, emotional
illness, drug addiction and alcoholism.

AMaj or | ife activitiesod includes, but is not
walking, seeing, hearing, breathing, learning, and/or working.

AHas a record of such i finglasbeenaenisdladsified@asahaving, h as a
mental or physical impairment that substantially limits one or more major life activities.

Als regarded as having an i mpairmento is defi
does not substantially lirnone or more major life activities but is treated by a public entity (such

as the PHA) as constituting such a limitation; has none of the impairments defined in this section
but is treated by a public entity as having such an impairment; or has a pbysneital

impairment that substantially limits one or more major life activities, only as a result of the

attitudes of others toward that impairment.

The definition of a person with disabilities does not include:

9 Currentillegal drug users
1 People whoseleohol use interferes with the rights of others

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

The above definition of disability determinefether an applicant or participant is entitled to
any of the protections of federal disability civil rights laws. Thus, a person who does not meet
this disability is not entitled to a reasonable accommodation under federal civil rights and fair
housing &ws and regulations.

The HUD definition of a person with a disability is much narrower than the civil rights definition
of disability. The HUD definition of a person with a disability is used for purposes of receiving
the disabled family preference, thé0® elderly/disabled household deduction, the $480
dependent deduction, the allowance for medical expenses, or the allowance for disability
assistance expenses.

The definition of a person with a disability for purposes of granting a reasonable accoraomodati
request is much broader than the HUD definition of disability. Many people will not qualify as a
disabled person under the HCV program, yet an accommodation is needed to provide equal
opportunity.
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Chapter 3
ELIGIBILITY
INTRODUCTION

The PHA is responsible for saring that every individual and family admitted to the HCV

program meets all program eligibility requirements. This includes any individual approved to

join the family after the family has been admitted to the program. The family must provide any
informat on needed by the PHA to confirm eligibil:@i
assistance.

To be eligible for the HCV program:
1 The applicant family must:
- Qualify as a family as defined by HUD and the PHA.
- Have income at or below HUBpecified incom&imits.
- Qualify on the basis of citizenship or the eligible immigrant status of family members.
- Provide social security number information for household members as required.

- Consent to the PHAOGs <coll ection aRPHA use of
provided consent forms.

1 The PHA must determine that the current or past behavior of household members does not
include activities that are prohibited by HUD or the PHA.

This chapter contains three parts:

Part I: Definitions of Family and Householdehbers This part contains HUD and PHA
definitions of family and household members and explains initial and ongoing eligibility
issues related to these members.

Part 1I: Basic Eligibility Criteria This part discusses income eligibility, and rules
regardiry citizenship, social security numbers, and family consent.

Part Ill: Denial of Assistance Thi s part covers factors rel e
current conduct (e.g. criminal activity) that can cause the PHA to deny assistance.

PART I: DEFINITIONS O F FAMILY AND HOUSEHOLD MEMBERS

3-1.LA. OVERVIEW

Some eligibility criteria and program rules vary depending upon the composition of the family
requesting assistance. In addition, some requirements apply to the family as a whole and others
apply to individuapersons who will live in the assisted unit. This part provides information that

is needed to correctly identify family and household members, and to apply HUD's eligibility
rules.
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3-1.B. FAMILY AND HOUSEHOLD [24 CFR 982.201(c), FR Notice 2/03/12; NoticePIH
201420]

The termdamily andhouseholdave different meanings in the HCV program.
Family

To be eligible for assistance, an applicant must qualify as a faRalyily as defined by HUD

includes, but is not limited to the following, regardless aauglerceived sexual orientation,

gender identity, or marital status, a single person, who may be an elderly person, disabled person,
nearelderly person, or any other single person; or a group of persons residing together. Such
group includes, but is nditnited to a family with or without children (a child who is temporarily

away from the home because of placement in foster care is considered a member of the family),
an elderly family, a neaglderly family, a disabled family, a displaced family, or thaining

member of a tenant family. The PHA has the discretion to determine if any other group of

persons qualifies as a family.

Gender ldentityneans actual or perceived gender characteristics.
Sexual orientatioomeans homosexuality, heterosexualitybisexuality.
Housing Works Policy

A family also includes two or more individuals who are not related by blood, marriage,
adoption, or other operation of law but who either can demonstrate that they have lived
together previously or certify that each indivi al 6 s i ncome and ot her
available to meet the needs of the family.

Each family must identify the individuals to be included in the family at the time of

application, and must wupdate this informat
Household
Household s a broader term that i ncludes additions

live in an assisted unit, such as limeaides, foster children, and foster adults.

3-1.C. FAMILY BREAK -UP AND REMAINING MEMBER OF TENANT FAMILY
Family Break-up [24 CFR 982.315; Notice PIH 201-8]

Except under the following conditions, the PHA has discretion to determine which members of
an assisted family continue to receive assistance if the family breaks up.:

1 If the family breakup results from an occurce of domestic violence, dating violence, or
stalking, the PHA must ensure that the victim retains assistance. (For documentation
requirements and policies related to domestic violence, dating violence, and stalking, see
section 161X.D of this plan.)

91 In accordance with Notice PIH 20:DB, for HUD Veterans Affairs Supportive Housing
(HUDi1 VASH) vouchers, when the veteran is the perpetrator of domestic violence, dating
violence, sexual assault, or stalking, the victim must continue to be assisted. Upon
tebminati on of t heiVASHvauehersthe vidim sheuld HdJgiven a
regul ar HCV if one i s avia&ASHaduther shodbel t he p
used to serve another eligible family. If a regular HCV is not available, the victim will
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continueto use the HUDVASH voucher, which must be issued to another eligible
family upon the voucherdés turnover.

1 If a court determines the disposition of property between members of the assisted family,
the PHA is bound by the court's determination of which famiémbers continue to
receive assistance.

Housing Works Policy

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 makereew application with a new application date if the waiting list is
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.

In the absence of a judicial decisjor an agreement among the original family

members, Housing Works will determine which family will retain their placement on the
waiting list or continue to receive assistance. In making its determination, Housing

Works will take into consideration thelfowing factors: (1) the interest of any minor

children, including custody arrangements; (2) the interest of any ill, elderly, or disabled
family members; (3) the interest of any family member who is the victim of domestic
violence, dating violence, oradking, including a family member who was forced to

leave an assisted unit as a result of such actual or threatened abuse; (4) any possible risks
to family members as a result of criminal activity; and (5) the recommendations of social
service professiongl

For a VASH patrticipant Housing Works may, at its discretion, issue a regular HCV
voucher to allow the participant to remain continually assisted.

Remaining Member of a Tenant Family [24 CFR 5.403]

The HUD definition of family includes themaining memér of a tenant familywhich is a

member of an assisted family who remains in the unit when other members of the family have
left the unit. Household members such as-livaides, foster children, and foster adults do not
qualify as remaining members ofamily.

| f dependents are the only Aremaining members
member able to assume the responsibilities of the head of household, see Chapter 6,-Section 6
|l . B, for the policy on ACaretakers for a Chil

Housing Works Policy

For a VASH participant Housing Works may, at its discretion, issue a regular HCV
voucher to allow the participant to remain continually assisted.

3-1.D. HEAD OF HOUSEHOLD [24 CFR 5.504(b)]

Head of householtheans the adult member of the family wh@onsidered the head for
purposes of determining income eligibility and rent. The head of household is responsible for
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ensuring that the family fulfills all of its responsibilities under the program, alone or in
conjunction with a coheaat spouse.

Housing Works Policy

The family may designate any qualified family member as the head of household with
one exception. If two or more unmarried adults and children live in the household, the
head of household (voucher holder) must be the adult who has |legdiagnship of the
children. If more than one adult has children, the family may designate any qualified
family member as head of household.

Housing Works will only allow Head of Household changes requested due to
incarceration, death in the family, actidety assignment or if the change is for the

benefit of a current disabled household member of current household members under the
age of 18. Any change to the Head of Household must be requested in writing. Housing
Works will inform the family in writig of its decision within 10 business days of the

formal request.

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

3-I.E. SPOUSE, COHEAD, AND OTHER ADULT

A family may have a spouse or cohead, but not both [FH0068 IB, p. 13].

Spousemeans the marriage partner of the head of household.

Housing Works Policy

A marriage partneiincludes the partner in a "common law" marriageeted in state

|l aw. The term fAispouseodo does not apply to
are not marriage partners. A minor who is emancipated under state law may be
designated as a spouse.

A coheads an individual in the household whoegually responsible with the head of
household for ensuring that the family fulfills all of its responsibilities under the program, but
who is not a spouse. A family can have only one cohead.

Housing Works Policy

Minors who are emancipated under statenaay be designated as a cohead.

Other adultmeans a family member, other than the head, spouse, or cohead, who is 18 years of
age or older. Foster adults and tiveaides are not considered other adults.

3-1.F. DEPENDENT [24 CFR 5.603]

A dependenis a fanily member who is under 18 years of ag@ 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, spouse, cohead, foster children/adultsiaraitiege
Identifying each dependent in the family is important because each dependent qualifies the
family for a dependent allowance as described in Chapter 6.
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Joint Custody of Dependents
Housing Works Policy

Dependents that are subject to a joint custothngement 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 witprimary custody at the time of the initial examination or
reexamination will be able to claim the dependents. If there is a dispute about which
family should claim them, Housing Works will make the determination based on
available documents such as caders, or an IRS return showing which family has
claimed the child for income tax purposes.

3-1.G. FULL -TIME STUDENT [24 CFR 5.603, HVC GB p. 529]

A full-time studen{FTS) is a person who is attending school or vocational training onfell
basis.The time commitment or subject load that is needed to bérhdlis 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 cohead, qualifies the familyafdependent allowance, and (2) the earned
income of such an FTS is treated differently from the income of other family members.

3-I.H. ELDERLY AND NEAR -ELDERLY PERSONS, AND ELDERLY FAMILY
[24 CFR 5.100 and 5.403]

Elderly Persons

An elderly persons a peson who is at least 62 years of age.

Near-Elderly Persons

A near-elderly persons a person who is 561 years of age.

Elderly Family

An elderly familyis one in which the head, spouse, cohead, or sole member is an elderly person.
Identifying elderly fanilies is important because elderly families qualify for the elderly family
allowance as described in Chapter 6.

3-1.I. PERSONS WITH DISABILITIES AND DISABLED FAMILY [24 CFR 5.403]

Persons with Disabilities

Under the HCV program, special rules apply tespas with disabilities and to any family whose
head, spouse, or cohead is a person with disabilities. The technical definitions of individual with
handicaps and persons with disabilities are provided in Exhib&tXhe end of this chapter.

These defirtions are used for a number of purposes including ensuring that persons with
disabilities are not discriminated against based upon disability.
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As discussed in Chapter 2, the PHA must make all aspects of the HCV program accessible to
persons with disabil#s and consider reasonable accommodations requested based upon a
personbés disability.

Disabled Family

A disabled familys one in which the head, spouse, or cohead is a person with disabilities.
Identifying disabled families is important because theseliiss qualify for the disabled family
allowance described in Chapter 6.

Even though persons with drug or alcohol dependencies are considered persons with disabilities,
this does not prevent the PHA from denying assistance for reasons related to aldaitoban

abuse in accordance with the policies found in Part Ill of this chapter, or from terminating
assistance in accordance with the policies in Chapter 12.

3-1.J. GUESTS [24 CFR 5.100]

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

Housing Works Policy

A guest can remain in the assisted unit no longer than 30 consecutive days or &btal of
cumulative calendar days during any 12 month period.

Children who are subject to a joint custody arrangement or for whom a family has
visitation privileges, that are not included 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 reasons (e.g., care of a relative
recovering from a medical procedure is expected to last 40 consecutive days). An
exception will not be made unless thenfly can identify and provide documentation of

the residence to which the guest will return.

3.1.LK. FOSTER CHILDREN AND FOSTER ADULTS

Foster adultsare usually persons with disabilities, unrelated to the tenant family, who are unable
to live alone [24 CR 5.609].

The termfoster childis not specifically defined by the regulations.

Foster children and foster adults who are living with an applicant or assisted who have been
approved by the PHA to live with a participant family are considered householdersebut not
family members. The income of foster children/adults is not counted in family annual income,
and foster children/adults do not qualify for a dependent dedJedo6FR 5.603 and HUD
50058 IB, p. 13].

Housing Works Policy

A foster childis a dild 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
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homes, under some kind of shtetm or longterm foster care arrangement with the
custodial agncy.

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 temporarily absent from the home as a result of placerfestercare are
discussed in Sectiorld..

3-1.L. 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, iliness,
incarceration, and court order.

Definitions of Temporarily and Permanently Absent
Housing Works Policy

Generally an individual who is or is expected to be absent from the assisted unit for 180
consecutive days or less is considered temporarily absgmbatinues to be considered

a family member. Generally an individuaho is or is expected to be absent from the

assisted unit for more than 180 consecutive days is considered permanently absent and no
longer a family member. Exceptions to this generditpare discussed below.

Absent Students
Housing Works Policy

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

Absences Due to Placement in Foster Care [24 CFR 5.403]

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

Housing Works Policy

If a child has been placed in foster care, Housing Works will verify with the appropriate
agency whether and when the child is expected to be returned to the hdess. the

agency confirms that the child has been permanently removed from the home, the child
will be counted as a family member.
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Absent Head, Spouse, or Cohead
Housing Works Policy

An employed head, spouse, or cohead absent from the unit more tham&8futive
days due to employment will continue to be considered a family member.

Family Members Permanently Confined for Medical Reasons [HCV GB, p.22]

If a family member is confined to a nursing home or hospital on a permanent basis, that person is
nolonger considered a family member and the income of that person is not counted [HCV GB,
p. 522].

Housing Works Policy

Housing Wor ks wild/l request verification of
a responsible medical professional. If the resjim@snedical professional cannot

provide a determination, the person will be considered temporarily absent. If the family
certifies that the family member is confined on a permanent basis, they may present, and

the PHA will consider, any additional docuntation or evidence

Return of Permanently Absent Family Members
Housing Works Policy

The family must request Housing Works approval for the return of any adult family
members that Housing Works previously determined to be permanently absent. The
individualiis subject to the eligibility and screening requirements discussed elsewhere in
this chapter.

3-1.M. LIVE -IN AIDE

A live-in aide is person who resides with one or more elderly persons, ezldedy persons, or
persons with disabilities, and who: (1)distermined to be essential to the care and-bestig of

the persons, (2) is not obligated for the support of the persons, and (3) would not be living in the
unit except to provide the necessary supportive services [24 CFR 5.403].

The PHA must approve &é-in aide if needed as a reasonable accommodation in accordance
with 24 CFR 8, to make the program accessible to and usable by the family member with
disabilities.

The income of a livén aide is not counted in the calculation of annual income foratitméyf

[24 CFR 5.609(b)]. Relatives may be approved asitivades if they meet all of the criteria
defining a livein aide. Because livin aides are not family members, a relative who serves as a
live-in aide would not be considered a remaining merobartenant family.

Housing Works Policy

A famil yds rieade mussttbe rhadein waiting. Written verification will be

required from a reliable, knowledgeable professional, such as a doctor, social worker, or

case worker, that the livie aide is essential for the care and wa#ing of the elderly,

nearelderly, or disabled family membed¥or continued approval, the family must submit

anew, writtenrequestubj ect t o Housi-atgachoamudd sd veri fic
reexamination.
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In addition, thefamily and livein aide will be required to submit a certification stating

that the livein aide is (1) not obligated for the support of the person(s) needing the care,
and (2) would not be living in the unit except to provide the necessary supportive
senices.

Housing Works will not approve a particular person as aitivaade, and may withdraw
such approval if [24 CFR 982.316(b)]:

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

The peson commits drugelated criminal activity or violent criminal activity; or

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

Within 10 businesdays of receiving a request for a Hweaide, including all required
documentation related to the request, Housing Works will notify the family of its decision
in writing.

PART II: BASIC ELIGIBILITY CRITERIA

3-1I.A. INCOME ELIGIBILITY AND TARGETING
Income Limits

HUD establishes income limits for all areas of the country and publishes them annually in the
Federal Register. They are based upon estimates of median family income with adjustments for
family size. The income limits are used to determineklity for the program and for income
targeting purposes as discussed in this section.

Definitions of the Income Limits [24 CFR 5.603(b)]

Low-income familyA family whose annual income does not exceed 80 percent of the
median income for the area, adjukter family size.

Very lowincome familyA family whose annual income does not exceed 50 percent of the
median income for the area, adjusted for family size.

Extremely lowincome familyA family whose annual income does not exceedfederal
povertylevel or 30 percent of the median income for the area, whichever number is higher.

Area median income is determined by HUD, with adjustments for smaller and larger
families. HUD may establish income ceilings higher or lower than 30, 50, or 80 percent of
the median income for an area if HUD finds that such variations are necessary because of
unusually high or low family incomes.

Using Income Limits for Eligibility [24 CFR 982.201]

Income limits are used for eligibility only at admission. Income eligibistgeétermined by
comparing the annual income of an applicant to the applicable income limit for their family size.
In order to be income eligible, an applicant family must be one of the following:
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1 A very lowincomefamily

1 A low-incomefamily that has beercontinuously assisted” under the 1937 Housing Act. A
family is considered to be continuously assisted if the family is already receiving assistance
under any 1937 Housing Act program at the time the family is admitted to the HCV program
[24 CFR 982.4]

Housing Works Policy

Housing Works will consider a family to be continuously assisted if the family was
leasing a unit under any 1937 Housing Act program at the time they were selected from
the waiting list.

1 A low-income family that qualifies for voucher astsince as a ngourchasing household
living in HOPE 1 (public housing homeownership), HOPE 2 (multifamily housing
homeownership) developments, or other HEE3isted multifamily homeownership
programs covered by 24 CFR 248.173

1 A low-income or moderaticome family that is displaced as a result of the prepayment of a
mortgage or voluntary termination of a mortgage insurance contract on eligibiedome
housing as defined in 24 CFR 248.101

HUD permits the PHA to establish additional categories ofilm@me families that may be
determined eligible. The additional categories must be consistent with the PHA plan and the
consolidated plans for | ocal governments with

Housing Works Policy

Housing Works has not established any additiocat¢gories of eligible lovincome
families.

Using Income Limits for Targeting [24 CFR 982.201]

At least 75 percent of the families admitted to the PHA's program during a PHA fiscal year must
be extremely lowincome families. HUD may approve exceptionshis requirement if the PHA
demonstrates that it has made all required efforts, but has been unable to attract an adequate
number of qualified extremely loimcome families.

Families continuously assisted under the 1937 Housing Act and families livihigilreslow-
income housing that are displaced as a result of prepayment of a mortgage or voluntary
termination of a mortgage insurance contract are not for income targeting purposes.

3-11.B. CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS [24 CFR 5, Subpart E]

Housing assistance is available only to individuals who are U.S. citizens, U.S. nationals (herein
referred to as citizens and nationals), or noncitizens that have eligible immigration status. At
least one family member must be a citizen, national, or tibegiwith 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 inacnocda wi t h t he PHAG6s Li mi
Proficiency Plan, the notice must be in a language that is understood by the individual if the
individual is not proficient in English.
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Declaration [24 CFR 5.508]

HUD requires each family member to declare whether theithdhl is a citizen, a national, or an
eligible noncitizen, except those members who elect not to contend that they have eligible
immigration status. Those who elect not to contend their status are considered to be ineligible
noncitizens. For citizens, tianals and eligible noncitizens the declaration must be signed
personally by the head, spouse, cohead, and any other family member 18 or older, and by a
parent or guardian for minors. The family must identify in writing any family members who elect
not tocontend their immigration status (see Ineligible Noncitizens below). No declaration is
required for livein aides, foster children, or foster adults.

U.S. Citizens and Nationals

In general, citizens and nationals are required to submit only a sigriachtiea as verification
of their status. However, HUD regulations permit the PHA to request additional documentation
of their status, such as a passport.

Housing Works Policy

Family members who declare citizenship or national status will not be retuipedvide
additional documentation unless Housing Works receives information indicating that an
individual 6s decl aration may not be accur a

Eligible Noncitizens

In addition to providing a signed declaration, those declaring eligible noncitizen statsigm

a verification consent form and cooperate with PHA efforts to verify their immigration status as
described in Chapter The documentation required for establishing eligible noncitizen status

varies depending upon factors such as the date thenpemsered the U.S., the conditions under
which eligible i mmigration status has been gr
family began receiving HUBunded assistance.

Lawful residents of the Marshall Islands, the Federated States ofridsieg and Palau, together
known as the Freely Associated States, or FAS, are eligible for housing assistance under section
141 of the Compacts of Free Association between the U.S. Government and the Governments of
the FAS [Public Law 10&04].

Ineligible Noncitizens

Those noncitizens who do not wish to contend their immigration status are required to have their
names listed on a narontending family members listing, signed by the head, spouse, or cohead
(regardless of citizenship status), indicating tivetigible immigration status. The PHA is not
required to verify a family memberdéds ineligib
unlawful presence in the U.S. to the United States Citizenship and Immigration Services

(USCIS).

Providinghousing assistance to noncitizen students is prohibited [24 CFR 5.522]. This
prohibition extends to the noncitizen spouse of a noncitizen student as well as to minor children
who accompany or follow to join the noncitizen student. Such prohibition doesteoid to the
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citizen spouse of a noncitizen student or to the children of the citizen spouse and noncitizen
student. Such a family is eligible for prorated assistance as a mixed family.

Mixed Families

A family is eligible for assistance as long as asteme member is a citizen, national, or eligible
noncitizen. Families that include eligible and ineligible individuals are considared

families Such families will be given notice that their assistance will be prorated, and that they
may request a laging if they contest 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)]

A PHA may elect to provide assistanoeatfamily before the verification of the eligibility of the
individual or one family member [24 CFR 5.512(b)]. Otherwise, no individual or family may be
assisted prior to the affirmative establishment by the PHA that the individual or at least one
family member is eligible. Verification of eligibility for this purpose occurs when the individual
or family members have submitted documentation to the PHA in accordance with program
requirements [24 CFR 5.512(a)].

Housing Works Policy

Housing Works will not ppvide assistance to a family before the verification of at least
one family member.

When Housing Works determines that an applicant family does not include any citizens,
nationals, or eligible noncitizens, following the verification process, the familyoevil
sent a written notice within 10 business 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 Citizenship and Immigration Services (USCIS), or to request
an informal hearing with Housing Works. The informal hearing with Housing Works

may be requested in lieu of the USCIS appeal, or at the conclusion of the USCIS appeal
process. The notice must also inform the applicant family that assistance may not be
delayed until the conclusion of the USCIS appeal process, but that it may be delayed
pending the completion of the informal hearing process.

Informal hearing procedures azentained in Chapter 16.

Timeframe for Determination of Citizenship Status [24 CFR 5.508(g)]

For new occupants joining the assisted family the PHA must verify status at the first interim or
regul ar reexamination f ol | owbnmmegfirsthe personds

If an individual qualifies for a time extension for the submission of required documents, the PHA
must grant such an extension for no more than 30 days [24 CFR 5.508(h)].

Each family member is required to submit evidence of eligible statyoa time during
continuous occupancy.
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Housing Works Policy

Housing Works will verify the citizenship status of applicants at the time other eligibility
factors are determined.

3-11.C. SOCIAL SECURITY NUMBERS [ 24 CFR 5.216 and 5.218, Notice PIH 20110]

The applicant and all me mbsedissloseottie camplete aadp p | | c an
accurate social security number (SSN) assigned to each household member, and the

documentation necessary to verify each SSN. If a child under age 6 has been added to

applicant family within 6 months prior to voucher issuance, an otherwise eligible family may be
admitted to the program and must disclose and
effective date of the initial HAP contract. A detailed discussibacceptable documentation is

provided in Chapter.

Note: These requirements do not apply to noncitizens who do not contend eligible immigration
status.

In addition, each participant who has not previously disclosed an SSN, has previously disclosed
anSSN that HUD or the SSA determined was invalid, or has been issued a new SSN must
submit their complete and accurate SSN and the documentation required to verify the SSN at the
time of the next interim or annual reexamination or recertification. Partisipge 62 or older as

of January 31, 2010, whose determination of eligibility was begun before January 31, 2010, are
exempt from this requirement and remain exempt even if they move to a new assisted unit.

The PHA must deny assistance to an applicant faiftihey do not meet the SSN disclosure and
documentation requirements contained in 24 CFR 5.216.

3-I.D. FAMILY CONSENT TO RELEASE OF INFORMATION [24 CFR 5.230,
HCV GB, p. 513]

HUD requires each adult family member, and the head of household, spotciesanl,
regardless of age, to sign form HLB86, Authorization for the Release of Information/

Privacy Act Notice, and other consent forms as needed to collect information relevant to the
familyés eligibility and Ietaledihforrnationaocscernirgt anc e .
the consent forms and verification requirements.

The PHA must deny admission to the program if any member of the applicant family fails to sign
and submit the consent forms for obtaining information in accordance with 24 CHtiparts
B and F [24 CFR 982.552(b)(3)].

3-1l.LE. STUDENTS ENROLLED IN INSTITUTIONS OF HIGHER EDUCATION [24
CFR 5.612 and FR Notice 4/10/06, FR Notice 9/21/16]]

Section 327 of Public Law 16815 and the implementing regulation at 24 CFR 5.612
establishedhew restrictions on the eligibility of certain students (both-zant fulkFtime) who
are enrolled in institutions of higher education.
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If a student enrolled at an institution of higher education is under the age of 24, is not a veteran,
is not marriedand does not have a dependent child, and is not a person with disabilities

receiving assistance as of November 30, 2005,
with the income eligibility of thtanddheudent 6s
student s parents must be income eligible for

a student in these circumstances is determined independent from his/her parents in accordance
with Housing Wor ks Pol ipanentswil hotbeicomsidereden of t he
determining the studentdos 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,lgeparate
from 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, FR Notice 9/21/16].

Dependent Child

In the context of the student eligibylitestrictions dependent chiltheans a dependent child of a
student enrolled in an institution of higher education. The dependent child must also meet the
definition ofdependenin 24 CFR 5.603, which states that the dependent must be a member of

the assted family, other than the head of household or spouse, who is under 18 years of age, is a
person with a disability, or is a ftilme student. Foster children and foster adults are not
considered dependents.

Independent Student
Housing Works Policy
Hous ng Wor ks will consider a student Aindep
parentso income wil!/ not be considered whe

following four criteria are all met:
The individual is of legal contract age underestaiv.

The individual has established a household separate from his/her parents for at
least one year prior to application for occupancy or the individual meets the U.S.
Department of Educationés definition of

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

The individual is at least 24 years old by December 31 of the
award year for which aid is sought

The individual is an orphan, in foster carea ward of the court, or
was an orphan, in foster care, or ward of the court at any time
when the individual was 13 years of age or older
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The individual is, or was immediately prior to attaining the age of

majority, an emancipated minor or in legal glianship as
determined by a court of competen
state of legal residence

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

The irdividual is a graduate or professional student
The individual is married

The individual has one or more legal dependents other than a
spouse (for example, dependent children or an elderly dependent
parent)

The individual has been verified during the schar in which

the application is submitted as either an unaccompanied youth who
is a homeless child or youth, or as unaccompanied, at risk of
homelessness, and sslipporting by:

A local educational agency homeless liaison

The director of a program fded under subtitle B of title
IV of the McKinneyVento Homeless Assistance Act or a
designee of the director

A financial aid administrator

The individual is a student for whom a financial aid administrator
makes a documented determination of independencedson of
other unusual circumstances

The individual was not claimed as a dependent by his/her parents pursuant to IRS
regul ations, as demonstrated on the par

The individual provides a certification of the amount of finanassistance that

will be provided 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.

If the PHA determines that an individual meets the definitionvafliaerable youttsuch

a determination is all that is necessary to determine that the persandependent

studenf or the purposes of wusing only the stud
assistance.

The PHA will verify that a student medtse above criteria in accordance with the
policies in Section-Il.E.
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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 attendingatitution of higher educatiofsee Exhibit ).

Parents
Housing Works Policy

For purposes of student eligibility restrictions, the definitioparentsincludes

biological or adoptive parents, stepparents (as long as they are currently married to the
biologicalor adoptive parent), and guardians (e.g., grandparents, aunt/uncle, godparents,
etc).

Person with Disabilities

Housing Works will use the statutory definition under section 3(b)(3)(E) of the 1937 Act to
determine whether a student ipexrson with disabities (see Exhibit 31).

Veteran
Housing Works Policy

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

Vulnerable Youth
Housing Works Policy

A wvulnerableyouth s an i ndividual who meets the U.S
definition ofindependent studemt paragraphs (b), (c), or (h), as adopted in Section Il of
FR Notice 9/21/16:

The individual is an orphan, in foster care, or ada@frthe court, or was an
orphan, in foster care, or ward of the court at any time when the individual was 13
years of age or older

The individual is, or was immediately prior to attaining the age of majority, an
emancipated minor or in legal guardiansagodetermined by a court of competent
jurisdiction in the individual ds state

The individual has been verified during the school year in which the application is
submitted as either an unaccompanied youth who is a homeless child oryouth,
as unaccompanied, at risk of homelessness, anduggbrting by:

A local educational agency homeless liason

The director of a program funded under subtitle B of title IV of the
McKinney-Vento Homeless Assistance Act or a designee of the director

A financial aid administrator
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 the eligibility restrictions contained in 24 CFR 5.612.
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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 studentés parents are(83ncome @f ami bye Wwiot |
student is applying is collectively eligible for the program.

Housing Works Policy

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

Follow its usual policies in determining whether the studwividually and the
studentdos fifamilyo collectively are eli

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

Follow the policies below, ifapglia bl e, i n deter mi ni ng whet
parents are income eligible for the program

I f the PHA determines that the student, th
studentdos fAfamilyo is not eligi bhneewtt he PH
the policies in Section-BI.F, and the applicant family will have the right to request an

informal review in accordance with the policies in SectiofllLB.

Determining Parental Income Eligibility
Housing Works Policy

For any student who isibject to the 5.612 restrictions and who does not satisfy the
definition ofindependent student this section, Housing Works will determine the
income eligibility of the studentds parent

| f the studentoés par earfHousiagWorkamallr r i ed an
obtain a joint income declaration and certification of joint income from the
parents.

| f the studentds parent i s widowed or s
income declaration and certification of income from that parent.

Ifthest udent 6s parents are divorced or sep
income declaration and certification of income from each parent.

If the student has been living with one of his/her parents and has not had contact
with or does not know where to dawt his/her other parent, Housing Works 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 parenHousing Works will hen obtain an income declaration and
certification of income from the parent with whom the student has been living or
had contact.

Il n determining the i ncome eligibility of t
income limits for the jurisdiction in wbh the parents live.
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PART Ill: DENIAL OF ASSISTANCE

3-1IlLA. OVERVIEW

A family that does not meet the eligibility criteria discussed in Parts | and Il, must be denied
assistance. In this section we will discuss other situations and circumstances idevindt of
assistance is mandatory for the PHA, and those in which denial of assistance is optional for the
PHA.

Forms of Denial [24 CFR 982.552(a)(2HCV GB, p. 5-35|
Denial of assistance includes any of the following:

T
T
1
1

Not placing the family's name on thaiting list,
Denying or withdrawing a voucher,
Not approving a request for tenancy or refusing to enter into a HAP contract, or

Refusing to process a request for or to provide assistance under portability procedures.

Prohibited Reasons for Denial of Asistance [24 CFR 982.202(b), 24 CFR 5.2005(b)]
HUD rules prohibit denial of assistance to the program based on any of the following criteria:

T

Age, disability, race, color, religion, sex, or national origin. (See Chapter 2 for additional
information aboutdir housing and equal opportunity requirements.)

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 reswigciis on t he famil yoés
move outside the PHAOGs jurisdiction under po

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 family-selffficiency program

Whether or not a qualified applicant is or has been a victim of domestic violence, dating
violence, sexual assault or stalking if the applicants otherwise qualified for ass{§8eaace
section 3l11.G.)

3-11l.B. MANDATORY DENIAL OF ASSISTANCE [24 CFR 982.553(a)]
HUD requires the PHA to deny assistance in the following cases:

T

Any member of the household has been evicted from federsdigted housing in the last 3
years for drugelated criminal activity. HUD permits but does not require the PHA to admit
an otherwiseeligible family if the household member has completed a fabproved 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).
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Housing Works Policy

Housing Works will admit an otherwissigible family who was evicted from federally
assisted housing within the past 3 years for galgted criminal activityif Housing

Works isableto verify that the household member who engaged in the criminal activity
has completed a supervised drug rehabilitation program approved by Housing Works, or
the person who committed the crime, is no longer living in the household

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

Housing Works Policy

Currently engaged irs definedasany use of illegal drugs during the previous six
months.

1 The PHA has reasonable cause to believeaimahousehold member's current use or pattern
of use of illegal drugs, or current abuse or pattern of abuse of alcohol, may threaten the
health, safety, or right to peaceful enjoyment of the premises by other residents.

Housing Works Policy

In determiningeasonableause, Housing Works 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 alcohol. A conviction will be
given more weight than an arrest. Housing Works will also consider evidence from
treatment providers or communibased organizations providing services to household
members.

1 Any household member has ever been convicted ofm@aged criminal activity fortte
production or manufacture of methamphetamine on the premises of federally assisted
housing

Housing Works Policy

If any household member has ever been convicted ofrétated criminal activity for
the production or manufacture of methamphetarmiranylocation, not just federally
assisted housintdpe family will be denied assistance.

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

Housing Works Policy

If any household member is cantlyreqisterechs a sex offender under a State
registration requirement, the family will be denied assistance.

3-111.C. OTHER PERMITTED REASONS FOR DENIAL OF ASSISTANCE

HUD permits, but does not require the PHA to deny assistance for the reasons diisctisse
section.
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Criminal Activity [24 CFR 982.553]

HUD permits, but does not require, the PHA to deny assistance if the PHA determines that any
household member is currently engaged in, or has engaged in during a reasonable time before the
family wouldreceive assistance, certain types of criminal activity.

Housing Works Policy

If any household member is currently engaged in, or has engaged in any of the following
criminal activities, within the past five years, the family may be denied assistance.

Drug-related criminal activity defined by HUD as the illegal manufacture, sale,
distribution, or use of a drug, or the possession of a drug with intent to manufacture, sell,
distribute or use the drug [24 CFR 5.100].

Violent criminal activity defined by HUD as any criminal activity that has as one of its
elements the use, attempted use, or threatened use of physical force substantial enough to
cause, or be reasonably likely to cause, serious bodily injury or property damage [24 CFR
5.100].

Criminal activitythat may threaten the health, safety, or right to peaceful enjoyment of
the premises by other residents or persons residing in the immediate vicinity; or

Criminal activity that may threaten the health or safety of property owners management
staff, and pesons performing contract administration functions or other responsibilities
on behalf of Housing Works (including a Housing Works employee or a contractor,
subcontractor, or agent).

Immediate vicinityneans within a threblock radius of the premises.
Evidence of such criminal activity includes, but is not limited to:

Any conviction for drugrelated or violent criminal activity within the past 5
years.

Records of arrest for druglated or violent criminal activity within the past 5
years, although a rembof arrest(s) will not be used as the basis for the denial or
proof that the applicant engaged in disqualifying criminal activity.

Any record of eviction from public or privatelywned housing as a result of
criminal activity within the past 5 years.

A conviction for drugrelated or violent criminal activity will be given more
weight than an arrest for such activity.

In making its decision to deny assistance, Housing Works will consider the factors
discussed in Sectionl8.E. Upon consideration of sudhctors, Housing Works may, on
a caseby-case basis, decide not to deny assistance.

Previous Behavior in Assisted Housing [24 CFR 982.552(c)]

HUD authorizes the PHA to deny assistance bas
housing.
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Per the altrnative requirements listed in tRederal Registenotice dated December 29, 2014,
PHAs are no longer permitted to deny assistance to a family because the family previously failed
to meet its obligations under the Family S&iffficiency (FSS) program B Notice 12/29/14].

Housing Works Policy

Housing Workswill deny assistance to an applicant family if:

The family does not provide information that Housing Works or HUD determines
is necessary in the administration of the program.

The family does not proste complete and true information to Housing Works.

Any family member has been evicted from federaligisted housing in the last
five years.

Any family member has committed fraud, bribery, or any other corrupt or
criminal act in connection with any fedehmusing program.

The family owes rent or other amounts to any PHA in connection with Section 8
or other public housing assistance under the 1937 Act, unless the family repays
the full amount of the debt prior to being selected from the waiting list.

If the family has not reimbursed any PHA for amounts Housing Works paid to an
owner under a HAP contract for rent, damages to the unit, or other amounts owed
by the family under the lease, unless the family repays the full amount of the debt
prior to being skected from the waiting list.

The family has breached the terms of a repayment agreement entered into with
Housing Works, unless the family repays the full amount of the debt covered in
the repayment agreement prior to being selected from the waiting list.

A family member has engaged in or threatened violent or abusive behavior toward
Housing Works personnel.

Abusive or violent behavior towards Housing Works persanockldes
verbal as well as physical abuse or violence. Use of racial epithets, or
other language, written or oral, that is customarily used to intimidate may
be considered abusive or violent behavior.

Threateningefers to oral or written threats or physical gestures that
communicate intent to abuse or commit violence.

In making its decisionotdeny assistance, Housing Works will consider the factors
discussed in Sectiorrl8.E. Upon consideration of such factors, Housing Works may, on
a caseby-case basis, decide not to deny assistance.

3-11l.D. SCREENING

Screening for Eligibility

PHAs areauthorizedto obtain criminal conviction records from law enforcement agencies to
screen applicants for admission to the HCV program. This authority assists the PHA in
complying with HUD requirements and PHA policies to deny assistance to applicants who are
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engaging in or have engaged in certain criminal activities. In order to obtain access to the records
the PHA must require every applicant family to submit a consent form signed by each adult
household member [24 CFR 5.903].

Housing Works Policy

Housing Waks will perform a criminal background check through local law enforcement
for every adult household member.

If the results of the criminal background check indicate that there may be past criminal
activity, but the results are inconclusive, Housing Wavkisrequest a fingerprint card
and will request information from the National Crime Information center (NCIC).

PHAs are required to perform criminal background checks necessary to determine whether any
household member is subject to a lifetime registratemuirement under a state sex offender

program in the state where the housing is located, as well as in any other state where a household
member is known to have resided [24 CFR 982.553(a)(2)(i)].

Additionall vy, PHAGs mushyaméemiwbet bert hbeappbl
household, is subject to a lifetime registered sex offender registration requirement in any state.
[Notice PIH 201228]

If the PHA proposes to deny assistance based on a criminal record or on lifetime sex offender
registrationinformation, the PHA must notify the household of the proposed action and must
provide the subject of the record and the applicant a copy of the record and an opportunity to
dispute the accuracy and relevance of the information prior to a denial of amj24i CFR
5.903(f) and 5.905(d)].

Screening for Suitability as a Tenant [24 CFR 982.307]

The PHA has no liability or responsibility to
tenancy. The PHA has the authority to conduct additional rsageéo determine whether an
applicant is likely to be a suitable tenant.

Housing Works Policy

Housing Wor ks wild/ not conduct additional
suitability for tenancy.
The owner is responsible for screeningandcséle on of the family to occ
The PHA must inform the owner that screening and selection for tenancy is the responsibility of
the owner. An owner may consider a familyés h

rent and utilites, caring for a unit and premises, respecting the rights of other residents to the
peaceful enjoyment of their housing, criminal activity that is a threat to the health, safety or
property of others, and compliance with other essential conditions ottenan

HUD requires the PHA to provide prospective owners with the family's current and prior
address (as shown in PHA records) and the name and address (if known) of the owner at the
family's current and prior addresses. HUD permits the PHA to provide owitkradditional
information, as long as families are notified that the information will be provided, and the same
type of information is provided to all owners.
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The PHA may not disclose to the owner any confidential information provided to the PHA by the
family in response to a PHA request for documentation of domestic violence, dating, violence, or
stalking except at the written request or with the written consent of the individual providing the
documentation [24 CFR 5.2007(a)(4)]

Housing Works Policy

Housing Works will inform owners of their responsibility to screen prospective tenants,
and will provide owners with the required current and prior known name and address
information, at the time of the initial HQS inspection or before. Housing Works will not
provide any additional information to the owner, such as tenancy history or criminal
history, etc.

3-lll.LE. CRITERIA FOR DECIDING TO DENY ASSISTANCE
Evidence [24 CFR 982.553(c)]
Housing Works Policy

Housing Works will use the concept of the preponderahtiee evidence as the standard
for making all admission decisions.

Preponderance of the eviderisadefined as evidence which is of greater weight or more
convincing than the evidence which is offered in opposition to it; that is, evidence which

as a whte shows that the fact sought to be proved is more probable than not.
Preponderance of the evidence may not be determined by the number of witnesses, but by
the greater weight of all evidence.

Consideration of Circumstances [24 CFR 982.552(c)(2)]

HUD authaizes the PHA to consider all relevant circumstances when deciding whether to deny
assistance based on a familybés past history e
is mandatory (see SectioAlBB).

Housing Works Policy

Housing Works Wi consider the following factors prior to making its decision:

The seriousness of the case, especially with respect to how it would affect other
residentsd safety or property

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

The extent of participation or culpability of individual family members, including
whether the culpable family member is a minor or a person with disabilities, or
(as discussed further in sectioniBG) a victim of domestic violence, dating
violence, sexual assault or stalking

The length of time since the violation occurred, including the age of the individual
at the time of the conduct , as wel | as
of favorable conduct in the future
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While a record of arrest(s) will not be used as the basis for denial, an arrest may,
however, trigger an investigation to determine whether the applicant actually
engaged in disqualifying criminal activity. As part of its invgetion, Housing

Works may obtain the police report associated with the arrest and consider the
reported circumstances of the arrest. Housing Works may also consider:

Any statements made by witnesses or the applicant not included in the
police report

Whether criminal charges were filed

Whether, if filed, criminal charges were abandoned, dismissed, not
prosecuted, or ultimately resulted in an acquittal

Any other evidence relevant to determining whether or not the applicant
engaged in disqualifying activity

Evidence of criminal conduct will be considered if it indicates a demonstrable risk
to safety and/or property

In the case of drug or alcohol abuse, whether the culpable household member is
participating in or has successfully completed a supervisedodralgohol
rehabilitation program or has otherwise been rehabilitated successfully

Housing Works will require the applicant to submit evidence of the
household memberd6s current participa
supervised drug or alcohol refighation program, or evidence of

otherwise having been rehabilitated successfully.

Removal of a Family Member's Name from the Application [24 CFR 982.552(c)(2)(ii)]

Should the PHAG6s screening process redudal tha
subject to state lifetime registered sex offender registration, the PHA must offer the family the
opportunity to remove the ineligible family member from the household. If the family is

unwilling to remove that individual from the household, the PH#stdeny admission to the

family [Notice PIH 201228].

For other criminal activity, the PHA may permit the family to exclude the culpable family
members as a condition of eligibility24 CFR 982.552(c)(2)(ii)]

Housing Works Policy

As a condition of redeing assistance, a family may agree to remove the culpable family
member from the application. In such instances, the head of household must certify that
the family member will not be permitted to visit, stay as a guest, or reside in the assisted
unit.

After admission to the program, the family must present evidence of the former family
member 6s current address upon Housing Work
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Reasonable Accommodation [24 CFR 982.552(c)(2)(iv)]

I f the family includes a pienrcenoemingwertiahof di sabi | i
admission is subject to consideration of reasonable accommodation in accordance with 24 CFR
Part 8.

Housing Works Policy

If the family indicates that the behavior of a family member with a disability is the reason

for the proposedenial of assistance, Housing Works will determine whether the
behavior is related to the stated disabild:i
Works will determine whether admitting the family as a reasonable accommodation is
appropriate Housing tks will only consider accommodations that can reasonably be
expected to address the behavior that is the basis of the proposed denial of assistance. See
Chapter 2 for a discussion of reasonable accommodation.

3-1ll.F. NOTICE OF ELIGIBILITY OR DENIAL

If the family is eligible for assistance, the PHA will notify the family in writing and schedule a
tenant briefing, as discussed in Chapter 5.

If the PHA determines that a family is not eligible for the program for any reason, the family

must be notified mmptly. Thenotice must describe: (1) the reasons for which assistance has

been denied, (2) the familyds right to an inf
informal review|24 CFR 982.554 (a)|See Chapter 16, for informal review policiesla

procedures.

Housing Works Policy

The familybds eligibility for assistance wi
during the onen-one intake. The family will be notified of the decision to deny

assistance either at the time of the intakm aovriting within 10 business days of the
determination.

If a PHA uses a criminal record or sex offender registration information obtained under 24 CFR
5, Subpart J, as the basis of a denial, a copy of the record must precede the notice to deny, with
anopportunity for the applicant to dispute the accuracy and relevance of the information before
the PHA can move to deny the application. In addition, a copy of the record must be provided to
the subject of the record [24 CFR 5.903(f) and 5.905(d)]. The RHgt give the family an
opportunity to dispute the accuracy and relevance of that record, in the informal review process
in accordance with program requirements [24 CFR 982.553(d)]

Housing Works Policy

If based on a criminal record or sex offender redistnanformation, an applicant family
appears to be ineligible Housing Works will notify the family in writing of the proposed
denial and provide a copy of the record to the applicant and to the subject of the record.
The family will be given 10 businessyk to dispute the accuracy and relevance of the
information. If the family does not contact Housing Works to dispute the information
within that 10 day period, Housing Works will proceed with issuing the notice of denial
of admission. A family that doe®hexercise their right to dispute the accuracy of the

Admin Plan 2/2018 Page3-25



Housing Works 2018Administrative Plan

information prior to issuance of the official denial letter will still be given the opportunity
to do so as part of the informal review process.

Notice requirements related to denying assistancertoitimens are contained in Sectiol.B.

Notice policies related to denying admission to applicants who may be victims of domestic
violence, dating violence, sexual assault or staking are contained in SelitiG 3

3-111.G. P ROHIBITION AGAINST DENIAL OF ASSISTANCE TO VICTIMS OF
DOMESTIC VIOLENCE, DATING VIOLENCE, SEXUAL ASSAULT AND STALKING

The Violence against Women Act of 2013 (VAWA) and the HUD regulation at

24 CFR5.2005(b) prohibit PHAs from denying an applicant admrssiothe HCV program

onthe basis or as a direct result of the fact that the applicant is or has been a victim of domestic
violence, dating violence, sexual assault or stalking, if the applicant otherwise qualifies for
assistance or admission.

Definitions of key terms used in VAWA are provided in sectionlX6f this plan, where
generaMWAWA requirements and policies pertaining to notification, documentation, and
confidentiality are also located.

Notification

VAWA 2013 expanded notification requirementdriolude the obligation for PHAs to provide
applicants who are denied assistance with a VAWA Notice of Occupancy Rights (forih HUD
5380) and a domestic violence certification form (HBB82) at the time the applicant is denied.

Housing Works Policy

The PHAacknowledges that a victim of domestic violence, dating violence, sexual

assault, or stalking may have an unfavorable history (e.g., a poor credit history, poor

rental history, a record of previous damage to an apartment, a prior arrest record) due to
adve se factors that would warrant deni al un

While the PHA is not required to identify whether adverse factors that resulted in the
applicantds deni al are a result of domest.i
stalking, the pplicant may inform the PHA that their status as a victim is directly related

to the grounds for the denial. The PHA will request that the applicant provide enough
information to the PHA to allow the PHA to make an objectively reasonable

determination, basl on all circumstances, whether the adverse factor is a direct result of

their status as a victim.

The PHA will include in its notice of denial the VAWA information described in section
16-1X.C of this plan as well as including a copy of the form HBEB2 The PHA will
request in writing that an applicant wishing to claim protection under VAWA notify the
PHA within 14 business days.
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Documentation
Victim Documentation [24 CFR 5.2007]
Housing Works Policy

If an applicant claims the protection against desii@ssistance that VAWA provides to
victims of domestic violence, dating violence, sexual assault or stalking, Housing Works
will request in writing that the applicant provide documentation supporting the claim in
accordance with section 4K.D of this plan.

Perpetrator Documentation
Housing Works Policy

If the perpetrator of the abuse is a member of the applicant family, the applicant must
provide additional documentation consisting of one of the following:

A signed statement (1) requesting that thgpeeator be removed from the
application and (2) certifying that the perpetrator will not be permitted to visit or
to stay as a guest in the assisted unit

Documentation that the perpetrator has successfully completed, or is successfully
undergoing, rehaliiation or treatment. The documentation must be signed by an
employee or agent of a domestic violence service provider or by a medical or
other knowledgeable professional from whom the perpetrator has sought or is
receiving assistance in addressing thesab The signer must attest under penalty

of perjury to his or her belief that the rehabilitation was successfully completed or
is progressing successfully. The victim and perpetrator must also sign or attest to
the documentation
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EXHIBIT 3 -1: DETAILED DE FINITIONS RELATED TO DISABILITIES

Person with Disabilities [24 CFR 5.403]

The termperson with disabilitiesneans a person who has any of the following types of
conditions:

1 Has a disability, as defined in 42 U.S.C. Section 423(d)(1)(A), which reads:

Inability to engage in any substantial gainful activity by reason of any medically
determinable physical or mental impairment which can be expected to result in death
or which has lasted or can be expected to last for a continuous period of not less than
12 morths;or

In the case of an individual who has attained the age of 55 and is blind (within the
meaning of fAblindnesso as defined in sect
reason of such blindness to engage in substantial gainful activity, reqitiagps

ability comparable to those of any gainful activity in which he has previously

engaged with some regularity and over a substantial period of time.

1 Has a developmental disability as defined in the Developmental Disabilities Assistance and
Bill of Rights Act of 2000 [42 U.S.C.15002(8)], which defines developmental disability in
functional terms as follows:

(A) In General
The term Adevel opmental disabilityodo means
- Is attributable to a mental or pdigal impairment or combination of mental and
physical impairments;
- Is manifested before the person attains age 22;
- Is likely to continue indefinitely;
- Results in substantial functional limitations in 3 or more of the following areas of
major life activity (i) self-care, (ii) receptive and expressive language, (iii) learning,
(iv) mobility, (v) selfdirection, (vi) capacity for independent living, and (vii)
economic selkufficiency;and
- Reflects the individual 6s neaad for a comb
interdisciplinary, or generic services, individualized supports, or other forms of

assistance that are of lifelong or extended duration and are individually planned and
coordinated.

(B) Infants and Young Children

An individual from birth to age 9nclusive, who has a substantial developmental
delay or specific congenital or acquired condition, may be considered to have a
developmental disability without meeting 3 or more of the criteria described in
clauses (i) through (v) of subparagraph (A) & thdividual, without services and
supports, has a high probability of meeting those criteria later in life.
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- Has a physical, mental, or emotional impairment that is expected to be of long
continued and indefinite duration; substantially impedes his calsikty to live
independently, and is of such a nature that the ability to live independently could be
improved by more suitable housing conditions.

People with the acquired immunodeficiency syndrome (AIDS) or any conditions arising from the
etiologic agenfor AIDS are not excluded from this definition.

A person whose disability is based solely on any drug or alcohol dependence does not qualify as
a person with disabilities for the purposes of this program.

For purposes of reasonable accommodation andgrogccessibility for persons with
disabilities, the term person with disabilities refers to an individual with handicaps.

Individual with Handicaps [24 CFR 8.3]

Individual with handicapsneans any person who has a physical or mental impairment that
subsantially limits one or more major life activities; has a record of such an impairment; or is
regarded as having such an impairment. The term does not include any individual who is an
alcoholic or drug abuser whose current use of alcohol or drugs pravemslividual from
participating in the program or activity in question, or whose participation, by reason of such
current alcohol or drug abuse, would constitute a direct threat to property or the safety of others.
As used in this definition, the phrase:

(1) Physical or mental impairment includes:

(a) Any physiological disorder or condition, cosmetic disfigurement, or anatomical loss
affecting one or more of the following body systems: neurological; musculoskeletal,
special sense organs; respiratory, idolg speech organs; cardiovascular; reproductive;
digestive; genitaurinary; hemic and lymphatic; skin; and endocrine; or

(b) Any mental or psychological disorder, such as mental retardation, organic brain
syndrome, emotional or mental illness, and spe@arning disabilities. The term
physical or mental impairment includes, but is not limited to, such diseases and
conditions as orthopedic, visual, speech and hearing impairments, cerebral palsy, autism,
epilepsy, muscular dystrophy, multiple scleros@jcer, heart disease, diabetes, mental
retardation, emotional iliness, drug addiction and alcoholism.

(2) Major life activitiesmeans functions such as caring for one's self, performing manual tasks,
walking, seeing, hearing, speaking, breathing, learamworking.

(3) Has a record of such an impairment means has a history of, or has been misclassified as
having, a mental or physical impairment that substantially limits one or more major life
activities.

(4) Is regarded as having an impairmeneans:

(a) Has a physical or mental impairment that does not substantially limit one or more major
life activities but that is treated by a recipient as constituting such a limitation;

(b) Has a physical or mental impairment that substantially limits one or mgoe Iifea
activities only as a result of the attitudes of others toward such impairment; or
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(c) Has none of the impairments defined in paragraph (1) of this section but is treated by a
recipient as having such an impairment.

EXHIBIT 3 -2: DEFINITION OF INSTI TUTION OF HIGHER EDUCATION
[20 U.S.C. 1001 and 1002]

Eligibility of Students for Assisted Housing under Section 8 of the U.S. Housing Act of
1937; Supplementary Guidance; Notice [Federal Register, April 10, 2006]

Institution of Higher Educatioshall haveahe meaning given this term in the Higher Education
Act of 1965 in 20 U.S.C. 1001 and 1002.

Definition of &éd6lnstitution of Higher Educat.i

(a) Institution of higher education. For purposes of this chapter, other than subchaptdr IV an
part C of subchapter | of chapter 34 of Titl
means an educational institution in any State that

(1) Admits as regular students only persons having a certificate of graduation from a school
providing secodary education, or the recognized equivalent of such a certificate;

(2) Is legally authorized within such State to provide a program of education beyond
secondary education;

BProvides an educational progr amsdegrgeorwhi ¢ h
provides not less than ay2ar program that is acceptable for full credit toward such a
degree;

(4) Is a public or other nonprofit institution; and

(5) Is accredited by a nationally recognized accrediting agency or association, or if not so
accredited, is an institution that has been grantedgueeditation status by such an
agency or association that has been recognized by the Secretary for the granting of pre
accreditation status, and the Secretary has determined that there is satiasttance
that the institution will meet the accreditation standards of such an agency or association
within a reasonable time.

(b) Additional institutions included. For purposes of this chapter, other than subchapter IV and
part C of subchapter lofahpt er 34 of Title 42, the term 066
also included

(1) Any school that provides not less than-gehr program of training to prepare students
for gainful employment in a recognized occupation and that meets the provision of
paragraphs (1), (2), (4), and (5) of subsection (a) of this section; and

(2) A public or nonprofit private educational institution in any State that, in lieu of the
requirement in subsection (a)(1) of this section, admits as regular students persons who
are beyond the age of compulsory school attendance in the State in which the institution
is located.

(c) List of accrediting agencies. For purposes of this section and section 1002 of this title, the
Secretary shall publish a list of nationally recogniaedrediting agencies or associations
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that the Secretary determines, pursuant to subpart 2 of part G of subchapter 1V of this
chapter, to be reliable authority as to the quality of the education or training offered.

Definition of o&Od6ucnasttiiaanudd oFr comi 2HO glh.e§S. (Ed 1002
(a) Definition of institution of higher education for purposes of student assistance programs

(1) Inclusion of additional institutions. Subject to paragraphs (2) through (4) of this
subsection, the trerend uocda tnisotni6tdéu tfioorn poufr phoi sgehs
this chapter and part C of subchapter | of chapter 34 of title 42 includes, in addition to the
institutions covered by the definition in section 1001 of thisditle

(A) A proprietary institution of higher edation (as defined in subsection (b) of this
section);

(B) A postsecondary vocational institution (as defined in subsection (c) of this section);
and

(C)Only for the purposes of part B of subchapter IV of this chapter, an institution outside
the UnitedStates that is comparable to an institution of higher education as defined in
section 1001 of this title and that has been approved by the Secretary for the purpose
of part B of subchapter IV of this chapter.

(2) Institutions outside the United States

(A)In general. For the purpose of qualifying as an institution under paragraph (1)(C), the
Secretary shall establish criteria by regulation for the approval of institutions outside
the United States and for the determination that such institutions areretepa an
institution of higher education as defined in section 1001 of this title (except that a
graduate medical school, or a veterinary school, located outside the United States
shall not be required to meet the requirements of section 1001 (a)dy tifie).

Such criteria shall include a requirement that a student attending such school outside
the United States is ineligible for loans made, insured, or guaranteed under part B of
subchapter IV of this chapter unléss

() In the case of a graduateedical school located outside the United States

(I)(aa) At least 60 percent of those enrolled in, and at least 60 percent of the
graduates of, the graduate medical school outside the United States were not
persons described in section 1091(a)(5) oftitiesin the year preceding the
year for which a student is seeking a loan under part B of subchapter IV of
this chapter; and

(bb) At least 60 percent of the individuals who were students or graduates of the
graduate medical school outside the UnitedeStar Canada (both nationals
of the United States and others) taking the examinations administered by the
Educational Commission for Foreign Medical Graduates received a passing
score in the year preceding the year for which a student is seeking a loan
under part B of subchapter IV of this chapter; or

(I The institution has a clinical training program that was approved by a State as
of January 1, 1992; or
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(ii) In the case of a veterinary school located outside the United States that does not
meetthee qui r ement s of section 1001(a)(4) o
complete their clinical training at an approved veterinary school located in the
United States.

(B) Advisory panel

(i) In general. For the purpose of qualifying as an institutiotler paragraph (1)(C)
of this subsection, the Secretary shall establish an advisory panel of medical
experts that shdil

() Evaluate the standards of accreditation applied to applicant foreign medical
schools; and

(I1) Determine the comparability didse standards to standards for accreditation
applied to United States medical schools.

(i) Special rule if the accreditation standards described in clause (i) are determined
not to be comparable, the foreign medical school shall be required to meet the
requirements of section 1001 of this title.

(C) Failure to release information. The failure of an institution outside the United States
to provide, release, or authorize release to the Secretary of such information as may
be required by subparagraph (Aa#l render such institution ineligible for the
purpose of part B of subchapter IV of this chapter.

(D) Special rule. If, pursuant to this paragraph, an institution loses eligibility to participate
in the programs under subchapter IV of this chapter andgof subchapter | of
chapter 34 of title 42, then a student enrolled at such institution may, notwithstanding
such loss of eligibility, continue to be eligible to receive a loan under part B while
attending such institution for the academic year sutingeghe academic year in
which such loss of eligibility occurred.

(3) Limitations based on course of study or enrollment. An institution shall not be considered
to meet the definition of an institution of higher education in paragraph (1) if such
institutiond

(A)Of fers more than 50 percent of such insti
the institution is an institution that meets the definition in section 2471 (4)(C) of this
title;

B)Enroll s 50 percent or mearrespoodence doweses, nst i t u
unless the institution is an institution that meets the definition in such section, except
that the Secretary, at the request of such institution, may waive the applicability of
this subparagraph to such institution for good caase&etermined by the Secretary in
the case of an institution of higher education that providesrad/ear program of
instruction (or both) for which the institution awards an associate or baccalaureate
degree, respectively;
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(C)Has a student enrollmein which more than 25 percent of the students are
incarcerated, except that the Secretary may waive the limitation contained in this
subparagraph for a nonprofit institution that providesoas 2 year program of
instruction (or both) for which theinstt ut i on awards a bachel or i
associatebdbs degree or a postsecondary dip

(D)Has a student enrollment in which more than 50 percent of the students do not have a
secondary school diploma or its recognized equivalent, aesl mbt provide a-@r 4-
year program of instruction (or both) f
degree or an associateds degree, respec
limitation contained in this subparagraph if a nonprofitiiason demonstrates to the
satisfaction of the Secretary that the institution exceeds such limitation because the
institution serves, through contracts with Federal, State, or local government
agencies, significant numbers of students who do not haaeoadary school
diploma or its recognized equivalent.

or
ti

(4) Limitations based on management. An institution shall not be considered to meet the
definition of an institution of higher education in paragraph @) if

(A) The institution, or an affiliate of thinstitution that has the power, by contract or
ownership interest, to direct or cause the direction of the management or policies of
the institution, has filed for bankruptcy, except that this paragraph shall not apply to a
nonprofit institution, the pmary function of which is to provide health care
educational services (or an affiliate of such an institution that has the power, by
contract or ownership interest, to direct
management or policies) that fileg fwankruptcy under chapter 11 of title 11 between
July 1, 1998, and December 1, 1998; or

B)The institution, the institutionbdbs ownher,
been convicted of, or has pled nolo contendere or guilty to, a cnraking the
acquisition, use, or expenditure of funds under subchapter IV of this chapter and part
C of subchapter | of chapter 34 of title 42, or has been judicially determined to have
committed fraud involving funds under subchapter IV of this chaptepart C of
subchapter | of chapter 34 of title 42.

B)Certification. The Secretary shal/l certify
higher education in accordance with the requirements of subpart 3 of part G of subchapter
IV of this chapter.

(6) Loss of eligibility. An institution of higher education shall not be considered to meet the
definition of an institution of higher education in paragraph (1) if such institution is
removed from eligibility for funds under subchapter IV of thiagter and part C of
subchapter | of chapter 34 of title 42 as a result of an action pursuant to part G of
subchapter IV of this chapter.
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(b) Proprietary institution of higher education

@QPrincipal criteria. For propeetap/ instijptmsod of t hi
hi gher educati onbd means a school that

(A) Provides an eligible program of training to prepare students for gainful employment
in a recognized occupation;

(B) Meets the requirements of paragraphs (1) and (2) of section 10Xltl{es title;
(C)Does not meet the requirement of paragraph (4) of section 1001 (a) of this title;

(D) Is accredited by a nationally recognized accrediting agency or association recognized
by the Secretary pursuant to part G of subchapter IV otttapter;

(E) Has been in existence for at least 2 years; and

(MHHas at | east 10 percent of the school ds r
from funds provided under subchapter IV of this chapter and part C of subchapter | of
chapter 34 of titlel2, as determined in accordance with regulations prescribed by the
Secretary.

2)Addi ti onal institutions. The term 6bébpropri
includes a proprietary educational institution in any State that, in lieu of theeeguit
in paragraph (1) of section 1001 (a) of this title, admits as regular students persons who
are beyond the age of compulsory school attendance in the State in which the institution
is located.

(c) Postsecondary vocational institution.
(1) Principalc r i t er i a. For the purpose of this sect.i

A

institutiondédbdodmeans a school t hat

(A) Provides an eligible program of training to prepare students for gainful employment
in a recognized occupation;

(B) Meets the requirermés of paragraphs (1), (2), (4), and (5) of section 1001 (a) of this
title; and

(C)Has been in existence for at least 2 years.

(2)Addi tional institutions. The term O6006postse
educational institution in an$tate that, in lieu of the requirement in paragraph (1) of
section 1001 (a) of this title, admits as regular students persons who are beyond the age
of compulsory school attendance in the State in which the institution is located.
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Chapter 4
APPLICATIONS, WAITING LIST AND TENANT SELECTION

INTRODUCTION

When a family wishes to receive assistance, under the HCV program the family must submit an
application that provides the PHA with the in
eligibility. HUD requires the PHA tplace all families that apply for assistance on a waiting list.

When HCV assistance becomes available, the PHA must select families from the waiting list in
accordance with HUD requirements and PHA policies as stated in the administrative plan and the
anrual plan.

The PHA is required to adopt clear policies and procedures for accepting applications, placing
families on the waiting list, and selecting families from the waiting list and must follow these
policies and procedures consistently. The actual andehich families are selected from the

waiting list can be affected if a family has certain characteristics designated by HUD or the PHA
that justify their selection. Examples of this are the selection of families for income targeting and
the selection fofamilies that qualify for targeted funding (Ndtiderly Disabled NED).

HUD regulations require that all families have an equal opportunity to apply for and receive
housing assistance, and that the PHA affirmatively further fair housing goals in the
administration of the program [24 CFR 982.53, HCV GB fi]4Adherence to the selection
policies described in this chapter ensures that the PHA will be in compliance with all relevant
fair housing requirements, as described in Chapter 2.

This chapter descrgs HUD and PHA policies for taking applications, managing the waiting list
and selecting families for HCV assistance. The policies outlined in this chapter are organized
into three sections, as follows:

Part I: The Application Processghis part providesraoverview of the application
process, and discusses how applicants can obtain and submit applications. It also
specifies how the PHA will handle the applications it receives.

Part Il: Managing the Waiting LisThis part presents the policies that goveow the

PHAGs waiting |ist is structured, when it
notified of the opportunity to apply for assistance. It also discusses the process the PHA
will use to keep the waiting list current.

Part Ill: Selection for HC\AssistanceThis part describes the policies that guide the
PHA in selecting families for HCV assistance as such assistance becomes available. It
also specifies how person interviews will be used to ensure that the PHA has the
information needed to mala final eligibility determination.
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PART |: THE APPLICATION PROCESS

4-1.A. OVERVIEW

This part describes the PHA policies for making applications available, accepting applications
making preliminary determinations of eligibility and the placement of aqmticon the waiting

|l ist. This part also describes the PHAG6s obl i
process to elderly persons, people with disabilities, and people with limited English proficiency
(LEP).

4-1.B. APPLYING FOR ASSISTANCE [HCV GB, pp. 4-1171 4-16, Notice PIH 200936

Any family that wishes to receive HCV assistance must apply for admission to the program.

HUD permits a PHA to determine the format and content of HCV applications, as well how such
applications will be made ailable to interested families and how applications will be accepted

by the PHA. The PHA must include Form HL2006, Supplement to Application for Federally
Assisted Housing, as part of the PHAGs applic

Housing Works Policy

Housing Works will use awo-step process to qualify families for housing assistance. In

the first step (application), Housing Works will require families to provide only the

i nformation needed to make an initial asse
waiting list [CFR 92.204(a)]:

1 Applicant name
Family unit size
Date and time of application receipt and number (if applicable)
Qualification for local preference for which the family is eligible

Racial or ethnic designation of the Head of Household

= =2 =4 A

Address and phone number
1 Basic Income Information

Applicants are asked to apply for the wait lists online at www.housorggs.org. Central
Oregon Community Service Agencies may assist their clients in filling out the online
application form. Upon request, Housing Works staff mitvide technical assistance for
clients filling out the online application.

The second step takes place when the applicant is selected from the Wait List; the family
will be required to provide all of the information necessary to establish eligibility an
level of assistance.

4-1.C. ACCESSIBILITY OF THE APPLICATION PROCESS
Elderly and Disabled Populations [24 CFR 8 and HCV GB, pp.4.17 4-13]

PHAs must take steps to ensure that the application process is accessible to those people who
might have difficlty complying with the normal, standard PHA application process. This could

Admin Plan 2/2018 Page4-2



Housing Works 2018Administrative Plan

include people with disabilities, certain elderly individuals, as well as persons with limited

English proficiency (LEP)PHAs must provide reasonable accommodation to the néeds o

individuals with disabilities. The applicatigaking facility and the application process must be

fully accessible, or a PHA must provide an alternate approach that provides full access to the
application process. Chapter 2 provides a full discussiéhamfu si ng Wor ks é pol i ci
providing reasonable accommodations for people with disabilities.

Limited English Proficiency

PHAs are required to take reasonable steps to ensure equal access to their programs and activities
by persons with limited Edigh proficiency [24 CFR 1]. Chapter 2 provides a full discussion on

the Housing Worksodé policies related to ensuri
proficiency (LEP).

4-1.D. PLACEMENT ON THE WAITING LIST

PHAs must review each completed-agplicaton received and make a preliminary assessment

of the familyds el i g-applicdtiong from familiedfex whomiheslistisa c c e p
open unless there is good cause for not accepting thegptieation (such as denial of

assistance) for the gunds stated in the regulations [24 CFR 982.206(b)(2)]. Where the family is
determined to be ineligible, PHAs must notify the family in writing [24 CFR 982.201(f)]. Where

the family is not determined to be ineligible, the family will be placed on a waisingf

applicants.

No applicant has a right or entitlement to be listed on the waiting list, or to any particular
position on the waiting list [24 CFR 982.202(c)].

Ineligible for Placement on the Waiting List
Housing Works Policy

Housing Works will not sreen applications for eligibility before placing them on the
waiting list.

Eligible for Placement on the Waiting List
Housing Works Policy

Housing Works will send email notification to all applicants that their name has been
placed on the waiting list.

Placement on the waiting list does not indicate that the family is, in fact, eligible for
assistance. A final determination of eligibility will be made after the family is selected
from the waiting list, and has provided Housing Works all additional infooma
necessary to make that determination.
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PART Il: MANAGING THE WAITING LIST

4-11.A. OVERVIEW

PHAs must have policies regarding various aspects of organizing and managing the waiting list
of applicant families. This includes opening the list to new aapls; closing the list to new
applicants, notifying the public of waiting list openings and closings, updating waiting list
information, purging the list of families that are no longer interested in or eligible for assistance,
as well as conducting outréato ensure a sufficient number of applicants.

In addition, HUD imposes requirements on how a PHA may structure its waiting list and how
families must be treated if they apply for assistance from a PHA that administers more than one
assisted housing progma

4-11.B. ORGANIZATION OF THE WAITING LIST [24 CFR 982.204 and 205]

PHAG6s HCV waiting |ist must be organized in s
identify and select families for assistance in the proper order, according to the admissions
policies described in this plan.

The waiting list must contain the following information for each applicant listed:
Applicant name;

Family unit size;

Date and time of application;

Quialification for any local preference;

1 Racial or ethnic designation of the heddousehold.

1
1
1
1

HUD requires the PHA to maintain a single waiting list for the HCV program unless it serves
more than one county or municipality. Such PHAs are permitted, but not required, to maintain a
separate waiting list for each county or municipalégved.

Housing Works Policy

Housing Works will maintain a single waiting list for the HCV program.

HUD directs that a family that applies for assistance from the HCV program must be offered the
opportunity to be placed on the waiting list for any publiasiog, projecbased voucher or
moderate rehabilitation program the PHA opera
open, and 2) the family is qualified for the other programs.

HUD permits, but does not require, that PHAs maintain a single mesgjédg list for their
public housing, Section 8 and other subsidized housing programs.

A familyés decision to apply for, recei
familyébs placement on t he HChichtwafanlymay I
qualify.

Housing Works Policy

Ve, or
i st 0

Housing Works will not merge the HCV waiting list with the waiting list for any other
program it operates.
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4-11.C. OPENING AND CLOSING THE WAITING LIST [24 CFR 982.206]
Closing the Waiting List

A PHA is permitted to close the waiting list if it has an adequate pool of families to use its
available HCV assistance. Alternatively, the PHA may elect to continue to accept applications
only from certain categories of families that meet particular preferendéesding criteria.

Housing Works Policy

Housing Works will take prapplications for the HCV Wait List each year in January for
five consecutive days

Reopening the Waiting List

If the waiting list has been closed, it cannot be reopened until the PH&hmsbha notice in local
newspapers of general circulation, minority media, and other suitable media outlets. The notice
must comply with HUD fair housing requirements and must specify who may apply, and where
and when applications will be received.

Housing Works Policy

For the HCV Program, Housing Works markets the annual waiting list opening dates all
year long, to ensure everyone is aware of the dates. Housing Works will give public
notice by publishing the relevant information in The Bend Bulletin,raaohtaining a

waiting list web site page that provides the waiting list application information. Housing
Works will work closely with Central Oregon Community Service Agencies to announce
the opening and offer technical assistance.

For a site based PrajeBased Voucher Program waiting list, Housing Works will use the
same method of opening the waiting list as above, although the 10 business day time
period may be shortened as necessary to achieve the project leasing goals.

4-11.D. FAMILY OUTREACH [HCV GB, pp. 42 to 44]

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

Because HUD requires the PHA to admit a specified percentageefeky low income

families to the program (see Chapter 4, Part IIl), the PHA may need to conduct special outreach
to ensure that an adequate number of such families apply for assistance [HCV @B,tp.4

21].

PHA outreach efforts must comply with f&iousing requirements. This includes:

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

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

1 Avoiding outreach efforts that prefer or exclude people who are members of a protected class
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PHA outreach efforts must be designed to inform qualified families about the availability of
assistance under the program. These affody include, as needed, any of the following
activities:

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

1 Providing application forms to other pubknd private agencies that serve the low income
population

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

Housing Works Policy

Housing Works will mortor the characteristics of the population being served and the
characteristics of the population as a whole in its jurisdiction. Targeted outreach efforts
will be undertaken if a comparison suggests that certain populations are being
underserved. Announgents of waiting list openings and other Housing Works activity

will be sent to all Central Oregon Community Service Agencies and housing advocates.

4-11.E. REPORTING CHANGES IN FAMILY CIRCUMSTANCES

Housing Works Policy

All applicants must keep their costaand preference information updated in the Rent
Café online system at all times.

4-11.F. UPDATING THE WAITING LIST [24 CFR 982.204]

HUD requires the PHA to establish policies to use when removing applicant names from the
waiting list.

Purging the Waiting List

The decision to withdraw an applicant family that includes a person with disabilities from the
waiting list is subject to reasonable accommodation. If the applicant did not respond to a PHA
request for information or updates , and the PHA deterntiva@she family did not respond

because of the family member s disability,
former position on the waiting lig24 CFR 982.204(c)(2)].

Housing Works Policy

Housing Works HCV Waiting List will be purged all applicants immediately prior to
opening the Wait List for new piapplications. All applicants will be informed of the
purge process upon application.

Removal from the Waiting List
Housing Works Policy

Applicants will be notified of the removatqress from the waiting list at the time of
their preapplication..
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PART Ill: SELECTION FOR HCV ASSISTANCE

4-111.A. OVERVIEW

As vouchers become available, families on the waiting list must be selected for assistance in
accordance with the policies desedbin this part.

The order in which families are selected from the waiting list depends on the selection method
chosen by the PHA and is impacted in part by any selection preferences for which the family
gualifies the source of HCV availability of targétiinding also may affect the order in which
families are selected from the waiting list.

The PHA must maintain a clear record of all information required to verify that the family is
selected from the waiting | i s4CeRI8D204h)and t o t
982.207(e)].

4-111.B. SELECTION AND HCV FUNDING SOURCES
Special Admissions [24 CFR 982.203]

HUD may award funding for specificallyamed families living in specified types of units (e.qg.,

a family that is displaced by demolition miiblic housing; a nepurchasing family residing in a

HOPE 1 or 2 projects). In these cases, the PHA may admit such families whether or not they are
on the waiting |ist, and, if they are on the
on thewaiting list. These families are considered +veaiting list selections. The PHA must

maintain records showing that such families were admitted with special program funding.

Targeted Funding [24 CFR 982.204(e)]

HUD may award a PHA funding for a specifieategory of families on the waiting list. The

PHA must use this funding only to assist the families within the specified category In order to
assist families within a targeted funding category, the PHA may skip families that do not qualify
within the tar@ted funding category. Within this category of families, the order in which such
families are assisted is determined according to the policies provided in SelitiGn 4

Housing Works Policy

Housing Works administers the following types of targeted fugdi
NED Voucher for the noelderly disabled.

Regular HCV Funding

Regular HCV funding may be used to assist any eligible family on the waiting list. Families are
selected from the waiting list according to the policies provided in Sectib:C4

4-111.C. SELECTION METHOD

PHAs must describe the method for selecting applicant families from the waiting list, including
the system of admission preferences that the PHA will use [982.202(d)].
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Local Preferences [24 CFR 982.207; HCV p.-46]

PHAs are permittecbtestablish local preferences, and to give priority to serving families that
meet those criteria. HUD specifically authorizes and places restrictions on certain types of local
preferences. HUD also permits the PHA to establish other local preferentgslistretion.

Any local preferences established must be consistent with the PHA plan and the consolidated
plan, and must be based on local housing needs and priorities that can be documented by
generally accepted data sources.

Housing Works Policy

Housirng Works has established the following local preferences:

Residency PreferencEor any family that resides in Crook, Deschutes or Jefferson
Counties or whose household includes a family member who works, or has been notified
that they are hired to work @rook, Deschutes or Jefferson Counties.

Single Applicant§ Single applicants who are elderly or disabled will be given a
selection priority over all Aot he-perseni ngl eo
household in which the individual membsmiot elderly or disabled. Such applicants

will be placed on the waiting list in accordance with any other preferences to which they

are entitled, but they cannot be selected for assistance before apgrsoe elderly or

disabled family.

Income Targeting Requirement [24 CFR 982.201(b)(2)]

HUD requires that extremely leimcome (ELI) families make up at least 75 percent of the
families admitted to the HCV program during t
annual incomes at or below 30 pemt of the area median income, whichever number is higher.

To ensure this requirement is met, a PHA may skipBlonfamilies on the waiting list in order

to select an ELI family.

Low income families admitted toothreder oghaml9.
Housing Act [24 CFR 982.4(b)], as well as limcome or moderatencome families admitted to

the program that are displaced as a result of the prepayment of the mortgage or voluntary

termination of an insurance contract on eligibledioaome housing, are not counted for income

targeting purposes [24 CFR 982.201(b)(2)(v)].

Housing Works Policy

Housing Works will monitor progress in meeting the ELI requirement throughout the
fiscal year. Extremely lowincome families will be selected frord waiting list ahead
of other eligible families on an ameded basis to ensure the income targeting
requirement is met.

Order of Selection

The PHA system of preferences may select families based on local preferences according to the
date and time of agipation, or by a random selection process (lottery) [24 CFR 982.207(c)]. If a

Admin Plan 2/2018 Page4-8



Housing Works 2018Administrative Plan

PHA does not have enough funding to assist the family at the top of the waiting list, it is not
permitted to skip down the waiting list to a family that it can afford to sutesighen there are
not sufficient funds to subsidize the family at the top of the waiting list [24 CFR 982.204(d) and

(el
Housing Works Policy

Families will be selected from the waiting list based on the targeted funding or selection
preference(s) for which they qualify for. Families will be selected in numerical order
based on the numbers that were assigned to each application, by lottery, at the time the
applications were placed on the waiting list. Documentation will be maintained by
Housng Works as to whether families on the list qualify for and are interested in targeted
funding. If a higher placed family on the waiting list is not qualified or not interested in
targeted funding, there will be a notation maintained so that HousingsWlods not

have to ask higher placed families each time targeted selections are made.

If the applicant claimed a residency preference on their original or updated application,
the following residency preference verification documentation must be recsived b
Housing Works at the time the applicant is pulled from the waiting list.

Proof that the head of household, spouse, dream currently lives in Deschutes, Crook
or Jefferson Counties:

T A copy of a wvalid driver 6s SHodiatSequritye, st a
printout letter which includes a current address. A letter from the local Homeless
Shelter indicating residency will also be accepted.

Proof that the head of household, spouse, dream currentlyvorksin Deschutes, Crook
or Jefferson Gunties:

1 A letter from the employer stating that the applicant is or will be employed in
Deschutes, Crook or Jefferson County. A copy of a valid paycheck stub with the

A

empl oyerd6s address will also be accepte

4-111.D. NOTIFICATION OF SELECTION

When a farly has been selected from the waiting list, the PHA must notify the family [24 CFR
982.554(a)].

Housing Works Policy

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

91 Date, time, and location of the scheduled group or individual orientation and
application interview, including any procedures for rescheduling the interview

Who is required to attend the interview

Documents that must be provided at the & to document the legal
identity of household members, including information about what constitutes
acceptable documentation
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1 Other documents and information that should be brought to the interview

If a notification letter is returned to Housing Workgiwno forwarding address, the
family will be removed from the waiting list. A notice of denial (see Chapter 3) will be
sent to the familybés address of record, as

4-11l.E. THE APPLICATION INTERVIEW

HUD recommends thdbhe PHA obtain the information and documentation needed to make an
eligibility determination though a fage-face interview with a PHA representative [HCV GB,
pg. 416]. Being invited to attend an interview does not constitute admission to the program.

Assistance cannot be provided to the family until all SSN documentation requirements are met.
However, if the PHA determines that an applicant family is otherwise eligible to participate in
the program, the family may retain its place on the waitingdisafperiod of time determined by
the PHA [Notice PIH 2013].

Reasonable accommodation will be made for persons with disabilities who are unable to attend
an interview due to their disability.

Housing Works Policy

Families selected from the waiting leste required to participate in either a group or
individual orientation and an eligibility interview.

The head of household and the spousb&ad are required to attend the interview
together. However, either the head of household or the spodssdaay attend the
interview on behalf of the family. Verification of information pertaining to adult

members of the household not present at the interview will not begin until signed release
forms are returned to Housing Works.

The interview will be conducteanly if the head of household and spousdiead

provides appropriate documentation of legal identity. (Chapter 7 provides a discussion of
proper documentation of legal identity). If the family representative does not provide the
required documentation,étappointment may be rescheduled when the proper
documents have been obtained.

The family must provide the information ne
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, Housing Works will provide the family with a written list of items that must

be submitted.

Pending disclosure and documentation of social security nuntbeBHA will allow the
family to retain its place on the waiting list 80 days If not all household members

have disclosed their SSNs at the next time Housing Works is issuing vouchers, Housing
Works will issue a voucher to the next eligible applidantily on the waiting list.

The family must provide the information ne
and determine the appropriate level of assistance, as well as completing required forms,
providing required signatures, and submitting regpidocumentation. If any materials
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are missing, Housing Works 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 withibO business days of the interview (Chapter 7 provides
details about longer submission deadlines for particular items, including documentation
of Social Security numbers and eligible noncitizen status). If the family is unable to
obtain the information or aterials 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
(See Chapter 3).

An adwocate, interpreter, or other assistant may assist the family with the application and
the interview process. Where an advocate, interpreter or other third party is used to assist
the family, the family and Housing Works will execute a certification attg$t the role

and assistance of the thipérty.

Interviews will be conducted in English. For limited English proficient (LEP) applicants,
Housing Works will provide translation services in accordance with its LEP plan.

If a family is unable to attend alseduled orientation or interview with good cause, the

family must contact Housing Works in advance of the interview to schedule a new
appointment.If a family does not attend their scheduled orientation, with good cause, but

calls the same day to notijousing Works, oif a family arrives on the same day too

late to attendheir scheduled orientation, with good caubke,family will be rescheduled

for the next available orientation whether it be the next day or the next mbrgh.

family does not d@éend their scheduled orientation and does not contact Housing Works

the day of the orientation, the family wil
and will have to reapply for the next open waiting li&pplicants who fail to attend a

schedukd orientation and interview without Housing Works approval will be denied
assistance based on the familybds failure t
eligibility. A notice of denial will be issued in accordance with policies contained in

Chapter 3.The applicant may apply for the next waiting list.

4-11l.F. COMPLETING THE APPLICATION PROCESS

The PHA must verify all information provided by the family (see Chapter 7). Based on verified
information, the PHA must make a final determination of eligip{lsee Chapter 3) and must
confirm that the family qualified for any special admission, targeted funding admission, or
selection preference that affected the order in which the family was selected from the waiting
list.

Housing Works Policy

If Housing Woks determines that the family is ineligible, Housing Works will send
written notification of the ineligibility determination within 10 business days of the
determination. The notice will specify the reasons for ineligibility, and will inform the
family of its right to request an informal review (Chapter 16).
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Chapter 5
BRIEFINGS AND VOUCHER ISSUANCE

INTRODUCTION

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

be eligible for the Housing Choice Voucher (HCV) progrém, PHA must ensure that the

family fully understands the way the program
program. This is accomplished through both an oral briefing and provision of a briefing packet
containing theHUD-required documentsd otherinformation the family needs to knaw

order to lease a unitundertheprogr@m ce t he family i1s fully info
requirements, the PHA issues the family a voucher. The voucher includes the ubit wizieh

the family qualifis based on the PHAOs s issusandexpirgionandar ds
dateof the voucher. The voucher is the document dléthiorizeghe family to begin its search

for a unit, and limits the amount of time the family has to successfully locatzeptable unit.

This chapter describes HUD regulations and PHA policies related to these topics in two parts:

Part I: Briefings and Family Obligations hi s part details the pro
for briefing families orally, and for providing writtenaterials describing the program

and its requirements. It includes a partic
program.

Part II: Subsidy Standards and Voucher IssuanceT hi s part di scusses
standards for determining how many bedro@nfiamily of a given composition qualifies

for, which in turn affects the amount of subsidy the family can receive. It also discusses
the policies that dictate how vouchers are issued, and how long families have to locate a
unit.

PART I: BRIEFINGS AND FAMIL Y OBLIGATIONS

5-1.LA. OVERVIEW

HUD regulations require the PHA to conduct mandatory briefings for applicant famii@s
qualify for a voucherThe briefing provides a broad description of owner and family

responsibilities, ex pdlinaludessnstrudiions oR kb todeaspa umit e d u r
This part describes how oral briefings will be conducted, specifies what written information will
be provided to families, and |ists the family

5-1.B. BRIEFING [24 CFR 982.30]

The PHA must give the family an oral briefing and provide the family with a briefing packet
containing written information about the program. Families may be briefed individually or in
groups. At the briefing, the PHA must ensure effective communicetiaocordance with
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Section 504 requirements (Section 504 of the Rehabilitation Act of 1973), and ensure that the
briefing site is accessible to individuals with disabilities. For a more thorough discussion of
accessibility requirements, refer to Chapter 2.

Housing Works Policy

Briefings will be conducted in either group or individual meetings.

Generally, the head of household is required to attend the briefing. If the head of
houselold is unable to attend, Housing Worksy approve another adult family mber
to attend the briefing.

Families that attendriefings and still need individual assistance willrbferred to an
appropriate Housing Workstaff person.

Briefings will be conducted in English. For limited English proficient (LEP) applicants,
HousingWor ks wi I I provide transl ation services
LEP plan (See Chapter 2).

Notification and Attendance

Housing Works Policy

Families will be notified of their eligibility for assistance at the time they are invited to
attend a befing. The notice will identify who is required to attend the briefing, as well as
the date and time of the scheduled briefing.

If the notice is returned by the post office with no forwarding address, the applicant will
be denied and their name will nat placed back on the waiting list. If the notice is
returned by the post office with a forwarding address, the notice wilkbenteto the
address indicated.

Applicants who fail to attend a scheduled briefing will automatically be schethrie
anotherbriefing. Housing Worksvill notify the family of the date and time of the second
scheduled briefing. Applicants who fail to attend tsetieduled briefings, Wiout
Housing Worksapproval, will be denied assistance (see Chapter 3).

Oral Briefing [24 CFR 982.301(a)]

Each briefing must provide information on the following subjects:

1 How the Housing Choice Voucher program works;
1 Family and owner responsibilities;

T Where the family can | ease a unit, i ncludi ng
jurisdiction;
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1 An explanation of how portability works. The PHA may not discourage the family from
choosing to live anywhere in the PHA jurisdiction or outside the PHA jurisdiction under
portability, unless otherwise expressly authorized by statute, regulatioiNd®iit¢, or court
order;

T The PHA must inform the family of how portab
through screening, subsidy standards, payment standards, and any other elements of the
portability process which may affect the fan

The advantages of areas that do not have a high concentrationiottowe families; and

1 For families receiving welfarto-work vouchers, a description of any local obligations of a
welfareto-work family and an explanation that failure to meet thegaiions is grounds for
denial of admission or termination of assistance.

Briefing Packet [24 CFR 982.301(b)]
Documents and information provided in the briefing packet must include the following:
T The term of the voucher , voliclesdmanyexensisnsefnsi ons

the term. If the PHA allows extensions, the packet must explain how the family can request
an extension.

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

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

1 Where the family may lease a unit and an explanation of how portability works, including

information on how portability may affect th
standards, payment standards, and any other elements of the popabiéys that may
affect the familybs assistance

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

1 The form the family must use to request approval of tenamzya description of the
procedure for requesting approval for a tenancy.

1 A statement of the PHA policy on providing information about families to prospective
owners.

1 The PHA subsidy standards including when and how exceptions are made.

Materials (e.g., brochures) on how to select a unit and any additional information on
selecing a unit that HUD provides.

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

1 Alist of landlords known to the PHA who may be willing to lease a unit to the family or
other resourcefe.g., newspapers, organizations, online search tools) known to the PHA that
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may assist the family in locating a unit. PHAs must ensure that the list of landlords or other
resources covers areas outside of poverty or minority concentration.

1 Notice that ifthe family includes a person with disabilities, the family may request a list of
available accessible units known to the PHA.

1 The family obligations under the program, including any obligations of a watarerk
family.

1 The grounds on which the PHA snterminate assistance for a participant family because of
family action or failure to act.

1 PHA informal hearing procedures including when the PHA is required to offer a participant
family the opportunity for an informal hearing, and how to request threnlgea

1 An explanation of the advantages of moving to an area that does not have a high
concentration of lowncome families

If the PHA is located in a metropolitan area, the following additional information must be
included in the briefing packet in orderreceive full points under SEMAP Indicator 7,
Expanding Housing Opportunities [24 CFR 985.3(g)].

1 Maps showing areas with housing opportunities outside areas of poverty or minority
concentration, both within its jurisdiction and its neighboring jurisaoicti

1 Information about the characteristics of these areas including job opportunities, schools,
transportation and other services.

1 An explanation of how portability works, including a list of portability contact persons for
neighboring PHAs including namesjdresses, and telephone numbers.

Additional Items to be Included in the Briefing Packet

In addition to items required by the regulations, PHAs may wish to include supplemental
materials to help explain the program to both participants and owners [HQ &BNotice
PIH 201019].

Housing Works Policy

Housing Works will provide the following additional materials in the briefing packet:
When Housing Worksé owned units are ava
that the family has the right to select aatigible unit available for lease, and is
not obligated to choose a Housing Woedkgned unit.

The HUD pamphlet on leablased paint entitleBrotect Your Family from Lead
in Your Home

Information on how to fill out and file a housing discrimination complim.
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The form HUD5380 domestic violence certification form and the form HUD
5382 notice of occupancy rights, which contains information on VAWA
protections for victims of domestic violence, dating violence, sexual assault, and
stalking

fls Fraud Worth t ? 0 ( f-141@IGKH whizh explains theypes of actions
a family must avoid and the penalties for program abuse

AWhat You Should Know about EIV, 0 a
Verification (EIV) system published by HUD as an attachment to Notice
PIH 201019

5-1.C. FAMILY OBLIGATIONS

Obligations of the family are described in the housing choice voucher (HCV) regulations and on
the voucher itself. These obligations include responsibilities the family is required to fulfill, as
well as prohibited amns. The PHA must inform families of these obligations during the oral
briefing, and the same information must be
unit is approved and the HAP contract is executed, the family must meet those obligations
order to continue participating in the program. Violation of any family obligation may result in
termination of assistance, as described in Chapter 12.

Time Frames for Reporting Changes Required By Family Obligations
Housing Works Policy

Unless othervdie noted below, when family obligations require the family to respond to a
request or notify Housing Works of a change, notifying Housing Works of the request or
change within 10 business days is considered prompt notice.

When a family is required to prie notice to Housing Works, the notice must be in
writing.
Family Obligations [24 CFR 982.551]
The family obligations of the voucher are listed as fottow
1 The family must spply any information that the PHA or HUD determines to be necessary,
includingsubmission of required evidenceaitizenship or eligible immigration status

1 The family must supply any information requested by the PHA or iWDse in a regularly
scheduled reexamination or interim reexamination of family income and composition.

1 Thefamily must dsclose and verify social security numbers and sign and submit consent
forms for obtaining information.

1 Any information supplied by the family must be true and complete
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1 The family is responsible for any Housing Quality Standards (HQS) bbsetitte family
caused by failure to pay tengmovided utilities or appliances, or damages to the dwelling
unit or premises beyond normal wear and tear caused by any member of the household or
guest,

Housing Works Policy

Damages beyond normal wear and tedél be considered to be damages which could be
assessed against the security deposit

1 The family must Bbow the PHA to inspect the unit at reasonable times and after reasonable
notice, as described in Chapter 8 of this plan.
1 The family must not commadny serious or repeated violation of the lease.

Housing Works Policy

Housing Works will determine if a family has committed serious or repeated violations of

the lease based on available evidence, including but not limited to, socdered

evicton,oran owner 6s notice to evict, police re|
neighbors, or other credible parties with direct knowledge.

Serious and repeated leagelations will include, but not be limited to, nonpayment of
rent, disturbance of neighbodgstruction of property, living or housekeeping habits that
cause damage to the unit or premises and criminal activity. Generally, the criterion to be
used will be whether or not the reason for the eviction was the fault of the tenant or
guests. Any incidnts of, or criminal activity related to, domestic violence, dating
violence, sexual assault or stalking will not be construed as serious or repeated lease
violations by the victim [24 CFR 5.2005(c)(1)].

1 The family must otify the PHA and the owner befoneoving out of the unit or terminating
the lease.

Housing Works Policy

The family must comply with lease requirements regardirigjen notice to the owner.
The family must providevritten notice to Housing Workat thesametime the owner is
notified.

Thefamily must promptly e the PHA a copy of any owner eviction notice.

The family must ge the assisted unit for residence by the family. The unit must be the
famil yéds only residence

1 The composition of the assisted family residing in the unit must fr@agd by the PHA.
The family must ppmptly notify the PHA in writing of the birth, adoption, or ceawarded
custody of a childThe family must request PHA approval to add any other family member
as an occupant of the unit.
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Housing Works Policy

The reqestto add a family membeanust be submitted in writing and approved prior to
the person moving into the unidousing Workswill determine eligibility of the new
member in accordance with the policies in Chapter 3.

The family must ppmptly notify the PHAIn writing if any family member no longer lives in
the unit.

If the PHA has given approval, a foster child or a-iivaide may reside in the unit. The

PHA has the discretion to adopt reasonable policies concerning residency by a foster child or
a live-in aide, and to define when PHA consent may be given or denied. For policies related
to the request and approval/disapproval of foster children, foster adults, amddides, see
Chapter 3 (Sections I.K and I.M), and Chapter 11 (Section 11.B).

The familymust not sublease the unit, assign the lease, or transfer the unit.

Housing Works Policy

Subleasing includes receiving payment to cover rent and utility costs by a person living in
the unit who is not listed as a family member.

The family must supply anpformation requested by the PH@A verify that the family is
living in the unit or information related to family absence from the unit.
The family must ppmptly notify the PHA when the family sbsent from the unit.

Housing Works Policy

Notice is requied under this provision only when all family members will be absent from
the unit for an extended period. An extended period is defined as any period greater than
30 calendar day$Vritten notice must be provided tdousing Worksat the start of the
extenekd absence.

The family must py utility bills and provide and maintain any appliances that the owner is
not required to provide under the lefserm HUD-52646, Vouchet]

The family must not own or have any interest in the unit, (other than in a coopenadiv
owners of a manufactured home leasing a manufactured home space).

Family members must not commit fraud, bribery, or any other corrupt or criminal act in
connection with the program. (See Chapter 14, Program Integrity for additional information).

Famly members must not engage in dingjated criminal activity or violent criminal activity
or other criminal activity that threatens the health, safety or right to peaceful enjoyment of
other residents and persons residing in the immediate vicinity pféneises. See Chapter

12 for HUD and PHA policies related to drogjated and violent criminal activity.
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1 Members of the household must not engage in abuse of alcohol in a way that threatens the
health, safety or right to peaceful enjoyment of the othélerts and persons residing in the
immediate vicinity of the premises. See Chapter 12 for a discussion of HUD and PHA
policies related to alcohol abuse.

1 An assisted family or member of the family must not receive HCV program assistance while
receiving andter housing subsidy, for the same unit or a different unit under any other
federal, state or local housing assistance program.

1 A family must not receive HCV program assistance while residing in a unit owned by a
parent, child, grandparent, grandchild, esigir brother of any member of the family, unless
the PHA has determined (and has notified the owner and the family of such determination)
that approving rental of the unit, notwithstanding such relationship, would provide
reasonable accommodation for enfly member who is a person with disabilitifSorm
HUD-52646, Voucher]
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PART II: SUBSIDY STANDARDS AND VOUCHER ISSUANCE

5-1l.LA. OVERVIEW

The PHA must establish subsidy standards that determine the number of bedrooms needed for
families of different sizeand compositions. This part presents the policies that will be used to
determine the family unit size (also known as the voucher size) a particular family should
receive, and the policies that govern making exceptions to those standards. The PHEKanust
establish policies related to the issuance of the voucher, to the voucher term, and to any
extensions of theoucherterm.

5-11.B. DETERMINING FAMILY UNIT (VOUCHER) SIZE [24 CFR 982.402]

For each family, the PHA determines the appropriate number ofdradronder the PHA

subsidy standards and enters the family unit size on the voucher that is issued to the family. The
family unit size does not dictate the size of unit the family must actually lease, nor does it
determine who within a household will sharbedroom/sleeping room.

The following requirements apply when the PHA determines family unit size:
1 The subsidy standards must provide for the smallest number of bedrooms needed to house a

family without overcrowding.

1 The subsidy standards must be coesiswith space requirements under the housing quality
standards.

1 The subsidy standards must be applied consistently for all families of like size and
composition.

1 A child who is temporarily away from the home because of placement in foster care is
consideed a member of the family in determining the family unit size.

1 A family that consists of a pregnant woman (with no other persons) must be treated as a two
person family.

1 Any live-in aide (approved by the PHA to reside in the unit to care for a family nmemhloe
is disabled or is at least 50 years of age) must be counted in determining the family unit size;

1 Unless a livan-aide resides with a family, the family unit size for any family consisting of a
single person must be either a zaaponebedroom unitas determined under the PHA
subsidy standards.

Housing Works Policy

Housing Workswill assign one bedroom for each two persons within the household,
except in the following circumstances:

Persons of the opposite sex (other than spouses, domestic padrarildren
under agd 0) will be allocated separate bedrooms.
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Live-in aides will be allocated a separate bedroom.
Single person families will be allocated one bedroom.

Foster children will be included in determining unit size only if they will be in the
unit for more than [6] months.

An additional bedroom will not be issued to a family with a newborn until the
child reaches the age of two years old. In cases where a family is in the process
of moving or at the annual recertification, the child wouldeh@vbe within three
months of their ? birthday for consideration of receiving a larger size voucher.

A head of household will not be combined with another family member other than
a spouse/ctiead or domestic partner in assigning a bedroom.

Housing Woks will reference the following chart in determining the appropriate voucher
size for a family:

Voucher Size Persons in Household

(Minimum 1 Maximum)

1 Bedroom 1-4
2 Bedrooms 2-6
3 Bedrooms 3-8
4 Bedrooms 4-10
5 Bedrooms 5-12

5-11.C. EXCEPTIONS TO SUBSIDY STANDARDS

In determining family unit size for a particular family, the PHA may grant an exception to its
established subsidy standards if the PHA determines that the exception is justified by the age,
sex, health, handicap, or relationship of family rbens or other personal circumstances

[24 CFR 982.402(b)(8)]. Reasons may include, but are not limited to:

1 A need for an additional bedroom for medical equipment

T A need for a separate bedroom for rea@®&ons
health condition

For a single person who is not elderly, disabled, or a remaining family member, an exception
cannot override the regulatory limit of a zero or one bedroom [24 CFR 982.402(b)(8)].
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Housing Works Policy

Housing Works will consider gréing an exception for any of the reasons specified in the
regulation: the age, sex, health, handicap, or relationship of family members or other
personal circumstances.

The family must request any exception to the subsidy standards in writing. The request

must explain the need or justification for a larger family unit size, and must include

appropriate documentation. Requests based on hretdtied reasons must be verified by

a knowledgeable professiorsdurce (e.g., doctor or health professionatjessthe

disability and the disabilityrelated request for accommodation is readily apparent or
otherwiseknown The familyds continued need for al
medical equipment must be-verified at annual reexamination.

Housing Works wl notify the family of its determination within 10 business days of
receiving the familyds request. I f a parti
inform the family of their right to request an informal hearing.

5-11.D. VOUCHER ISSUANCE [24 CFR 982.302]

When a family is selected from the waiting list (or as a special admission as described in Chapter
4), or when a participant family wants to move to another unit, the PHA issues a Housing Choice
Voucher, form HUDB52646. This chapter dealslgmvith voucher issuance for applicants. For
voucher issuance associated with moves of program participants, please refer to Chapter 10.

The voucher is the familyds authorization to
which the family qualies, and includes both the date of voucher issuance and date of expiration.

It contains a brief description of how the program works and explains the family obligations

under the program. The voucher is evidence that the PHA has determined the family to be

eligible for the program, and that the PHA expects to have money available to subsidize the

family if the family finds an approvable unit. However, the PHA does not have any liability to

any party by the issuance of the voucher, and the voucher dogsentitegfamily any right to
participate in the PHAO6s housing-526l6pi ce vouch

A voucher can be issued to an applicant family only after the PHA has determined that the
family is eligible for the program based werification of information received withithe 60
daysprior to issuance [24 CFR 982.201(e)] and after the family has attended an oral briefing
[HCV 8-1].

Housing Works Policy

Vouchers will be issued to eligible applicants immediatelpfahg the mandatory
briefing.
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The PHA should have sufficient funds to house an applicant before issuing a voucher. If funds
are insufficient to house the family at the top of the waiting list, the PHA must wait until it has
adequate funds before it calls another family from thgHi€tv GB p. 810].

Housing Works Policy

Prior to issuing any vouchers, the PHA will determine whether it has sufficient funding in
accordance with the policies in Part VIl of Chapter 16.

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

5-1l.LE. VOUCHER RESCISSIONS

Although vouchers are issued on the basis that the PHA will have enough money to subsidize
families that locate an apgpvable unit within the term of their voucher, it is possible for the PHA
to discover after vouchers have been issued that there is not enough funding to provide subsidy
to all of the applicant families that are currently searching for a unit

Housing Works Policy

If, due to budgetary constraintdpusing Workamust rescind vouchers that have already
been issued to familieslousing Workswill do so according to the instructions under
each of the categories beloMousing Workswill first rescind vouchers it fall under
Category 1. Vouchers in Category 2 will only be rescinded after all vouchers under
Category 1 have been rescinded.

Category 1: Vouchers for which a Request for Tenancy Approval (RTA) and proposed
lease have not been submittedHimusing Works

Category 2: Vouchers for which a Request for Tenancy Approval and proposed lease
have been submitted ousing Works

Rescinded vouchers will be chosen by lottery as funding becomes available. Rescinded
vouchers will not be purged from the waitingtli The waiting list will not be reopened
until all rescinded vouchers are reissued.

Families who have their voucher rescinded will be called and then notified in writing.

When funding is again available, families will be selected from the waitinig list
accordance with PHA selection policies described in Chapter 4.
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5-1l.LF. VOUCHER TERM AND EXTENSIONS
Voucher Term [24 CFR 982.303]
The initial term of a voucher must be at least 60 calendar days. The initial term must be stated on
the voucher [24 CFR 98203(a)].

Housing Works Policy

The initial voucher term will b&20calendar days.

The family must submit a Request for Tenancy Approval and proposed lease within the
120-day period unless Housing Works grants an extension.

Extensions of Voucher Term [24 CIR 982.303(b)]

The PHA has the authority to grant extensions of search time, to specify the length of an
extension, and to determine the circumstances under which extensions will be granted. There is
no limit on the number of extensions that the PHA camagp Discretionary policies related to
extension and expiration of search ti me must
CFR 982.54].

PHAs must approve additional search time if needed as a reasonable accommodation to make the
program accesisle to and usable by a person with disabilities. The extension period must be
reasonable for the purpose.

The family must be notified in writing of the
The PHAG6s deci sion t o dfehewyoucherterm g ooessitijectfoor an e
informal review [24 CFR 982.554(c)(4)].

Housing Works Policy

Housing Workswill approveanadditional30 dayextensionf needed as a reasonable
accommodation for a person with disabilities.

Suspensions of Voucher Terni24 CFR 982.303(c)]

The PHA must provide for suspension of the initial or any extended term of the voucher from the
date the family submits a request for PHA approval of the tenancy until the date the PHA notifies
the family in writing whether the requésas been approved or denied.

Expiration of Voucher Term

Once a familyds housing choice voucher term (
longer eligible to search for housing under the program. If the family still wishes to receive
assisance, the PHA may require that the family reapply, or may place the family on the waiting

list with a new application date but without requiring reapplication. Such a family does not
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become ineligible for the program on the grounds that it was unableate la unit before the
voucher expired [HCV GB p.-83].

Housing Works Policy

I f an applicant familyds v ouRHA&asapgrovedsm o
tenancy, the PHAwill requirethe familyto reapply for assistance

Within 10 business ga after the expiration of the voucher term or any extension,

Housing Works will notify the family in writing that the voucher term has expired and
that the family must reapply in order to be placed on the waiting list.
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Chapter 6
INCOME AND SUBSIDY DETERMINATI ONS
[24 CFR Part 5, Subparts E and F; 24 CFR 982]

INTRODUCTION

A familyds i ncome determines eligibility for
payment and the PHAOGs subsidy. The PHA will
chapter to ensure that only eligible families receive assistance and that no family pays more or
less than its obligation under the regulations. This chapter describes HUD regulations and PHA
policies related to these topics in three parts as follows:

u

1 Part t Annual IncomeHUD regulations specify the sources of income to include and
exclude to arrive at a familyds annual i ncol
calculating annual income are found in Part I.

{1 Part Il: Adjusted IncomeOnce annual inconteas been established HUD regulations
require the PHA to subtract from annual income any of five mandatory deductions for which
a family qualifies. These requirements and PHA policies for calculating adjusted income are
found in Part 1.

1 Part Ill: Calculaing Family Share and PHA Subsidihis part describes the statutory
formula for calculating total tenant payment (TTP), the use of utility allowances, and the
methodology for determining PHA subsidy and required family payment.

PART I: ANNUAL INCOME

6-1.A. OVERVIEW
The general regulatory definition ahnual incomeshown below is from 24 CFR 5.6009.

5.609 Annual income.
(&) Annual income means all amounts, monetary or not, which:

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

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

(3) Which are not specifically excluded in paragraph($(6)].

(4) Annual income also means amounts derived (during thedi2h period) from assets to
which any member of the family has access.
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In addition to this general definition, HUD regulations establish policies for treating specific
types of income andssets. The full texts of those portions of the regulations are provided in
exhibits at the end of this chapter as follows:

Annual Income Inclusions (Exhibit®)

Annual Income Exclusions (Exhibit®)

Treatment of Family Assets (Exhibit3

Earned Incoe Disallowance for Persons with Disabilities (Exhib#)6
The Effect of Welfare Benefit Reduction (Exhibit@

Sections 6.B and 61.C discuss general requirements and methods for calculating annual
income. The rest of this section describes how saalhce of income is treated for the purposes
of determining annual income&lUD regulations present income inclusions and exclusions
separately [24 CFR 5.609(b) and 24 CFR 5.609(c)]. In this plan, however, the discussions of
income inclusions and exclusioare integrated by topic (e.g., all policies affecting earned
income are discussed together in sectidiD§. Verification requirements for annual income are
discussed in Chapter 7.

= =2 4 -4 -

6-1.B. HOUSEHOLD COMPOSITION AND INCOME

Income received by all family mabers 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 which sources of income are counted vary somewhat by family
member. The chart e 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 CFR 5.609(c)(5

Foster child or foster adult Income from all sources is excled [24 CFR 5.609(c)(2)].

Head, spouse, or cohead All sources of income not specifically excluded by the
Other adult family members | regulations are included.

Children under 18 years of ag Employment income is excluded [24 CFR 5.609(c)(1)].

All other souces of income, except those specifically
excluded by the regulations, are included.

Full-time students 18 years ol Employment income above $480/year is excluded [24 (
age or older (not head, spous| 5.609(c)(11)].
or cohead)
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All other sources of incomexcept those specifically
excluded by the regulations, are included.

Temporarily Absent Family Members

The income of family members approved to live in the unit will be counted, even if the family
member is temporarily absent from the unit [HCV GB, {185

Housing Works Policy

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 individuaho is oris expected to be absent from the

assisted unit for more than 180 consecutive days is considered permanently absent and no
longer a family member. Exceptions to this general policy are discussed below.

Absent Students

Housing Works Policy

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

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].

Housing Warks Policy

If a child has been placed in foster care, Housing Works will verify with the appropriate
agency whether and when the child is expected to be returned to the home. Unless the
agency confirms that the child has been permanently removed frorarteg the child

will be counted as a family member.

Absent Head, Spouse, or Cohead

Housing Works Policy
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An employed head, spouse, or cohead absent from the unit more than 180 consecutive
days due to employment will continue to be considered a family member.
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 considered a family member and the income of that person is not counted [HCV GB,

p. 522].

Housing Works Policy

Housing Works will request verification from a responsible medical professional and will
use this determination. If the responsible medical professional cannot provide a
determination, the person generally will be considered tempoadnsent. 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 has been counted as a family member is determined
permanently absentyé family is eligible for the medical expense deduction only if the
remaining head, spouse, orleead qualify as an elderly person or a person with
disabilities.

Joint Custody of Dependents
Housing Works Policy

Dependents that are subject to a joint aigt@rrangement 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 familwith primary custody at the time of the initial examination or
reexamination will be able to claim the dependents. If there is a dispute about which
family should claim them, Housing Works will make the determination based on
available documents such asuct orders, or an IRS return showing which family has
claimed the child for income tax purposes.

Caretakers for a Child

Housing Works Policy

The approval of a caretaker is at the owner and Housing Works discretion and subject to
the owner and HousingWdiks s creening criteria. I'f nei t|
guardian remains in a household receiving HCV assistance, Housing Works will take the

following actions.

() If aresponsible agency has determined that another adult is to be brought into the
asssted unit to care for a child for an indefinite period, the designated caretaker will
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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 child withouhtlviement 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 have elapsed, the
caretaker will be considered a family member unless information is ptbthde
would confirm that the caretakerds rol e i
will extend the caretakerds status as an

(3) At any time that custody or guardianship legally has been awarded to a caretaker, the
housing choice wacher 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.

6-1.C. ANTICIPATING ANNUAL INCOME

The PHA is required to count all income fdanti
family duringthe 12Zmont h peri od f ol Il owi ng admi ssion or a
[24 CFR 5.609(a)(2)]. Policies related tatiaipating annual income are provided below.

Basis of Annual Income Projection

The PHA generally will use current circumstances to determine anticipated income for the
coming 12month period. HUD authorizes the PHA to use other than current circumstances
anticipate income when:

1 Animminent change in circumstances is expected [HCV GB,17]5

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

1 The PHA believes that past incometie best available indicator of expected future income
[24 CFR 5.609(d)]

PHAs are required to use HUDOGs Enterprise 1In
as a third party source to verify employment and income information, and to reduce

administative subsidy payment errors in accordance with HUD administrative guidance [24

CFR 5.233(a)(2)].

HUD allows PHAs to use tenaptovided documents (pay stubs) to project income once EIV
data has been received in such cases where the family does nta thepklV employer

data and where the PHA does not determine it is necessary to obtain additionzdtyird

data.
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Housing Works Policy

When EIV is obtained and the family does not dispute the EIV employer data, Housing
Works will use current tenaiprovided documents to project annual income. When the
tenantprovided documents are pay stubs, Housing Works will make every effort to
obtain current and consecutive pay stubs dated within the last 60 days.

Housing Works will obtain written and/or oral thip@rty verification in accordance with
the verification requirements and policy in Chapter 7 in the following cases:

If EIV or other UIV data is not available,
If the family disputes the accuracy of the EIV employer data, and/or
If Housing Works determinesdditional information is needed.

In such cases, Housing Works will review and analyze current data to anticipate annual
income. In all cases, the family file will be documented with a clear record of the reason
for the decision, and a clear audit traillwe left as to how Housing Works annualized
projected income.

When Housing Works cannot readily anticipate income based upon current circumstances
(e.g., in the case of seasonal employment, unstable working hours, or suspected fraud),
Housing Works wilreview 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 incomeAnytime current circumstances are not used to project annual income, a

clear ratiomle for the decision will be documented in the file. In all such cases the family

may present information and documentation to Housing Works to show why the historic
pattern does not represent the familybs an

Known Changes in Income
If Housing Works verifies an upcoming increase or decrease in income, annual income

will be calculated by applying each income amount to the appropriate part of the 12
month period.

Example: An employer reports that a fuiilme employee who has been receiviGgh®ur
will begin to receive $6.25/hour in the eighth week after the effective date of the

reexamination. In such a case Housing Works would calculate annual income as fgllows:
($6/hour x 40 hours x 7 weeks) + ($6.25 x 40 hours x 45 weeks).

The family maypresent information that demonstrates that implementing a change before

its effective date would create a hardship for the family. In such cases Housing Works

will calculate annual income using current circumstances and then require an interim
reexaminatia when the change actually occurs. This requirement will be imposed even if
Housing Worksé policy in Chapter 11 does n
types of changes.
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Projecting Income

Il n HUDGs EIV webcast of J &HAsare yottQuOEY, HUD mad
guarterly wages to project annual income.

6-1.D. EARNED INCOME

Types of Earned Income Included in Annual Income

Wages and Related 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)].

Housing Works Policy

For persons who regularly receive bonuses or commissions, Housing Works will verify
and then average aunts received for the two years preceding admission or
reexamination. If only a oRgear history is available, Housing Works will use the prior
year amounts. In either case the family may provide, and Housing Works will consider, a
credible justificatiorfor not using this history to anticipate future bonuses or
commissions. If a new employee has not yet received any bonuses or commissions,
Housing Works will count only the amount estimated by the empldyes file will be
documented appropriately.

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)(8)Exceptfor the special pay to a family member serving in the Armed Forces
who is exposed to hostile fire [24 CFR 5.609(d)(7)

Types of Earned IncomeNot Counted in Annual Income

Temporary, Nonrecurring, or Sporaditncome[24 CFR 5.609(c)(9)].

This type of income (including gifts) is not included in annual incdperadic income includes
temporary payments from the U.S. Gaa Bureau for employment lasting no longer than
180days [Notice PIH 2009.9].

Housing Works Policy

Sporadic income is income that is not received periodically and cannot be reliably
predicted. For example, the income of an individual who works occalyi@sah

handyman would be considered sporadic if future work could not be anticipated and no
historic, stable pattern of income existed.
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Children&s Earnings

Employment income earned by children (including foster children) under the age of 18 years is
not included in annual incom@4 CFR 5.609(c)(1)}See Eligibility chapter for a definition of
foster children)

Certain Earned Income of FulTime Students.

Earnings in excess of $480 for each-tuthe student 18 years old or older (except for the head,
smuse, or cohead) are not counted-tfjiz:mé€, GFR 5. 6
student must He meondiydeame ¢ diufcwltli on al institut
program [HCV GB, p. 29].

Income of a Livein Aide.

Income earned ba live-in 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 ofiivaides.)

Income Earned under Certain Federal Programs.

Income from some federal programs is s$iieally excluded from consideration as income [24
CFR 5.609(c)(17)], including:

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

1 Awards under the federal wesdtudy program (20 U.S.C. 1087 uu)

Payments rezived from programs funded under Title V of the Older Americans Act of 1985
(42 U.S.C. 3056(f))

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

1 Allowances, earnings, dmpayments to participants in programs funded under the Workforce
Investment Act of 1998 (29 U.S.C. 2931)

Resident Service Stipend.

Amounts received under a resident service stipend are not included in annual income. A resident
service stipend is a modeshount (not to exceed $200 per individual per month) received by a
resident for performing a service for the PHA or owner, on atpaet basis, that enhances the

quality of life in the development. Such services may include, but are not limited fmatfioé

hall monitoring, lawn maintenance, resident initiatives coordination, and serving as a member of
the PHAGs governing board. No resident may re
same period of time [24 CFR 5.600(c)(8)(iv)].
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State and LocaEmployment Training Programs.

Incremental earnings and benefits to any family member resulting from participation in
qualifying state or local employment training programs (including training programs not
affiliated with a local government) and traininbeofamily 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 wieh the family member participates in the training program [24 CFR
5.609(c)(8)(V)].

Housing Works Policy

Housing Works definesaining programas fa | earning process Wwi:
objectives, generally having a variety of components, and taking placeiiea of

sessions over a period to time. It is designed to lead to a higher level of proficiency, and it
enhances the individual ds ability to obtai
standards to measure proficiency. Training may include, but ismicédi to: (1)

classroom training in a specific occupational skill, (2tlo&job training with wages
subsidized by the program, or £3%)3.basic ed

Housing Works definesicremental earnings and benefés the differace 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 amount of welfare assistance and
earnings of the family member after enrollment in the program [expiredeNeli¢ 982,

pp. 34].
In calculating the incremental difference, Housing Works will use as thenpoiment
income the total annualized amount of the

earnings reported on the f-&068] ydos most rec

End of participation in a training program must be reported in accordance with Housing
Workds interim reporting requirements.

HUD-Funded Training Programs.

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

Housing Works Policy

To qualify as a training program, the program must meet the definitiwaioing
programprovided above for state and local employment training programs.
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Earned Income Tax Credit.

Earned income tax credit (EITC) refund paymentsiveceon or after January 1, 1991 (26

U.S.C. 32())), are excluded from annual income [24 CFR 5.609(c)(17)]. Although many families
receive the EITC annually when they file taxes, an EITC can also be received throughout the

year. The prorated share of thenam a | EI'TC is included in the emp

Earned Income Disallowance

The earned income disallowance for persons with disabilities is discussed in sddfdre®w.

6-1.E. EARNED INCOME DISALLOWANCE FOR PERSONS WITH DISABILITIES
[24 CFR 5617;Streamlining Final Rule (SFR) Federal Register 3/8/16]

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 d 24 CFR 5.617 is included as Exhibid6at the end of this chapter. Eligibility criteria and
limitations on the disallowance are summarized below.

Eligibility
This disallowance applies only to individuals in families already participating in the HCV

progam (not at initial examination). To qualify, the family must experience 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 ne or more years prior to employmeRteviously unemployedcludes 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 thers i higher state or local minimum wage.

1 Increased earnings by a family member who is a person with disabilities and whose earnings
increase during participation in an economic-sefficiency or jobtraining program. A self
sufficiency program includes@ogram designed to encourage, assist, train, or facilitate the
economic independence of HH3sisted 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 Temporary Assistance 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 athfgon
maintenance, there is no minimum amount. If the benefits or services are received in a form
other than monthly maintenance, such astone payments, wage subsidies, or
transportation assistance, the total amount received over thesih period mst be at least
$500.
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Calculation of the Disallowance

Calculation of the earned income disallowance for an eligible member of a qualified family
begins with a comparison of the member6s currtr
The f ami | yasehme imdoraeristis or ber income immediately prior to qualifying for

the EID. The family memberds baseline income
she is participating in the EID. While qualification for the disallowance is the saral for

families, calculation of the disallowance will differ depending on when the family member

qualified for the EID. Participants qualifying prior to May 9, 2016, will have the disallowance
calcul ated under the fAOri giwwhichréailecauaxantumon Me
lifetime disallowance period of up to 48 consecutive months. Participants qualifying on or after

May 9, 2016, wil/ be subject to the fiRevised
disallowance period to 24 consecutivenths.

Under both the original and new methods, the EID eligibility criteria, the benefit amount, the
single lifetime eligibility requirement and the ability of the applicable family member to stop and
restart employment during the eligibility period ane same.

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 coostve.

Housing Works Policy

The initial EID exclusion period will begin on the 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 Phaeln.

During the second &honth exclusion period, the exclusion is reduced to 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 fowyear eligibility period begins at
the same time that the initial exclusion period begins and ends 48 months later. -Tineeone
eligibility for the EID applies even if the eligible individual liegto receive assistance from
another housing agency, if the individual moves between public housing and Section 8
assistance, or if there are breaks in assistance.
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Housing Works Policy

During the 48month eligibility period, Housing Works will scheduledaconduct an
interim reexamination each time there is a
that affects or is affected by the EID (e.
level at or below his/her prequalifying income, when one of tieusion periods ends,

and at the end of the lifetime maximum eligibility period).

RevisedCalculation Method
Initial 12-Month Exclusion

During the initial exclusion period of 12 consecutive months, the full amount (100 percent) of
any increase in incometabutable to new employment or increased earnings is excluded.

PHA Policy

The initial EID exclusion period will begin on the first of the month following the date an
eligible member of a qualified family is first employed or first experiences an inarease
earnings.

Second 12Month Exclusion

During the second exclusion period of 12 consecutive months, the PHA must exclude at least 50
percent of any increase in income attributable to employment or increased earnings.

PHA Policy

During the second &honthexclusion period, the PHA will exclude 100 percent of any
increase in income attributable to new employment or increased earnings.

Lifetime Limitation

The EID has a twayear (24month) lifetime maximumThe twayear eligibility period begins at
the sameiine that the initial exclusion period begins and ends 24 monthsDateng the 24
month period, an individual remains eligible for EID even if they begin to receive assistance
from a different housing agency, move between public housing and Sectisist8rase, or have
breaks in assistance.

6-I.F. BUSINESS INCOME [24 CFR 5.609(b)(2)]

Annual income includes Athe net income from t
Expenditures for business expansion or amortization of capital indebtedness sbalusetl as
deductions in determining net income. An allowance for depreciation of assets used in a business
or profession may be deducted, based on straight line depreciation, as provided in Internal

Revenue Service regulations. Any withdrawal of casfissets from the operation of a business
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or profession will be included in income, except to the extent the withdrawal is reimbursement of
cash or assets invested in the operation by

Business Expenses

Net i ncomendomeiglreossss busi nes-$89.expenseo [ HCV

Housing Works Policy

To determine business expenses that may be deducted from gross income, Housing
Works will use current applicable Internal Revenue Service (IRS) rules for determining
allowable businessxpenses [see IRS Publication 535], unless a topic is addressed 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.

Housing Works Policy

Bugness expansiois defined as any capital expenditures made to add 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 plurpo
adding street cleaning to the services offered by the business 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 deduct from gross income the amortization of capital
indebtedness.

Housing Works Policy

Capital indebtedness defined as the principal portion of the payment on a capital asset
such as land, buildings, d@machinery. This means Housing Works will allow as a
business expense interest, but not principal, paid on capital indebtedness.

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.
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Withdrawal 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 professioesmthe withdrawal reimburses a family
member for cash or assets invested in the business by the family.

Housing Works Policy

Acceptable investments in a business include cash loans and contributions of assets or
equipment. For example, if a member ofaasisted family provided an dmnt loan of
$2,000 to help a business get started, Housing Works 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 valtitabor contributed to the business without
compensation.

Co-owned Businesses

Housing Works Policy

If a business is cowned with someone outside the family, the family must document the
share of the business it owlowserthahitsshateef f ami
ownership, the family must document the reasons for the difference.

6-1.G. ASSETS [24 CFR 5.609(b)(3); 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 income thaticipatedi i nt er est , di vi dends, and
any kind from real or personal propertyo [24

income from various types of assets is determined. For most typestsf Hss&®HA must

determine the value of the asset in order to compute income from the asset. Therefore, for each
asset type, this section discusses:

1 How the value of the asset will be determined

1 How income from the asset will be calculated

Exhibit 6-1 provdes the regulatory requirements for calculating income from assets [24 CFR
5.609(b)(3)], and Exhibit-@ provides the regulatory definition nét family assetsThis section
begins with a discussion of general policies related to assets and then pirividiesles and
PHA policies related to each type of asset.

Optional policies for family sel€ertification of assets are found in Chapter 7.
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General Policies

Income from Assets

The PHA generally will use current circumstances to determine both the vaoesset and the
anticipated income from the asset. As is true for all sources of income, HUD 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 feasiblanticipate a level of income over 12 months or

(3) the PHA believes that past income is the best indicator of anticipated income. For example, if
a family member owns real property that typically receives rental income but the property is
currently vacat, the PHA can take into consideration past rental income along with the

prospects of obtaining a new tenant.

Housing Works Policy

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

for the decision will be documentéadthe file. In such cases the family may present

information and documentation to Housing Works to show why the asset income
determination does not represent the fami/|

Valuing Assets

The calculation of asset income sometimegpiires the PHA to make a distinction between an
assetds mar ket value and its cash value.

1 The market value of an asset is its wortlthe markef{e.g., the amount a buyer would pay
for real estate or thtal value ofan investment account).

9 The cash ae of an asset is its market value less all reasonable amounts that would be
incurred when converting the asset to cash.

Housing Works Policy

Reasonable costs that would be incurred when disposing of an asset include, but are not
limited to, penalties fopremature withdrawal, broker and legal fees, and settlement costs
incurred in real estate transactions [HCV GB, 28}

Lump-Sum Receipts

Payments that are received in a single lump sum, such as inheritances, capital gains, lottery
winnings, insuranceettlements, and proceeds from the sale of property, are generally considered
assets, not income. However, such lusain receipts are counted as assets only if they are
retained by a family in a form recognizable as an asset (e.g., deposited in a sasitegking

account) [RHIIP FAQs]. (For a discussion of lkisgpm payments that represent the delayed start
of a periodic payment, most of which are counted as income, see seelidnangl 61.1.)
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Imputing Income from Assetf24 CFR 5.609(b)(3)Notice PIH 201229]

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. When the family has net family assets in excess
of $5,000, the PHA will include in annual income theagee 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 value of all family assets by an average passbook savings rate as
determined by the PHA.

1 Note: The HUD ield office no longer provides an interest rate for imputed asset income. The
Afisafe harboro is now for the PHA to establis
national average.

1 The PHA must revieuts passbook rate annually to ensure that it remaitisn 0.75 percent
of the national average.

Housing Works Policy

Housing Workswill initially set the imputed asset passbook rate at the national rate
established by the Federal Deposit Insurance Corporation (FDIC).

Housing Workswill review the passboofate annually, in December of each year. The
rate will not be adjusted unless the current PHA rate is no longer Withipercentof

the national rate. If it is no longer with@n75 percentof the national rate, the passbook
rate will be set at the aant national rate.

Changps to the passbook rate will eakffect on February 1 following the December
review.

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. When the 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 incendetermined by annualizing the
actual mont hly rental amount received for the
value. However, if the asset is a savings account, the anticipated income is determined by
multiplying the market value of treccount by the interest rate on the account.

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 f&argxample, when a

family member retires, the amount received by the family from a retiramergtmenplan is

not counted as income until the family has received payments equal to the amount the family
member deposited into the retirementestmenplan
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Jointly Owned Assets

The regulation at 24 CFR 5.609(a)
(duringthe 12nont h peri od) from assets t

Housing Works Policy

If an asset is owned by mattean one person and any family member has unrestricted

access to the asset, Housing Works 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 aryf the other owners.

If an asset is owned by more than one person, including a family member, but the family
member does not have unrestricted access to the asset, Housing Works will prorate the

asset according to the percentage of ownership. If no pageeis specified or provided
for by state or local law, Housing Works will prorate 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 amebsigir 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.

Minimum Threshold

TheHVC Guideboolpermits the PHA to set a threshold helwhich assets disposed of for less
than fair market value will not be counted [HCV GB, {£3.

Housing Works Policy

Housing Works will not include the value of assets disposed of for less than fair market
value unless the cumulative fair market valualbassets 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 asset(s) also
expires. If the tweyear period ends between annwedertifications, the family may
request an interim recertification to eliminate consideration of the asset(s).

Assets placed by the family in nonrevocable trusts are considered assets disposed of for

less than fair market value except when the assetsdpiadrust were received through
settlements or judgments.
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Separation or Divorce

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

Housing Works Policy

All assets disposed of as part of a separation or divorce settlement will be considered
assets for which important consideration not measeiiabmonetary 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,
mediation, 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

Housing Works Policy

Families must sign a declaration form at initial certification and each knnua

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.
Housing Works may verify the value of the assets disposed of if otloemiafion

available to Housing Works 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 accocamb, valudhas the same meaningraarket
value If a checking account does not bear interest, the anticipated income from the account is

Zero.

Housing Works Policy

In determining the value of a checking and savings account, Housing Works will use the
current balance of the account. In determining the ipatied income from an interest
bearing checking or savings account, Housing Works will multiply the value of the
account by the current rate of interest paid on the account.
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Investment Accounts Such as Stocks, Bonds, Saving Certificates, and Money Maukets-

Interest or dividends earned by investment accounts are counted as actual income from assets
even when the earnings are reinvested. The cash value of such an asset is determined by
deducting from the market value any broker fees, penalties for eiingrawal, or other costs of
converting the asset to cash.

Housing Works Policy

In determining the market value of an investment account, Housing Works will use the
value of the account on the most recent investment report.

How anticipated income from anvestment 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 return (e.g., savings certificates), asset income will be calculated based
on that known rate (markealue multiplied by rate of earnings). When the anticipated

rate of return is not known (e.g., stocks), Housing Works will calculate asset income
based on the earnings for the most recent reporting period.

Equity in Real Property or Other Capital Invesints
Equity (cash value) in a property or other capital asset is the estimated current market value of
the 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 H$$€V GB, p. 525].

Housing Works Policy

In determining the equity, Housing Works will determine market value by examining
recent sales of at least three properties in the surrounding or similar neighborhood that
possess comparable factors that affecketaralue using either Zillow or Realtor.com.

Housing Works will first use the payoff amount for the loan (mortgage) as the unpaid
balance to calculate equity. If the payoff amount is not available, Housing Works will use
the basic loan balance informatitmdeduct from the market value in the equity
calculation.

Equity in real property and other capital investments is considered in the calculation of asset
incomeexceptfor the following types of assets:
Equity accounts in HUD homeownership programs [ERE.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)]
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1 Equity in ownefoccupied cooperatives and manufactured homesghich the family lives
[HCV GB, p. 525]

1T EqQuity in real property when a family member
5-25]. This real estate is considered a business asset, and income related to this asset will be
calculated as describedsection 6l.F.

Interests in Indian Trust lands [24 CFR 5.603(b)]

Real property and capital assets that are part of an active business or farming operation [HCV
GB, p. 525]

The PHA must also deduct from the equity the reasonable costs for convertisgehéo

cash. Using the formula for calculating equity specified above, the net cash value of real
property is the market value of the loan (mortgage) minus the expenses to convert to cash
[Notice PIH 20123].

Housing Works Policy

For the purposes of kallating expenses to convert to cash for real property, Housing
Works will use ten percent of the market value of the home.

A family may have real property as an asset in two ways: (1) owning the property itself and (2)
holding a mortgage or deed of trus 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 other payment 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 cash value of the asset. The interest portion only of payments made to
the family in accordance with the terms of thertgage or deed of trust is counted as anticipated
asset income.

Housing Works Policy

I n the case of capital i nvest ments owned |
prorated share of the propert yeSsHousiagsh val u
Works 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
granta) transfers property to a second party (the trustee) who holds the property for the benefit

of one or more third parties (the beneficiaries).

Revocable Trusts
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If any member of a family has the right to withdraw the funds in a trust, the value of the trust
considered an asset [HCV GB, p25]. Any income earned as a result of investment of trust

funds is counted as actual asset income, whether the income is paid to the family or deposited in
the trust.

Nonrevocable Trusts

In cases where a trust is mevocable 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 to the family
from such a trust is counted as a periodic payment or asumpreceipt, as appropriated[ZFR
5.603(b)]. (Periodic payments are covered in sectibhl 6Lump-sum receipts are discussed

earlier in this section.)

Retirement Accounts

Company Retirement/Pension Accounts

In order to correctly include or exclude as an asset any amount heldrirparopretirement or
pension account by an employed person, the PHA must know whether the money is accessible

before retirement [HCV GB, p-86].

While a family member is employed, only the amount the family member can withdraw without
retiring or terminahg employment is counted as an asset [HCV GB;26]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. 5
26], except tdhe extent that it represents funds invested in the account by the family member.
(For more on periodic payments, see sectibidg The balance in the account is counted as an
asset only if it remains accessible to the family member.

IRA, Keogh, and Siilar Retirement Savings Accounts

IRA, Keogh, and similar retirement 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 gemedyjecoin collections, antique cars,
etc., is considered an asset [HCV GB, {25.

Housing Works Policy

In determining the value of personal property held as an investment, Housing Works will
use the f amil y o6 sThePHA imayabtamreappraisdl to eonfirmatheu e
value of the asset iIif there is reason to
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$50 or more. However, Housing Wor&so may obtain an appraisal if appropriate to
confirm the value of the asset. The family must coajgewith 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 from renting the personal
propery), 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)].

Housing Works Policy

Necessary personal property consadtenly those items not held as an investment, and
may include clothing, furniture, househdldnishings, jewelry that is not held as an
investment, and vehicles, including those specially equipped for persons with disabilities.

Life Insurance

The cash value & life insurance policy available to a family member before death, such as a
whole Iife or universal |l ife policy, is inclu
assets [HCV GB £5]. The cash value is the surrender value. If such a policg dasidends or

interest that the family could elect to receive, the anticipated amount of dividends or interest is
counted as income from the asset whether or not the family actually receives it.

6-I.H. PERIODIC PAYMENTS

Periodic payments are forms of amereceived on a regular basis. HUD regulations specify
periodic payments that are and are not included in annual income.

Periodic Paymentsincluded in Annual Income

1 Periodic payments from sources sucls@sal security, unemployment and welfare
assistace, annuities, insurance policies, retirement funds, and penkiowsver, periodic
payments from retirement accounts, annuities, and similar forms of investments are counted
only after they exceed the amount contributed by the family [24 CFR 5.60%bi(4b)(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, p18]

Lump-Sum Payments for the Delayed Start of a Periodic Payment

Most lump sums received as a result eliags in processing periodic payments, such as
unemployment or welfare assistance, are counted as income. Howevesuomipceipts for the
delayed start of periodic social security or supplemental security income (SSI) payments are not
counted as incomddditionally, any deferred disability benefits that are received in a-sump

or in prospective monthly amounts from the Department of Veterans Affairs are to be excluded
from annual incomg24 CFR 5.609(c)(14)]
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Housing Works Policy

When a delayedtat payment is received and reported during the period in which
Housing Works is processing an annual reexamination, Housing Works will adjust the
family share and Housing Works subsidy retroactively for the period the payment was
intended to cover. The falypymay pay in full any amount due or request to enter into a
repayment agreement with Housing Works.

Treatment of Overpayment Deductions from Social Security Benefits

The PHA must make a special calculation of annual income when the Social Security
Administration (SSA) overpays an individual, resulting in a withholding or deduction from his or
her benefit amount until the overpayment is paid in full. The amount and duration of the
withholding will vary depending on the amount of the overpayment and tberperf the

benefit rate withheld. Regardless of the amount withheld or the length of the withholding period,
the PHA must use the reduced benefit amount after deducting only the amount of the
overpayment withholding from the gross benefit amount [Notlee2®10-10].

Periodic PaymentsExcluded from Annual Income

1 Payments received for tleare of foster children or foster adultsually persons with
disabilities, unrelated to the assisted family, who are unable to live alone) [24 CFR
5.609(c)(2)] Kinship guardianship assistance payments {&iAP) and other similar
guardianship payments are treated the same as foster care payments and are likewise
excluded from annual income [Notice PIH1201].

Housing Works Policy

Housing Works will exclude payments foret care of foster children and foster adults
only if the care is provided through an official arrangement with a local welfare agency
[HCV GB, p. 518].

1 Amounts paid by a state agency to a family withember who has a developmental
disability and is livhg at homéo offset the cost of services and equipment needed to keep
the developmentally disabled family member at home [24 CFR 5.609(c)(16)]

1 Amounts received under th®w-Income Home Energy Assistance Progi@a U.S.C.
1626(c)) [24 CFR 5.609(c)(17)]

1 Amounts received under ti&hild Care and Development Block Grant Act of 199D
U.S.C. 9858q) [24 CFR 5.609(c)(17)]

1 Earned Income Tax Credit (EIT@fund payments (26 U.S.C. 32(j)) [24 CFR 5.609(c)(17)].
Note: EITC may be paid periodically if the famiglects to receive the amount due as part of
payroll payments from an employer.
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1 Lump sums received as a resuldefays in processing Social Security and SSI payments
(see section4.J.) [24 CFR 5.609(c)(1)].

1 Lump-sums or prospective monthly amounts reedias deferred disability benefits from the
Department of Veterans Affairs (VAR4 CFR 5.609(c)(14)]

6-1.I. PAYMENTS IN LIEU OF EARNINGS

Payments in |ieu of earnings, such as unempl o
compensation, and severarngay, are counted as income [24 CFR 5.609(b)(5)] if they are

received either in the form of periodic payments or in the form of a-sumpamount or

prospective monthly amounts for the delayed start of a periodic payment. If they are received in

a onetime lump sum (as a settlement, for instance), they are treated asunmyeceipts [24

CFR 5.609(c)(3)]. (See also the discussion of periodic payments in sedtibad the

discussion of lumysum receipts in sectiorl6G.)

6-1.J. 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 fetigealor 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 fekt of the regulation at 24 CFR 5.615 is provided

as Exhibit 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 coveredby24 & 5. 615 are those fiwho receive we
assistance benefits (6welfare benefitsdé) from
under a program for which Federal, State or local law requires that a member of the family mus
participate in an economicselfu f f i ci ency program as a conditi c
5.615(b)]

Imputed Income

When a wel fare agency i mposes a sanction that
family commits fraud or fails to complyiwt h t h e a g e n esyfficiencygpmogramoomi ¢ s e
work activities requirement, the PHA must 1inc

The PHA must request that the welfare agegmoyidethe reason for the reduction of benefits
and the amourdf the reduction of benefits. The imputed welfare income is the amount that the
benefits were reduced as a result of the sanction.
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This requirement does not apply to reductions in welfare benefits: (1) at the expiration of the
lifetime or other time limibn the payment of welfare benefits, (2) if a family member is unable
to find employment even though the family member has complied with the welfare agency
economic selkufficiency or work activities requirements, or (3) because a family member has
not conplied with other welfare agency requirements [24 CFR 5.615(b)(2)].

Offsets

The amount of the imputeglelfareincome is offset by the amount of additional income the
family begins to receive after the sanction is imposed. When the additional income equals o
exceeds the imputed welfare income, the imputed income is reduced to zero [24 CFR
5.615(c)(4)].

6-1.K. PERIODIC AND DETERMINABLE ALLOWANCES [24 CFR 5.609(b)(7)]

Annual income includes periodic and determinable allowances, such as alimony and child
suppot payments, and regular 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 agreeent

Housing Works Policy

Housing Works will count cowdawarded amounts for alimony and child support unless
Housing Works verifies that (1) the payments are not being made and (2) the family has
made reasonable efforts to collect amounts due, incldiiimg with courts or agencies
responsible for enforcing payments [HCV GB, pif23%and 547].

Families who do not have cotatvarded alimony and child support awards are not
required to seek a court award and are not required to take independerttiegaba
obtain collection.

Regular Contributions or Gifts

The PHA must count as income regular monetary and nonmonetary contributions or gifts from
persons not residing with an assisted family [24 CFR 5.609(b)(7)]. Temporary, nonrecurring, or
sporadic inome and gifts are not counted [24 CFR 5.609(c)(9)].

Housing Works Policy

Examples of regular contributions include:
utilities, telephone, rent, credit cards, and car payments), (2) cash or other liquid assets
provided to any family medwbedoocoatreéedult ano

as groceries and clothing provided to a family on a regular basis.
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Nonmonetary contributions will be valued at the cost of purchasing the items, as
determined by Housing/orks. For contributions that may vary from month to month

(e.g., utility payments), Housing Works will include an average amount based upon past
history.

6-1.L. STUDENT FINANCIAL ASSISTANCE [24 CFR 5.609(b);Notice PIH 201521]

In 2005, Congress passetha (for section 8 programs only) requiring that certain student
financial assistance be included in annual income. Prior to that, the full amount of student
financial assistance was excluded. For some students, the full exclusion still applies.

Student Financial Assistancelncluded in Annual Income [24 CFR 5.609(b)(9)FR 4/10/06
Notice PIH 201521]

The regulation requiring the inclusion of certain student financial assistance applies only to
students who satisfy all of the following conditions:

1 They areenrolled in an institution of higher education, as defined under the Higher
Education Act (HEA) of 1965.

1 They are seeking or receiving Section 8 assistance on their thanis, apart from their
parent® through the HCV program, the projdzased voucher pgram, or the moderate
rehabilitation program.

1 They are under 24 years of &QR they have no dependent children.

For students who satisfy these three conditions, any financial assistance in excess ahulition
any other required fees and charges recei{@® under the 1965 HEA, (2) from a private source,

or (3) from an institution of higher education, as defined under the 1965 HEA, must be included
in annual income.

To determine annual income in accordance with the above requirements, the PHA Wil use t
definitions ofdependent child, institution of higher educatiangparentsin Section 3lI.E,
along with the following definitions [FR 4/10/06, pp. 181¥&150]:

1 Assistance under the Higher Education Act of 1i&6tudes Pell Grants, Federal Supplemen
Educational Opportunity Grants, Academic Achievement Incentive Scholarships, State
Assistance under the Leveraging Educational Assistance Partnership Program, the Robert G.
Byrd Honors Scholarship Program, and Federal Work Study programs.

1 Assistance fromprivate sourcesneans assistance from nongovernmental sources, including
parents, guardians, and other persons not residing with the student in an HCV assisted unit.

1 Tuitionand feesre defined in the same manner in which the Department of Education
definestuition and fee$Notice PIH 201521].

1 This is the amount of tuition and required fees covering a full academic year most
frequentlycharged to students.
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1 The amount represents what a typical student would be charged and may not be the same
for all stucents at an institution.

1 If tuitionis charged on a peredithour basis, the average ftilne credit hour load for
an academic year is used to estimate average tuition.

1 Requiredfees include all fixeédsum charges that are required of a large propodtiat
students. Examples include, but are not limited to, writing and science lab fees and fees
specific to the studento6és major or program

1 Expenses related to attending an institution of higher educatiomeiLs¢ included as
tuition. Examples include, but are not limited to, room and board, books, supplies, meal
plans, transportation and parking, student health insurance plans, and otfieeadon
sum charges.

Student Financial AssistanceExcluded from Annual Income [24 CFR 5.6®(c)(6)]

Any student financial assistance not subject to inclusion under 24 CFR 5.609(b)(9) is fully
excluded from annual income under 24 CFR 5.609(c)(6), whether it is paid directly to the student
or to the educational institution the student is attendihgs includes any financial assistance
received by:

1 Students residing with parents who are seeking or receiving Section 8 assistance

Students who are enrolled in an educational institution thatrdmeneet the 1965 HEA
definition ofinstitution of higler education

1 Students who are over ZND have at least one dependent child, as defined in
Section3-11.E

1 Students who are receiving financial assistance through a governmental program not
authorized under the 1965 HEA.
6-1.M. ADDITIONAL EXCLUSIONS FROM AN NUAL INCOME
Other exclusions contained in 24 CFR 5.608¢a} have not been discussed earlier in this
chapter include the following:
Reimbursement of medical expenses [24 CFR 5.609(c)(4)]

1 Amounts received by participants in other publicly assisted pragvetniich are specifically
for or in reimbursement of owf-pocket expenses incurred and which are made solely to
allow participation in a specific program [24 CFR 5.609(c)(8)(iii)]

1 Amounts received by a person with a disability that are disregardedifoited|time for
purposes of Supplemental Security Income eligibility and benefits because they are set aside
for use under &lan to Attain SelSufficiency (PASS](24 CFR 5.609(c)(8)(ii)]

1 Reparation paymentsid by a foreign government pursuant to ckiited under the laws of
that government by persons who were persecuted during the Nazi era [24 CFR 5.609(c)(10)]

9 Adoption assistangeayments in excess of $480 per adopted child [24 CFR 5.609(c)(12)]
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1 Refunds or rebates on property tapagi on the dweilhg unit [24 CFR 5.609(c)(15)]

1 Amounts paid by a state agency to a family with a member who desepmental
disability and is living at homto offset the cost of services and equipment needed to keep
the developmentally disabled family member at h¢24eCFR 5.609(c)(16)]

1 Amounts specificallexcluded by any other federal stat[td CFR 5.609(c)(17FR Notice
5/20/14]. HUD publishes an updated list of these exclusions periodically. It includes:

(&) The value of the allotment provided to an eligiblei$ehold under the Food Stamp Act
of 1977 (7 U.S.C. 2017 (b))

(b) Benefits under Section 1780 of the School Lunch Act and Child Nutrition Act of 1966,
including WIC

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

(d) Payments received under the Alaska Native Claims Settlement Act (43 U.S.C. 1626(c))

(e) Income derived from certain submarginal land of the United States that is held in trust
for certain Indian tribes (25 U.S.C. 459e)

(f) Paymentsorallownces made under the Department of
Low-Income Home Energy Assistance Program (42 U.S.C. 8624(f))

(g) Payments received under programs funded in whole or in part und&fothkérce
Investment Act of 1998 (29 U.S.C. 2931)

(h) Deferred disability benefits from the Department of Veterans Affairs, whether received
as a lump sum or in monthly prospective amounts

() Income derived from the disposition of funds to the Grand River Band of Ottawa Indians
(Pub. L. 94540, 90 Stat. 25084)

() Payments, funds, or distributions authorized, established, or directed by the Seneca
Nation Settlement Act of 1990 (25 U.S.C. 1774f(b))

(K) A lump sum or periodic payment received by an individual Indian pursuant to the Class
Action Settlement Agrement in the United States District Court case entitled Elouise
Cobell et al. v. Ken Salazar et &r a period of one year from the time of receipt of that
payment as provided in the Claims Resolution Act of 2010.

() The first $2,000 of per capita shameceived from judgment funds awarded by the

Indian Claims Commission or the U. S. Claims Court, the interests of individual Indians
in trust or restricted lands, including the first $2,000 per year of income received by
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individual Indians from funds des@d from interests held in such trust or restricted lands
(25 U.S.C. 14071408)

(m) Benefits under the Indian Veterans Housing Opportunity Act of 2010 (only applies to
Native American housing programs)

(n) Payments received from programs funded under Vit the Older Americans Act of
1985 (42 U.S.C. 3056(f))

(o) Payments received on or after January 1, 1989, from the Agent Orange Settlement Fund
or any other fund established pursuant to the settlemémiRe AgenOrangeproduct
liability litigation, M.D.L. No. 381 (E.D.N.Y.)

(p) Payments received under 38 U.S.C. 1833(c) to children of Vietnam veterans born with
spinal bifida, children of women Vietnam veterans born with certain birth defects, and
children of certain Korean service veterans born witha bifida.

(q) Payments received under the Maine Indian Claims Settlement Act of 1980 (25 U.S.C.
1721)

( The value of any child care provided or arranged (or any amount received as payment
for such care or reimbursement for costs incurred for suef) aader the Child Care
and Development Block Grant Act of 1990 (42 U.S.C. 9858q)

() Earned income tax credit (EITC) refund payments received on or after January 1, 1991
(26 U.S.C. 32(j))

(t) Payments by the Indian Claims Commission to the ConfederatsesTand Bands of
Yakima Indian Nation or the Apache Tribe of Mescalero Reservation (Pub-4335

(u) Amounts of scholarships funded under Title IV of the Higher Education Act of 1965j,
including awards under federal weskudy programs or under the i®au of Indian
Affairs student assistance programs (20 U.S.C. 1087uu). For Section 8 programs, the
exception found irg 237 of Public Law 10249 applies and requires that the amount of
financial assistance in excess of tuition and mandatory fees sltalhbielered income
in accordance with the provisions codified at 24 CFR 5.609(b)(9), except for those
persons with disabilities as defined by 42 U.S.C. 1437a(b)(3)(E) (Pub. i2499(See
See Section4.L. for exceptions.)

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

(w) Any amount of crime victim compensation (under the Victims of Crime Act) received
through crime victim assistance (or payment or reimbursenfi¢hé @ost of such
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assistance) as determined under the Victims of Crime Act because of the commission of
a crime against the applicant under the Victims of Crime Act (42 U.S.C. 10602)

(x) Any amounts in an "individual development account" as providedédpjs$isets for
Independence Act, as amended in 2002

(y) Payments made from the proceeds of Indian tribal trust cases as described in Notice PIH
2013 30, "Exclusion from Income of Payments under Recent Tribal Trust Settlements”
(25 U.S.C. 117b(a))

(z) Major dsaster and emergency assistance received under the Robert T. Stafford Disaster
Relief and Emergency Assistance Act and Comparable disaster assistance provided by
states, local governments, and disaster assistance organizations.

PART II: ADJUSTED INCOME

6-1I.LA. INTRODUCTION
Overview

HUD regulations require PHAs to deduct from annual income any of five mandatory deductions
for which a family qualifies. The resulting
deductions are found in 24 CFR 5.611.

5.611(a) Mandatory deductions. In determining adjusted income, the responsible entity [PHA]
must deduct the 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, tthe extent the sum exceeds three percent of annual income
() Unreimbursed medical expenses of any elderly family or disabled family;

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

age or tder and who are able to work because of such attendant care or auxiliary apparatyus; and

(4) Any reasonable child care expenses necessary to enable a member of the family to be
employed or to further his or her education.

This part covers policies relaténlthese mandatory deductions. Verification requirements related
to these deductions are found in Chapter 7.
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Anticipating Expenses

Housing Works Policy

Generally, Housing Works will use current circumstances to anticipate expenses. When
possible, for costthat are expected to fluctuate during the year (e.g., child care during
school and nonschool periods and cyclical medical expenses), Housing Works will
estimate costs based on historic data and known future costs.

If a family has an accumulated debt foedical or disability assistance expenses,

Housing Works 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 wit be allowed even if the amounts were not
paid as expected in a preceding period. Housing Works may require the family to provide
documentation of payments made in the preceding year.

6-11.B. DEPENDENT DEDUCTION

An allowance of $480 is deducted from aahincome for each dependent [ 24 CFR
5.611(a)(1)]Dependenis defined as any family member other than the head, spouse, or cohead
who is under the age of 18 or who is 18 or older and is a person with disabilities eradull
student. Foster childrefoster adults, and livan aides are never considered dependents [24 CFR
5.603(b)].

6-11.C. ELDERLY OR DISABLED FAMILY DEDUCTION

A single deduction of $400 is taken for any elderly or disabled family [24 CFR 5.611(a)(2)]. An
elderly familyis a family wlose head, spouse, cohead, or sole member is 62 years of age or
older, and alisabled familyis a family whose head, spouse, cohead, or sole member is a person
with disabilities [24 CFR 5.403].

6-11.D. MEDICAL EXPENSES DEDUCTION [24 CFR 5.611(a)(3)(i)]
Unrambursed medical expenses may be deducted to the extent that, in combination with any
disability assistance expenses, they exceed three percent of annual income.

The medical expense deduction is permitted only for families in which the head, spouse, or
cohead is at least 62 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 definenedical expenses 24CFR 5. 6 03 (b) t o mean fAmedi
including medical insurance premiums, that are anticipated during the period for which annual
income is computed, and that are not covered
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Housing Works Policy

The most current IRS Publication 502edcal and Dental Expensewill be used to
determine the costs that qualify as medical expenses.

Summary of Allowable Medical Expenses from IRS Publication 502

Services of medical professionals Substance abuse treatment programs

Surgery and medical procedures that g Psychiatric treatment

necessary, legal, noasmetic Ambulance services and some costs (

Services of medical facilities transportation related to medical

Hospitalization, longerm care, and in | XPENSES

home nursing services The cost and care of necessary
equipment related to a medical
condtion (e.g., eyeglasses/lenses,
hearing aids, crutches, and atrtificial
teeth)

Cost and continuing care of necessary
service animals

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

Improvements to housing directly relate
to medicéneeds (e.g., ramps for a whe
chair, handrails)

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

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

Families That Qualify for Both Medical and Disability Assistance Expenses

Housing Works Policy

This policy applies only to families in which the head, spouse, or cohead is 62 or older or
is a person with disabilities.

When expenses anticipated by a family could be defined as either medical or disability
assistane expenses, Housing Works will consider them medical expenses unless it is
clear that the expenses are incurred exclusively to enable a person with disabilities to
work.

6-11.E. DISABILITY ASSISTANCE EXPENSES DEDUCTION [24 CFR 5.603(b) and
24 CFR 5.611(%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,
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(2) are not paid to a family member or reimbursed by asidrisource, (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.

Earned Income Limit on the Disability Assistance Expense Deduoin
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 expense deducindomenreceaivedbygfanplyed by
members who are 18 years of age or ol der and
CFR 5.611(a)(3)(ii)]. The earned income used for this purpose is the amount verified before any
earned income disallowances or incomelesions are applied.

Housing Works Policy

The family must identify the family members enabled to work as a result of the disability
assistance expenses. I n evaluating the fam
factors such as how the work schedufi¢he 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 determinehich family members are enabled to work.

When Housing Works determines that the disability assistance expenses enable more
than one family member to work, the expenses will be capped by the sum of the family
member sé6 i ncomes.
Eligible Disability Expenses
Examples of auxiliary apparatus are provided inHi@®/ Guideboola s f ol | ows: A Auxi |
apparatus are items such as wheelchairs, ramps, adaptations to vehicles, or special equipment to
enable a blind person to read or type, but only if these items actydnedated to permitting the
di sabl ed person or other fa3fjily member to wor
HUD advises PHAs to further define and describe auxiliary apparatus [VG, p. 30].
Eligible Auxiliary Apparatus

Housing Works Policy

Expenses incurred for naining 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
maintenance ohe apparatus itself) is an eligible experiBee cost of service animals
trained to give assistance to persons with disabilities, including the cost of acquiring the
animal, veterinary care, food, grooming, and other continuing costs of care, will be
included.
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Eligible Attendant Care

The family determines the type of attendant care that is appropriate for the person with
disabilities.

Housing Works Policy

Attendant care includes, but is not limited to, reasonable costs for home medical care,
nursing servicg, inrhome or centebased care services, interpreters for persons with
hearing impairments, and readers for persons with visual disabilities.

Attendant care expenses will be included for the period that the person enabled to work is
employed plus reasoniaghtransportation time. The cost of general housekeeping and
personal services is not an eligible attendant care expense. However, if the person
enabled to work is the person with disabilities, personal services necessary to enable the
person with disabilies to work are eligible.

If the care attendant also provides other services to the family, Housing Works will
prorate the cost and allow only that portion of the expenses attributable to attendant care
that enables a family member to work. For examplie 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/or thenber 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 family mabe 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. The familycatsly that the disability
assistance expenses are necessary and are not paid or reimbursed by any other source.

Housing Works Policy

Housing Works determines the reasonableness of the expenses based on typical costs of
care or apparatus in the localifyo establish typical costs, Housing Works will collect

information from organizations that provide services and support to persons with
disabilities. A family may present, and Ho
justification for costs that exceegpical costs in the area.

Admin Plan 2/2018 Page6-34



Housing Works 2018Administrative Plan
Families That Qualify for Both Medical and Disability Assistance Expenses

Housing Works 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 anticfed by a family could be defined as either medical or disability
assistance expenses, Housing Works will consider them medical expenses unless it is
clear that the expenses are incurred exclusively to enable a person with disabilities to
work.

6-1l.F. CHI LD CARE EXPENSE DEDUCTION

HUD defineschild care expensest 24 CFR 5. 603 (b) as fAamounts &
family for the care of children under 13 years of age during the period for which annual income

is computed, but only where such caraesessary to enable a family member to actively seek
employment, be gainfully employed, or to further his or her education and only to the extent such
amounts are not reimbursed. The amount deducted shall reflect reasonable charges for child care.

In the @se of child care necessary to permit employment, the amount deducted shall not exceed

t he amount of employment income that is inclu

Clarifying the Meaning of Child for This Deduction

Child care expenses do not include child suppayhpents made to another on behalf of a minor

who i1 s not |iving in an assisted familyds hou
foster children that are | iving in the assist
t he f a idicdreye&pensas HCV GB, p:29].

Quialifying for the Deduction

Determining Who Is Enabled to Pursue an Eligible Activity

Housing Works Policy

The family must identify the family member(s) enabled to pursue an eligible acTikiy.
termeligible activty in this section means any of the activities that may make the family
eligible for a child care deduction (seeking work, pursuing an education, or being
gainfully employed).

Il n evaluating the familyds reques®awtheHousi n
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 mensbenabled to pursue

an eligible activity.
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Seeking Work

Housing Works 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 edcreexamination. The deduction may be reduced or denied if the
family memberds job search efforts are not

being allowed by Housing Works.
Furthering Education

Housing Works Policy

If the child care expense beingiohed is to enable a family member to further his or her
education, the member must be enrolled in school (academic or vocational) or
participating in a formal training program. The family member is not required to be a
full-time student, but the time spenteducational activities must be commensurate with
the child care claimed.

Being Gainfully Employed

Housing Works Policy

If the child care expense being claimed is to enable a family member to be gainfully
employed, the family must provide evidence afthf ami 'y member 6s e mpl
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 rember looks for work or furthers his or her education, there is no cap on the

amount that may be deducted for child daedthough the care must still be necessary and

reasonable. However, when child care enables a family member to work, the dedwappes

by Athe amount of employment income that i s i

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 tle person who is enabled to work is a person with disabilities who receives the earned

income disallowance (EID) or a fuiilme student whose earned income above $480 is excluded,

child care costs related to enabling a family member to work may not exeepdrtion of the
personds earned income that actwually is inclu
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 limit§#,aDo.
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The PHA must not 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 [HCB,(. 530].

Housing Works Policy

When the child care expense being claimed is to enable a family member to work, only

one family member6és income wil|l be consi de
than one family member works during a given perioolising Works generally will

limit allowable child care expenses to the earned income of the lpastmember. 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 provided 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 cafe, [¥. 26].

Allowable Child Care Activities

Housing Works 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 oduring school holidays (e.g., summer day camp, -aftBool sports

league) are allowable forms of child care.

The costs of general housekeeping and personal services are not eligible. Likewise, child
care expenses paid to a family member who lives ingdhmf | y6s wunit are nof
however, payments 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 activitiestthre not eligible for consideration,

Housing Works 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 disabilitieshw is 13 or older, the cost of care will be prorated.
Unless 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 @os
Child care expenses will be considered necessary if: (1) a family adequately explains how the
care enables a family member to work, actively seek employment, or further his or her education,

and (2) the family certifies, and the child care providerfiesy;ithat the expenses are not paid or
reimbursed by any other source.
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Housing Works 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 fannillgené&o go to

school, the time allowed may include not more than one study hour for each hour spent in
class.

To establish the reasonableness of child care costs, Housing Works will use the schedule
of child care costs from the local welfare agency. Fasithay present, and Housing
Works will consider, justification for costs that exceed typical costs in the area.

PART Ill: CALCULATING FAMILY SHARE AND PHA SUBSIDY

6-111.LA. OVERVIEW OF RENT AND SUBSIDY CALCULATIONS

TTP Formula [24 CFR 5.628]

HUD regulationsspecify the formula for calculating the total tenant payment (TTP) for an

assisted family. TTP is the highest of the following amounts, rounded to the nearest dollar:

1T 30 percent of the familyds monthly a)justed

1T 10 percent of the familyds monthly gross 1inc
by 12)

1 The welfare rent (in apaid states only)

1 A minimum rent between $0 and $50 that is established by the PHA

The PHA has authority to suspend and exdiapilies from minimum rent when a financial
hardship exists, as defined in sectiohi@B.

The amount that a family pays for rent and utilities (the family share) will never be less than the
familyéds TTP but may be gr erdcthargedforbthaumittheche TTP
family selects.

Welfare Rent [24 CFR 5.628]

Housing Works Policy

Welfare rent does not apply in this locality.
Minimum Rent [24 CFR 5.630]

Housing Works Policy

The minimum rent for this locality is $50.
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Family Share [24 CFR 982305(a)(5)]

If a family chooses a unit with a gross rent (rent to owner plus an allowance forpaighnt

utilities) that exceeds the PHAOGs applicabl e
the TTP, and (2) at initial occupancy the PHA mayapgrove the tenancy if it would require

the family share to exceed 40 percent of the
for this determination must have been verifie

voucher was issued. (For adission of the application of payment standards, see seetion 6
l.C.)

PHA Subsidy [24 CFR 982.505(b)]

The PHA will pay a monthly housing assistance payment (HAP) for a family that is equal to the

lower of (1) the applicable payment standard for the familynus t he fami |l yds TT
gross rent for the familydéds unit minus the TT
standards, see sectiofllBC.)

Utility Reimbursement [24 CFR 982.514(b);982.514(c)]

When the PHA subsidy for a family excisethe rent to owner, the family is due a utility
reimbursement. HUD permits the PHA to pay the reimbursement to the family or directly to the
utility provider.

Housing Works Policy

Housing Works will make utility reimbursements to the family.

The PHA maymake all utility reimbursement payments to qualifying families on a monthly

basis or may make quarterly payments when the monthly reimbursement amount is $15.00 or
less. Reimbursements must be made once per calgeaiaquarter and must be prorated if the
family leaves the program in advance of its next quarterly reimbursement. The PHA must also
adopt hardship policies for families for whom receiving quarterly reimbursement would create a
financial hardship.

Housing Works Policy

Housing Works will issue hutility reimbursements monthly.

6-111.B. FINANCIAL HARDSHIPS AFFECTING MINIMUM RENT [24 CFR 5.630]
Housing Works Policy

The financial hardship rules described below apply in this jurisdiction because Housing
Works has established a minimum rent of $50.
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Overview

If the PHA establishes a minimum rent greater than zero, the PHA must grant an exemption from
the minimum rent if a family is unable to pay the minimum rent because of financial hardship.

The financial hardship exemption applies only to familieuired to pay the minimum rent. If a

familyés TTP is higher than the minimum rent,
exemption. If the PHA determines that a hardship exists, the family share is the highest of the
remaining composacloutated TOR. t he famil yo

HUD-Defined Financial Hardship

Financial hardship includes the following situations:

(1) The family has lost eligibility for or is awaiting an eligibility determination for a federal,
state, or local assistance program. This includemdyfanember who is a noncitizen
lawfully admitted for permanent residence under the Immigration and Nationality Act who
would be entitled to public benefits but for Title IV of the Personal Responsibility and Work
Opportunity Act of 1996.

Housing Works Pdicy

A hardship will be considered to exist only if the loss of eligibility has an impact on the
familyéds ability to pay the minimum rent.

For a family waiting for a determination of eligibility, the hardship period will end as of
the first of the monthdllowing (1) implementation of assistance, if approved, or (2) the
decision to deny assistance. A family whose request for assistance is denied may request
a hardship exemption based upon one of the other allowable hardship circumstances.

(2) The family would be evicted because it is unable to pay the minimum rent.

Housing Works Policy

For a family to qualify under this provision, the cause of the potential eviction must be
the familyds failure tpaduyildgs. rent to the ow

(3) Familyincome has decreased because of changed family circumstances, including the loss of
employment.

(4) A death has occurred in the family.
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Housing Works Policy

In order to qualify under this provision, a family must describe how the death has created
a finangal hardship (e.g., because of funemrglated expenses or the loss of the family
member 6s i ncome) .

(5) The family has experienced other circumstances determined by the PHA.

Housing Works Policy

Housing Works has not established any additional hardshapiari

Implementation of Hardship Exemption

Determination of Hardship

When a family requests a financial hardship exemption, the PHA must suspend the minimum
rent requirement beginning the first of the

The PHA then dtermines whether the financial hardship exists and whether the hardship is
temporary or longerm.

Housing Works Policy

Housing Works defines temporary hardship as a hardship expected to last 90 days or less.
Long term hardship is defined as a hardshipeeted to last more than 90 days.

When the minimum rent is suspended, the family share reverts to the highest of the remaining
components of the calculated TTP. The example below demonstrates the effect of the minimum
rent exemption.

Example: Impact of Minimum Rent Exemption

Assume the PHA has established a minimum rent of $35.

Family Sharei No Hardship Family Sharei With Hardship

$0 30% of monthly adjusted incomé $0 30% of nonthly adjusted income

$15 10% of monthly gross income $15 10% of monthly gross income
N/A  Welfare rent N/A  Welfare rent
$35 Minimum rent $35 Minimum rent
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Minimum rent applies. Hardship exemption granted.

TTP = $35 TTP = $15

Housing Works Policy

To qualify for a hardship exemption, a family must submit a request for a hardship

exanption in writing. The request must explain the nature of the hardship and how the
hardship has affected the familyds ability
Housing Works will make the determination of hardship within 30 calendar days.

No Financial Hardship

If the PHA determines there is no financial hardship, the PHA will reinstate the minimum rent
and require the family to repay the amounts suspended.

Housing Works Policy

Housing Works will require the family to repay the suspended amount within 30 calendar
dys of Housing Worksdé notice that a hardsh

Temporary Hardship

If the PHA determines that a qualifying financial hardship is temporary, the PHA must suspend
the minimum rent for the 968ay period beginning the first of theomth following the date of the
familyébs request for a hardship exemption.

At the end of the 9@ay suspension period, the family must resume payment of the minimum
rent and must repay the PHA the amounts suspended. HUD requires the PHA to offer a
reasonale repayment agreement, on terms and conditions established by the PHA. The PHA
also may determine that circumstances have changed and the hardship is neterriong
hardship.

Housing Works Policy

At the end of the 9@ay suspension period, the famiil be required to attendraview

of financial hardship at thdousing Worksoffice to determine whether the financial
hardship is longerm or no longer exists and to determine if any repayment of suspended
amounts is due. If repayment is dbeusing Waks will enter into a repayment

agreement in accordance with the procedures found in Chapter 16 of this plan.
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Long-Term Hardship

If the PHA determines that the financial hardship is {@rgn, the PHA must exempt the family

from the minimum rent requiremefor so long as the hardship continues. The exemption will
apply from the first of the month foll owing t
hardship. When the financial hardship has been determined to betamghe family is not

requred to repay the minimum rent.

Housing Works Policy

The hardship period ends when any of the following circumstances apply:

(1)At an interim or annual reexamination, th
minimum rent.

(2) For hardship conditionsased on loss of income, the hardship condition will continue
to be recognized until new sources of income are received that are at least equal to the
amount lost. For example, if a hardship is approved because a family no longer
receives a $60/month ctisupport payment, the hardship will continue to exist until
the family receives at least $60/month in income from another source or once again
begins to receive the child support.

(3) For hardship conditions based upon hardskiated expenses, the minim rent

exemption will continue to be recognized until the cumulative amount exempted is
equal to the expense incurred.

6-111.C. APPLYING PAYMENT STANDARDS [24 CFR 982.505;982.503(b)]

Overview

The PHAG6s schedul e of pay megngassistaace phgmemtssfori s u s
HCV families. This section covers the applica
establishment and revision of the PHAG6s payme

Paymentstandard s def i ned as thiyadsistance aaymemtdona famdyrassisted
in the voucher program (before deducting the
982.4(b)].

The payment standard for a family is the lower of (1) the payment standard for the family unit
size,whichislef i ned as the appropriate number of bec
subsidy standards [24 CFR 982.4(b)], or (2) the payment standard for the size of the dwelling

unit rented by the family.

If the PHA has established an exception payment stafolaaddesignated part of a zip code

area or FMR area and a familydés unit is |l ocat
appropriate payment standard for the exception area.
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The PHA is required to pay a monthly housing assistance payment (HAHafoiwathat is the
| ower of (1) the payment standard for the fam
the familyds unit minus the TTP.

| f during the term of the HAP contract for a
will recalculate the HAP using the lower of the initial payment standard or the gross rent for the

unit [HCV GB, p. 78].

Changes in Payment Standards

When the PHA revises its payment standards du
unit, it will apply the new payment standards in accordance with HUD regulations.

Decreases

If a PHA changes its payment standard schedule, resulting in a lower payment standard amount,
during the term of a HAP contract, the PHA is not required to reduce the payment staedard u

to calculate subsidy for families under HAP contract as long as the HAP contract remains in
effect [FR Notice 11/16/16].

However, if the PHA does choose to reduce the payment standard for families currently under

HAP contract, the initial reduction tbe payment standard may not be applied any earlier than

the effective date of the familyds second reg
decrease in the payment standard amount. At that point, the PHA may either reduce the payment
stanhrd to the current amount in effect on the
the payment standard to another amount that is higher than the normally applicable amount on

the scheduleThe PHA may also establish different policies for desighateas within their

jurisdiction (e.g., different zip code areas).

Il n any case, the PHA must provide the fami/|
standard is being reduced before the eksfect
in the payment standard during the term of the HAP contract apply to all families under HAP
contract at the time of the effective date of the decrease in the payment standard within the
designated area.

y
i v

Housing Works Policy

If Housing Workshangs itspayment standard scheduéssulting in a lower payment
standard amount, during the term of a HAP contractithesing Works will noteduce

the payment standard used to calculate subsidy for families under HAP contract as long
as the HAP contract remaimseffect

Housing Works will not establish different policies for decreases in the payment standard
for designated areas within their jurisdiction.

Increases
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If the payment standard is increased during the term of the HAP contract, the increased paymen
standard will be used to calculate the monthly housing assistance payment for the family
beginning on the effective date of the family
effective date of the increase in the payment standard.

Families requirig or requesting interim reexaminations will not have their HAP payments
calculated using the higher payment standard until their next annual reexamination [HCV GB, p.
7-8].

Changes in Family Unit Size

Irrespective of any increase or decrease in the paystemdard, if the family unit size increases

or decreases during the HAP contract term, the new family unit size must be used to determine
the payment standard for the family beginning
following the change in faity unit size.

Reasonable Accommodation

If a family requires a higher payment standard as a reasonable accommodation for a family
member who is a person with disabilities, the PHA is allowed to establish a higher payment
standard for the family within thgasic range.

6-111.D. APPLYING UTILITY ALLOWANCES [24 CFR 982.517]
Overview

A PHA-established utility allowance schedule is used in determining family share and PHA
subsidy. A familybés wutility allowance is dete
family or the voucher unit size for which the family qualifies using PHA subsidy standards,

whichever is the lowest of the two [FR Notice 06/25/14]. See Chapter 5 for information on the
PHAG6s subsidy standards.

For policies on establishing and updatirtidjty allowances, see Chapter 16.

Reasonable Accommodation

HCV program regulations require a PHA to approve a utility allowance amount higher than

shown on the PHAG6s schedule i f a higher allow
for a family membewith a disability. For example, if a family member with a disability requires

such an accommodation, the PHA will approve an allowance fapadlitioning, even if the

PHA has determined that an allowance forcainditioning generally is not needed.

The family must request the higher allowance and provide the PHA with an explanation of the

need for the reasonable accommodation and information about the amount of additional
allowance required [HCV GB, p. 18.
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Utility Allowance Revisions

At reexaminatbn, the PHA must use the PHA current utility allowance schedule [24 CFR
982.517(d)(2)].

Housing Works Policy

Revised utility allowances wil |l be applied
the first annual reexamination that is effective afteratiowance is adopted.

6-11I.E. PRORATED ASSISTANCE FOR MIXED FAMILIES [24 CFR 5.520]

HUD regulations prohibit assistance to ineligible family membensixed familyis one that

includes at least one U.S. citizen or eligible immigrant and any numbezlmjible family

members. The PHA must prorate the assistance provided to a mixed family. The PHA will first
determine assistance as if all family members were eligible and then prorate the assistance based
upon the percentage of family members that algtaaé eligible. For example, if the PHA

subsidy for a family is calculated at $500 and two of four family members are ineligible, the

PHA subsidy would be reduced to $250.
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EXHIBIT 6 -1: ANNUAL

INCOME INCLUSIONS

24 CFR 5.609

(a) Annual income means all amounts,
monetary or not, which:

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

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

(3) Which are not specifically eluded in
paragraph (c) of this section.

(4) Annual income also means amounts
derived (during the honth period) from
assets to which any member of the family hg
access.

(b) Annual income includes, but is not limiteg
to:

(1) The full amount, before arpayroll
deductions, of wages and salaries, overtime
pay, commissions, fees, tips and bonuses, g
other compensation for personal services;

(2) The net income from the operation of a
business or profession. Expenditures for
business expansion or amortipatiof capital
indebtedness shall not be used as deductior|
determining net income. An allowance for
depreciation of assets used in a business or
profession may be deducted, based on strai
line depreciation, as provided in Internal
Revenue Service ratptions. Any withdrawal
of cash or assets from the operation of a
business or profession will be included in
income, except to the extent the withdrawal
reimbursement of cash or assets invested in
operation by the family;

(3) Interest, dividendsna other net income o
any kind from real or personal property.
Expenditures for amortization of capital
indebtedness shall not be used as deductior
determining net income. An allowance for
depreciation is permitted only as authorized
paragraph (b}) of this section. Any
withdrawal of cash or assets from an
investment will be included in income, exceg
to the extent the withdrawal is reimbursemel
of cash or assets invested by the family. Wh
the family has net family assets in excess of
$5,000, anual income shall include the
greater of the actual income derived from all
net family assets or a percentage of the valt
1sof such assets based on the current passbo
savings rate, as determined by HUD;

| (4) The full amount of periodic amounts
received fom Social Security, annuities,
insurance policies, retirement funds, pensiol
disability or death benefits, and other similar
types of periodic receipts, including a lump

um amount or prospective monthly amount
for the delayed start of a periodic amount
(except as provided in paragraph (c)(14) of
this section);

n

IS(5 Payments in lieu of earnings, such as
u employment and disability compensation,
worker's compensation and severance pay
xcept as provided in paragraph (c)(3) of th

J ction);

S
the
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(6) Welfare assistance payments.

(i) Welfare assistance payments made unde

the Temporary Assistance for Needy Familigs

(TANF) program are included in annual
income only to the extent such payments:

(A) Qualify as assistance under the TANF
programdefinition at 45 CFR 260.31and

(B) Are not otherwise excluded under
paragraph (c) of this section.

(i) If the welfare assistance payment includg
an amount specifically designated for shelte

and utilities that is subject to adjustment by thparagrap ,

welfare &sistance agency in accordance wit
the actual cost of shelter and utilities, the
amount of welfare assistance income to be
included as income shall consist of:

(A) The amount of the allowance or grant
exclusive of the amount specifically
designated for ster or utilities; plus

(B) The maximum amount that the welfare
assistance agency could in fact allow the

family for shelter and utilities. If the family's
welfare assistance is ratably reduced from tf
standard of need by applying a percentage,
amourn calculated under this paragraph shal
be the amount resulting from one applicatior
of the percentage.

(7) Periodic and determinable allowances,
such as alimony and child support paymentg
and regular contributions or gifts received
from organizations dirom persons not
residing in the dwelling;

(8) All regular pay, special pay and allowang
of a member of the Armed Forces (except a
provided in paragraph (c)(7) of this section)

1 Text of 45 CFR 260.31 follows.

8Administrative Plan

(9) For section 8 programs only and as

" provided in 24 CFR 5.612, any finaac

| assistance, in excess of amounts received
tuition, that an individual receives under the
Higher Education Act of 1965 (20 U.S.C. 1!
et seq), from private sources, or from an
institution of higher education (as defined
under the Higher Educatiokct of 1965 (20
U.S.C. 1002)), shall be considered income
that individual, except that financial assista
described in this paragraph is not consider:

sannual income for persons over the age of

r with dependent children. For purposes of tt

Afinancial as

h include loan proceeds for the purpose of

determining income.

HHS DEFINITION OF
"ASSISTANCE"

45CFR: GENERAL TEMPORARY
ASSISTANCE FORNEEDY FAMILIES

260. 31 Wh at does t
mean?
(a) (1) The etoerim cil ausd

'Sayments, vouchers, and other forms of
thtenefits designed t
ongoing basic needs (i.e., for food, clothing
I shelter, utilities, household goods, persona
care items, and general incidental
expenses).

»(2) It includes such meefits even when they
are:

() Provided in the form of payments by a
TANF agency, or other agency on its
€behalf, to individual recipients; and

i (i) Conditioned on participation in work
experience or community service (or any
other work activity under 26103of this
chapter).
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HHS DEFI NI'TI ON OF

(3) Except where excluded under paragraph

(b) of this section, it also includes
supportive services such as transportation
and child care provided to families who are
not employed.

(b) [The definition
excludes: (1) Nonrecurrerghortterm
benefits that:

(i) Are designed to deal with a specific
crisis situation or episode of need;

(i) Are not intended to meet recurrent or
ongoing needs; and

(iif) Will not extend beyond four months.

(2) Work subsidies (i.e., payments to
employersor third parties to help cover the
costs of employee wages, benefits,
supervision, and training);

Admin Plan 2/2018

AASSI STANCEO

(3) Supportive services such as child care
and transportation provided to families whc
are employed;

(4) Refundable earned income tax credits;
5) _C_O%tr%)[l%toé‘lsf t%, an dls(jérlgu{)lcans from,
ndividual’ Development Accounts;

(6) Services such as counseling, case
management, peer support, child care
information and referral, transitional
services, job retention, job advancement,
and other employmeinelated servies that
do not provide basic income support; and

(7) Transportation benefits provided under
Job Access or Reverse Commute project,
pursuant to section 404(k) of [the Social
Security] Act, to an individual who is not
otherwise receiving assistance.
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EXHIBIT 6 -2: ANNUAL |

NCOME EXCLUSIONS

24 CFR 5.609

(c) Annual income does not include the
following:

(1) Income from employment of children
(including foster children) under the age of 1
years;

(2) Payments received for the care of foster
children or foster adults (usually persons wit|
disabilities, unrelated to the tenant family, w
are unable to live alone);

(3) Lump-sum additions to family assets, sug
as inheritances, insurance payments (includ
payments under health and accidentiiraace
and worker's compensation), capital gains a
settlement for personal or property losses

(iif) Amounts received by a participant in oth
publicly assisted programs which are
specifically for or n reimbursement of odf-

8pocket expenses incurred (special equipmet
clothing, transportation, child care, etc.) and
which are made solely to allow participation
a specific program;

? (giv) Amounts received under a resident serv
stipend. A resident s@ce stipend is a modes
amount (not to exceed $200 per month)

hreceived by a resident for performing a servi

nipr the PHA or owner, on a pditne basis,
that enhances the quality of life in the

ndlevelopment. Such services may include, bt

are not limitedo, fire patrol, hall monitoring,

(except as provided in paragraph (b)(5) of thidawn maintenance, resident initiatives

section);

(4) Amounts received by the family that are
specifically for, or in reimbursement of, the
cost of medial expenses for any family
member;

(5) Income of a livan aide, as defined in
Sec.5.403;

(6) Subject to paragraph (b)(9) of this sectiof
the full amount of student financial assistand
paid directly to the student or to the
educational institution;

(7) The special pay to a family member
serving in the Armed Forces who is exposed
hostile fire;

(8) (i) Amounts received under training
programs funded by HUD;

(i) Amounts received by a person with a
disability that are disregarded for a limited
time forpurposes of Supplemental Security
Income eligibility and benefits because they
are set aside for use under a Plan to Attain

coordination, and serving as a member of th
PHA's governing board. No resident may
receive more than one such stipend during t
same period of time;

(v) Incremental earnings andriedits resulting
to any family member from participation in
qualifying State or local employment training
programs (including training programs not
n,affiliated with a local government) and
etraining of a family member as resident
management staff. Amountsaxded by this
provision must be received under employme
training programs with clearly defined goals
and objectives, and are excluded only for th
t;9eriod during which the family member
participates in the employment training
program;

(9) Temporary, nomrcurring or sporadic
income (including gifts);

(10) Reparation payments paid by a foreign
government pursuant to claims filed under tt
laws of that government by persons who we
persecuted during the Nazi era;

Self-Sufficiency (PASS);
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EXHIBIT 6 -2: ANNUAL INCOME EXCLUSIONS

(11) Earnings in excess of $480 for each-full
time student 18 years old or older (excluding
the head of household and spouse);

(12) Adoption assistance payments in exces
of $480 per adopted child;

(13) [Reserved]

(14) Deferred periodic amounts from
supplemental security income and social
security benefits that are received in a lump
sum amount omn prospective monthly
amounts, or any deferred Department of
Veterans Affairs disability benefits that are
received in a lump sum amount or prospecti
monthly amounts.

(15) Amounts received by the family in the
form of refunds or rebates under State or loc
law for property taxes paid othe

(16) Amounts paid by a State agency to a
family with a member who has a
developmental disability and is living at hor
to offset the cost of services and equipmen

Sneeded to keep the developmentally disabl
family member at home; or

(17) Amounts specifically excluded by any
other Federal statute from consideration as
income for purposes of determining eligibili
or benefits under a category of assistance
programs that includes assistance under a
program to which the exclusions settfoin 24
CFR 5.609(c) apply. A notice will be
,dublished in the Federal Register and
distributed to PHAs and housing owners
identifying the benefits that qualify for this
exclusion. Updates will be published and
adlistributed when necessary. [S@ection
6-1.M. for a list ofbenefits that qualify for

dwelling unit;

Admin Plan 2/2018
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EXHIBIT 6 -3: TREATMENT OF FAMILY ASSETS

24 CFR 5.603(b) Net Family Assets

(1) Net cash value after deducting reasonable
costs that would be incurred in disposing of r¢
property, savings, stocks, bonds, and other
forms of capital investmengxcluding interests
in Indian trust land and excluding equity
accounts in HUD homeownership programs.
The value of necessary items of personal
property such as furniture and automobiles sk
be excluded.

(2) In cases where a trust fund has been

establishd and the trust is not revocable by, or
under the control of, any member of the family

or household, the value of the trust fund will ]
be considered an asset so long as the fund
continues to be held in trust. Any income
distributed from the trust fundhall be counted
when determining annual income under Sec.
5.6009.

> (3) In determining net family assets, PHAs or
radwners, as applicable, shall include the value
any business or family assets disposed of by
applicant or tenant for less than fair market

value (including a disposition in trust, but not
a foreclosure or bankruptcy sale) during the t
years preceding the date of application for the
nghrogram or reexamination, as applicable, in

excess of the consideration received therefor
the case of disposition as part of a separatior
or divorce settlement, the disposition will not
considered to be for less than fair market valt
o.%f the applicant or tenant receives important

consideration not measurable in dollar terms.
(4) For purpses of determining annual incom
under Sec. 5.609, the tetmet family assets"

does not include the value of a home currentl
being purchased with assistance under part €
subpart M of this title. This exclusion is limite«
to the first 10 years afténe purchase date of

Admin Plan 2/2018
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‘ EXHIBIT 6 -4: EARNED INCOME DISALLOWANCE FOR PERSONS WITH DISABILITIES

24 CFR 5.617 Seitufficiency incentives for persons with disabilitiesDisallowance of increase in

annual income.

(a) Applicable programsThe disallowance of
earnedncome provided by this section is
applicable only to the following programs: HOM
Investment Partnerships Program (24 CFR part
92); Housing Opportunities for Persons with
AIDS (24 CFR part 574); Supportive Housing
Program (24 CFR part 583 @ the Housing
Choice Voucher Program (24 CFR part 982).

(b) Definitions.The following definitions apply
for purposes of this section.

Baseline incomel'he annual incomenmediately
prior to implementation ahe disallowance
described in paragraggh)(1) of this section of a
person withdisabilities (who is a member of a
qualified family).

Disallowance Exclusion from annual income.

Previously unemployedcludes a person with
disabilities who has earned, in the twelve month
previous to employment, maore than would be
received for 10 hours of work per week for 50
weeks at the established minimum wage.

Qualified family.A family residing in housing
assisted under one of the programs listed in
paragraph (a) of this section or receiving tenant
based retal assistance under one of the prograrn
listed in paragraph (a) of this section.

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

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

(3) Whose annual income irgases, as a result ¢
new employment or increased earnings of a far

Emember who is a person with disabilities, during
or within six months after receiving assistance,
benefits or services under any state program fo
temporary assistance for needy fansilfanded
under Part A of Title IV of the Social Security
Act, as determined by the responsible entity in
consultation with the local agencies administeri
temporary assistance for needy families (TANF
and Welfareto-Work (WTW) programs. The
TANF programis not limited to monthly income
maintenance, but also includes such benefits al
services as ontme payments, wage subsidies
and transportation assistancgrovided that the
total amount over a simonth period is at least
$500.

(c) Disallowance of igrease in annual incorde

s(1) Initial twelve month exclusio®uring the 12
month period beginningn the date a member
who is a persowith disabilities of a qualified
family is first employed or the family first
experiences an increase in annnabme
attributable to employment, tlesponsible entity
must exclude fronannual income (as defined in
theregulations governing the applicalpegram

"isted in paragraph (af thissection) of a

qualified family anyincrease in income of the
ofamily member who is a person witlisabilities as

na result of employmerdver prior income of that

family member.

(2) Second twelve mth exclusion and phase.
Upon expiration of the Xthonthperiod defined in
oparagraph{c)(1) of this section and for the

n subsequent Ehonth period, theesponsible

yentity must exclude frorannual income of a
qualified family atleast 50 percent of angcrease
in income of such family member asesult of

employment over the famime mber 6 s |
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(2) Second twelve month exclusion and pha
in. During the second cumulative twelve
month period after the date a member who i
person with disabilities of a qualified family i
first employed or the family first experiences
an increase in annual incoragributable to
employment, the responsible entity must
exclude from annual income of a qualified
family fifty percent of any increase in incomg
of such family member as a result of
employment over income of that family
member prior to the beginning ofcu
employment.

5¢3) Maximum four year disallowance. The
disallowance of increased income of an

5 mdividual family member who is a person

5 with disabilities as provided in paragraph
(c)(2) or (c)(2) is limited to a lifetime 48
month period. The disallowanoaly applies
for a maximum of twelve months for
disallowance under paragraph (c)(1) and a
maximum of twelve months for disallowanc
under paragraph (c)(2), during the 48 mont
period starting from the initial exclusion unt
paragraph (c)(1) of this sectio

(d) Inapplicability to admissionThe
disallowance of increases in income as a ri
of employment of persons with disabilities
under this section does not apply for purpo
of admission to the program (including the
determination of inome eligibility or any
income targeting that may be applicable).
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EXHIBIT 6 -5: THE EFFECT OF WELFARE BENEFIT REDUCTION

24 CFR 5.615

Public housing program and Section 8 tenanbased assistance program: How welfare benefi

reduction affects family income.

(a) Applicability. This section applies to
covered families who reside in public housing
(part 960 of this title) or receive Section 8
tenantbased assistance (part 982 of this title)

(b) Definitions.The following definitions apply
for purposes of this section:

Covered fanilies. Families who receive welfare
assistance or other public assistance benefits
("welfare benefits") from a State or other publ
agency (welfare agency") under a program f
which Federal, State, or local law requires thag
member of the family nat participate in an
economic selsufficiency program as a
condition for such assistance.

Economic selsufficiency programSee
definition at Sec. 5.603.

Imputed welfare incom&he amount of annual
income not actually received by a family, as 3
result d a specified welfare benefit reduction,
that is nonetheless included in the family's

annual income for purposes of determining rg

Specified welfare benefit reduction.

(1) A reduction of welfare benefits by the
welfare agency, in whole or in part, fofaanily
member, as determined by the welfare ageng
because of fraud by a family member in
connection with the welfare program; or
because of welfare agency sanction against g
family member for noncompliance with a
welfare agency requirement to particgpat an
economic selsufficiency program.

(2) "Specified welfare benefit reduction” does
not include a reduction or termination of
welfare benefits by the welfare agency:

(i) at expiration of a lifetime or other time limit

(il) because a family member is not able to
obtain employment, even though the family
member has complied with welfare agency
economic sefsufficiency or work activities
requirements; or

(i) because a family member has not compli
with other welfae agency requirements.

(c) Imputed welfare income.
IC(1) A family's annual income includes the
amount of imputed welfare income (because
ta e . .
a specified welfare benefits reduction, as
specified in notice to the PHA by the welfare
agency), plus the total amwiuof other annual
income as determined in accordance with Se

5.6009.

(2) At the request of the PHA, the welfare
agency will inform the PHA in writing of the
amount and term of any specified welfare
benefit reduction for a family member, and th
reason fo such reduction, and will also inform

nthe PHA of any subsequent changes in the te
or amount of such specified welfare benefit
reduction. The PHA will use this information t
determine the amount of imputed welfare
income for a family.

—

|

y(3) A family's anmal income includes imputed
welfare income in family annual income, as
determined at the PHA's interim or regular
reexamination of family income and
composition, during the term of the welfare
benefits reduction (as specified in informatior
provided to thd®HA by the welfare agency).

g

on the payment of welfare beitsf
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(4) The amount of the imputed welfare incomd@asis for the PHA determination of the amc
is offset by the amount of additional income [a©f imputed welfare income. Such notice sh:
family receives that commences after the timedlSO State that if the family does not agree |

the sanction was imposed. When such
additional income from other sources is at
least equal to the imputed

(5) ThePHA may not include imputed welfar¢
income in annual income if the family was n¢
an assisted resident at the time of sanction.

(d) Review of PHA decision.

(1) Public housing. If a public housing tenant

claims that the PHA has not correctly
calculated themount of imputed welfare
income in accordance with HUD requiremen
and if the PHA denies the family's request tg
modify such amount, the PHA shall give the
tenant written notice of such denial, with a
brief explanation of the basis for the PHA
determiration of the amount of imputed
welfare income. The PHA notice shall also
state that if the tenant does not agree with th
PHA determination, the tenant may request
grievance hearing in accordance with part 9
subpart B of this title to review the PHA
determination. The tenant is not required to
pay an escrow deposit pursuant to Sec.
966.55(e) for the portion of tenant rent
attributable to the imputed welfare income in
order to obtain a grievance hearing on the
PHA determination.

(2) Section 8 participdnA participant in the
Section 8 tenarbased assistance program
may request an informal hearing, in
accordance with Sec. 982.555 of this title, tq
review the PHA determination of the amount
of imputed welfare income that must be
included in the family'snnual income in
accordance with this section. If the family
claims that such amount is not correctly
calculated in accordance with HUD
requirements, and if the PHA denies the
family's request to modify such amount, the
PHA shall give the family written riize of

the PHA determination, the family may
request an informal heag on the
determination under the PHA hearing
procedure.

1%

;t(e) PHA relation with welfare agency.

(1) The PHA must ask welfare agencies to
inform the PHA of any specified welfare
benefits reduction for a family member, the
reason for such reduction, therteof any suc
reduction, and any subsequent welfare age
determination affecting the amount or term
(S5 specified welfare benefits reduction. If the
welfare agency determines a specified well
benefits reduction for a family member, anc
gives the PHAwritten notice of such
reduction, the family's annual incomes shal
include the imputed welfare income becaus
the specified welfare benefits reduction.

ae(2) The PHA is responsible for determining
s¢he amount of imputed welfare income that
included inthe family's annual income as a
result of a specified welfare benefits reduct
as determined by the welfare agency, and
specified in the notice by the welfare agenc
the PHA. However, the PHA is not respons
for determining whether a reductionwélfare
benefits by the welfare agency was correct
determined by the welfare agency in
accordance with welfare program requirem
and procedures, nor for providing the
opportunity for review or hearing on such
welfare agency determinations.

(3) Such velfare agency determinations are
the responsibility of the welfare agency, an
the family may seek appeal of such
determinations through the welfare agency
normal due process procedures. The PHA
be entitled to rely on the welfare agency nc
to the PHA of the welfare agency's
determination of a specified welfare benefit
reduction.

such denial, with a brief explanation of the
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Chapter 7
VERIFICATION
[24 CFR 982.516, 24 CFR 982.551, 24 CFR 5.230]

INTRODUCTION

The PHA must verify al/l i nf or mat iltgandlevalaft 1 s u
assistance and is required to obtanitten authorization from the family in ordéo collect the

information. Applicants and program participants must cooperate with the verification process as

a condition of receiving assistance. TH&APmust not pass on the cost of verification to the

family.

The PHA will follow the verification guidance provided by HUD in Notice PIH 2090and any
subsequent guidance issued by HUD. This chapter summarizes those requirements and provides
supplementar$HA policies.

Part | describes the general verification procéxst |l provides mordetailed requirements
related to family informatiorPart Ill provides information omcome and assets aRart IV
coversmandatory deductions

Verification policies rules and procedures will be modified as needed to accommodate persons
with disabilities. All information obtained through the verification process will be handled in
accordance with the records management policies of the PHA.

PART I. GENERAL VERIFICATIO N REQUIREMENTS

7-1.A. 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 gatifin of that information [24 CFR
982.551].

Consent Forms

It is required that all adult applicants and participants sign form 198&86, Authorization for

Release of Information. The purpose of form HI886 is to facilitate automated data collection

and omputer 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 employadsilof

family members. Only HUD is authorized to collect information 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 releeantt he f ami | ybés
and level of assistance.
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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 parttsiplhe family may request an
informal review (applicants) or informal hearing (participants) in accordance with PHA
procedures.

7-1.B. OVERVIEW OF VERIFICATION REQUIREMENTS
HUDG6s Verification Hi-®®farchy [ Notice PIH 2010

HUD mandates the use of theVEdystem and offers administrative guidance on the use of other
methods to verify family information and specifies the circumstances in 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 the PHA will use are:
1 Up-front Income Verification (UIVusi ng HUDG6s Enterprise I ncor
system
Up-front Income Verification (UIV) using a neiHUD system
Written Third-party Verification (may be provided by applicant or participant)
Written Third-part Verification Form

= =4 =4 =2

Third-party Oral Verification
1 SelfCertification
Each of the verification methods isdussed in subsequent sections below.

Requirements for Acceptable Documents

Housing Works Policy

Any documents used for verification must be the original (not photocopies) and generally
must be dated within 60 days of the PHA request. The documents ohibgt damaged,
altered or in any way illegible.

Housing Works 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 thelder of a pension annuity provides seannual

reports, Housing Works would accept the most recent report.

Print-outs from web pages are considered original documents.
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Housing Works staff member who views the original document must make a photocopy,
anndate the copy with the name 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 Housing Works
and must be signed in the presence of a Houslarks representative or notary public.

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
verificaton process will be recorded in the familybo
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 understangrttess followed and

conclusions reached.

Housing Works Policy

Housing Workswill document, in the family file, the following:
Reported family annual income
Value of assets
Expenses related to deductions from annual income
Other factors influencing thedpsted income or incorAeased rent determination

WhenHousing Worksgs unable to obtain 3rd party verification, it will document in the family
file the reason that thirgarty verification was not available and will place a photocopy of any
original docunent(s) in the family file. [24 CFR 960.259(c)(1); VG, p.15]

7-1.C. UP-FRONT INCOME VERIFICATION (UIV)

Upf ront income verification (UlIV) refers to th
from independent sources that maintain computerized ifitomabout earnings and benefits.
UIV will be used to the extent that these systems are available to the PHA.

There may be legitimate differences between the information provided by the family and UIV
generated information. No adverse action can be taggaimst a family until the PHA has
independently verified the UIV information and the family has been granted an opportunity to
contest any adverse findings through the informal review/hearing process of the PHA.

See Chapter 6 f or ugebfé&V/BIVA @grgectarmdalincome.on t he
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Upfront I ncome Verification Using HUDOGs Enter
(Mandatory)

PHAs mustusélUD 6 s E | \n itssegtisety asma thirgarty source to verify tenant
employment and income informaii during mandatory reexaminations or recertification of
family composition and income in accordance with 24 CFR 5.236 and administrative guidance
issued by HUD. The EIV systeoontains data showing earned income, unemployment benefits,
social security begfits, and SSI benefits for participant families.. The following policies apply to
the use of HUDOGs EIV system.

EIV Income Reports

The data shown on income reports is updated quarterly. Data may be between 3 and 6 months
old at the time reports are genexht

Housing Works Policy

Housing Works will obtain incomeeports for annual reexaminations on a monthly basis.
Reports will be generated as part of the regular reexamination process.

Incomereports will be compared to famifyrovided information as paef the aanual
reexamination process. Incomeports may be used in the calculation of annual income,
as aescribed in Chapter 6.1.C. Incomegports may also be used to meet the regulatory
requirement for third party verification, as described above. Pslicrere®lving
discrepancies between Incomgports and famihprovided information will be resolved
as described in Chapter 6.1.C. and in this chapter.

Incomereports will be used in interim reexaminatiaasdentify any discrepancies
between reportechcome and income shown in the EIV system, anteasssary to
verify income,andto calculate unemployment benefits, Sb&acurity and/or SSI
benefits. EIV will also be used to verify that families claiming zero income are not
receiving income from anyfdéhese sources.

Incomereports will be retained in participant files with the applicable annual or interim
reexamination documents.

WhenHousing Works determines through Incoraports and third party verification that
a family has concealed or und®pated income, corrective action will be taken pursuant
to the policies in Chapter 14, Program Integrity.

EIV Identity Verification

The EIV system verifies tenant identities against SSA records. These records are compared to
PIC data for a match on Socialcheity number, name, and date of birth.
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PHAs ar e r e qu idengydVerifiaatiom Repordritd moidttdy basis to improve the
availability of income information in EIV [Notice PIH 2041D].

When identity verification for a participant fails, a $sage will be displayed within the EIV
system and no income information will be displayed.

Housing Works Policy

Housing Workswill identify participants whose identity verification has faileg
obtaining appropriate documentation from the participant.

Housing Workswill attempt to resolve PIC/SSA discrepancies by reviewing file

documents. WheHhlousing Worksletermines that discrepancies exist due to PHA errors

such as spelling errors or incorrect birth dates, the errors will be corrected promptly.
Upfront Income Verification Using NonHUD Systems (Optional)

In addition to mandatory use of the EIV system, HUD encourages PHAs to utilize other upfront
verification sources.

Housing Works Policy

Housing Works will inform all applicants and participants of #&e of the following UIV
resources during the admission and reexamination process:

HUDG6s EIV system
Oregon Employment Department

Department of Human Services

7-1.D. THIRD -PARTY WRITTEN AND ORAL VERIFICATION

HUDG6s current verifi tymesdfwriten thirdemyaerificitign. Thhee f §| ne s
more prefer abl epaftyoerificationdoonsists of an originahdoaurdent

generated by a thirgarty source, which may be received directly from a tpaty source or

provided to the PHA bthe family. If written thirdparty verification is not available, the PHA

must attempt t o -padrttay nv er ififwird a@attiecan tfharrm™. 06 Thi s
to collect information from a third party.

Written Third -Party Verification [Notic e PIH 201619]

Written third-party verificationdocuments must be original and authentic and may be supplied
by the family or received from a thimhrty source

Examples of acceptable tengmbvided documents include, but are not limited to: pay stubs,
payroll summary reports, employer notimeetters of hireandtermination, SSA benefit
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verification letters, bank statements, child support payment stubs, welfare benefit letters and/or
printouts, and unemployment monetary benefit notices.

The PHA is regired to obtain, at minimum, two current and consecutive pay stubs for
determining annual income from wages.

The PHA may reject documentation provided by the family if the document is not an original, if
the document appears to be forged, or if the doatimealtered, mutilateabr illegible.

Housing Works Policy

Third-party documents provided by the family must be dated within 60 days of Housing
Worksd request date.

If Housing Works determines that thipérty documents provided by the family are not
aceptable, Housing Works will explain the reason to the family and request additional
documentation.

As verification of earned income, Housing Works will request pay stubs covering-the 60
day period prior to Housing Worksdo request

Written Third -Party Verifi cation Form

When upfront verification is not available and the family is unable to provide writterpiitg
documents, the PHA must request a writtenthirdr t y ver i fi cation for m.
this traditional thirgparty verification metho@resents administrative burdens and risks which

may be reduced through the use of fanpitgvided thirdparty documents.

PHAs may mail, fax, or-enail third-party written verification form requests to thiparty
sources.

Housing Works Policy

Housing Workswill send thirdparty verification forms directly to the third party.

Third-party verification forms will be sent when thipérty verification documents are
unavailable or are rejected by Housing Works.
Oral Third -Party Verification [Notice PIH 2010-19]

For thirdparty oral verification, PHAs contact sources, identified by UIV techniques or by the
family, by telephone or in person.

Oral third-party verification is mandatory if neither form of written thpdrty verification is
available.

Third-party ordverification may be used when requests for written tpady verification forns
have not been returned within a reasonabledirgy., 10 business days.

PHAs should document in the file the date and time of the telephone call or visit, the name of the
person contacted, the telephone number, as well as the information confirmed.
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Housing Works Policy

In collecting thirdparty oral verification, Housing Worlst a f f wi | | record i
file the name and title of the person contacted, the dateraaaft the conversation (or
attempt), the telephone number used, and the facts provided.

When any source responds verbally to the initial written request for verifi¢dtiosing
Workswill accept the verbal response as oral verification but will alsoesticthat the
source complete and return any verification forms that were provided.

When Third -Party Verification is Not Required [Notice PIH 201019]

Third-party verification may not be available in all situations. HUD has acknowledged that it
may not becosteffective or reasonable to obtain thperty verification of income, assets, or
expenses when these items would have a mini ma

Housing Works Policy

If the family cannot provide original documenigusingWorkswill pay the service
charge required to obtain thighrty verification, unless it is not cost effective in which
case a seltertification will be acceptable as the only means of verification. The cost of
verification will not be passed on to thenfdy.

Primary Documents

Third-party verification is not required when legal documents are the primary source, such as a
birth certificate or other legal documentation of birth.

Imputed Assets

HUD permits PHAs t@accept a sel€ertification fromafamily as verification of assets disposed
of for less than fair market value [HCV GB, 528].

Housing Works Policy

Housing Works will accept a setertification from a family as verification of assets
disposed of for less than fair market value.

Value of Assetaind Assetncome[24 CFR 982.516(d)
For families with net assets totaling $5,000
of asset value and anticipated asset income. However, the PHA is required to obtgartiird

verification of all assts regardless of the amount during the intake process and at least every
three years thereatfter.
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Housing Works Policy

For families with net assets totaling $5,0
certification of the value of family assetsdaanticipated asset income when applicable.

The familybs declaration must show each as
thatasset Al Il family members 18 years of age ar
declaration.

The PHA will use thirebarty docunentation for assets as part of the intake process,
whenever a family member is added to verif
years thereafter.

7-1.E. SELF-CERTIFICATION
When HUD requires thirgharty verification,selc er t i f i cate olhamat RdoenNn@nits
a last resort when the PHA is unable to obtain tpacy verification.

Self-certification, however, is an acceptable form of verification when:

1 A source of income is fully excluded

Net family assets total $5,000 or less and tH& Ihas adopted a policy to accept self
certification at annual recertification, when applicable

1 The PHA has adopted a policy to implement streamlined annual recertifications for fixed
sources of income (See Chapter 11)

When the PHA was required to obtamird-party verification but instead relies on a tenant
decl aration for verification of income, asset
to explain why thireparty verification was not available.

Housing Works Policy

When information canndte 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 Housing Works.

Housing Works may require a family to certify that enflig member doegotreceive a
particular type of income or benefit.

The selfcertification must be made in a format acceptable to Housing Works and must be
signed by the family member whose information or status is being verified. All self
certificationsmust be signed in the presence of a PHA representative or PHA notary
public.
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PART Il. VERIFYING FAMILY INFORMATION

7-11.A. VERIFICATION OF LEGAL IDENTITY
Housing Works Policy

Housing Works will require families to furnish verification of legal identitydach
household member.

Verification of Legal Identity for Adults Verification of Legal Identity for
Children

Certificate of birth, naturalization paperg Certificate of birth

Church issued baptismal certificate Adoption papers

Current, valid driver's license or Custody agreement
Department of Motor Vehicles

identification card Health and Human Services ID
U.S. military discharge (DD 214) Certifiedschoolrecords

CurrentU.S. passport

Currentemployeridentification card

If a document submitted by a famik illegible or otherwise questionable, more than one
of these documents may be required.

I f none of these documents can be provided
party who knows the per sonThercaryficabri mustbete t o t
provided in a format acceptable to Housing Works and be signed in the presence of a

PHA representative or PHA notary public.

Legal identity will be verifiedor all applicants at the time of eligibility determination
and in cases where the PHiAs reason to doubt the identity of a person representing him
or herself to be a participant..

7-11.B. SOCIAL SECURITY NUMBERS [ 24 CFR 5.216 andNotice PIH 201210]

The family must provide documentation of a vadial securitynumber (SSNjor each

memter of the household, with the exception of individuals who do not contend eligible
immigration status. Exemptions also include, existing program participants who were at least 62
years of age as of January 31, 2010, and had not previously disclosed.an SSN
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The PHAmustaccept the followinglocumentation as acceptable evidence of the social security
number

An original SSN card issued by the Social Security Administration (SSA)
An original SSAissued document, which contains the name and SSN of the walivid

An original document issued by a federal, state, or local government agency, which
contains the name and SSN of the individual

The PHA may only reject documentation of an SSN provided by an applicant or participant if the
document is not an original domentor, if the original document has been altered, mutilaged,
illegible, or appears to be forged.

Housing Works Policy

Housing Works will explain to the applicant or participant the reasons the document is
not acceptable and request that the indigldbtain and submit acceptable
documentation of the SSN to Housing Works 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 datengdsion into the

program. The PHA must grant one additionald@@ extension if it determines that the
applicantdés failure to comply was due to circ
and could not have been reasonably foreseen.

Housing Works Policy

Housing workswill grant one additional 9@ay extension if needed for reasons beyond

the participantds control such as del ayed
natural disaster, fire, death in the family, or other emergendye ihdividual fails to

comply with SSN disclosure and documentation requirements upon expiration of the
provided time period, Housing Wor ks will t

When the participant requests to add a new household member whast étyears of age, or
who is under the age of 6 and has an SSN, the participant must provide the complete and
accurate SSN assigned to each new member at the time of reexamination or recertification, in
addition to the documentation required to verifyffhie PHA may not add the new household
member until such documentation is provided.

If an applicant family includes a child under 6 years of age who joined the household within the

6 months prior to the date of voucher issuance, an otherwise eligiblg faay be admitted to

the program and the family must provide docum
effective date of the initial HAP contra¢t.90-day extension will be granted if the PHA
determines that t he lywasrdieitoaunfereseen crcaimstaaceslandiwas t o
outside of the participantdés contr ol
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Housing Works Policy

Housing Workswill grant one additional 9@lay extension if needed for reasons beyond
t he applicantds contr ol , spplicdlionaysthe®®A, ayed p
natural disaster, fire, death in the family, or other emergency.

When a participant requests to add a new household member who is under the age of 6 and has

not beenassigned an SSN, the participant must provide the SSN assigeschtaew child and

the required documentation within 90 calendar days of the child being added to the household. A
90day extension will be granted i f the PHA det
was due to unforeseen circumstancesandomas si de of the participant ¢
period the PHA is awaiting documentation of the SSN, the child will be counted as part of the

assisted household.

Housing Works Policy

Housing Workswill grant one additional 9@ay extension if needed fagasons beyond
the participantds control such as del ayed
natural disaster, fire, death in the family, or other emergency.

Socialsecurity numbers must be verified only once during continueastysted occupayc

Housing Works Policy

Housing Works will verify each disclosed SSN by:

Obtaining documentation from applicants and participants that is acceptable as
evidence of social security numbers

Making a copy of the original documentation submitted, returnitwttie individual,
and retaining a copy in the file folder

Once the individual 6s verification status 1is
discretion, remove and destroy copies of documentation accepted as evidence of social security
numbers. Th retention of the ENSummary Report or Income Rep@tadequate
documentation of an individual 6s SSN.

Housing Works Policy

Once an individual s statwus is classified
Works will not remove and destroy copies otdmentation accepted as evidence of
social security numbers.
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7-11.C. 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 doeninthat provides evidence of the
receipt of social security retirement benefits is acceptable.

Housing Works Policy

If an official record of birth or evidence of social security retirement benefits cannot be
provided, Housing Works will require the fagtio submit other documents that support
the reported age of the family member (e.g., school records, driver's license if birth year
is recorded) and to provide a sedrtification.

Age must be verified only once during continuosua$gisted occupancy.

7-11.D. FAMILY RELATIONSHIPS

Applicants and program participants are required to identify the relationship of each household
member to the head of household. Definitions of the primary household relationships are
provided in the Eligibility chapter.

Housing Works Policy

Family relationships are verified only to
eligibility and level of assistanc€ertification by the head of household normally is
sufficient verification of family relationships.

Marriage

Housing Works Policy

Certification by the head of household is normally sufficient verification. If Housing
Works has reasonable doubts about a marital relationship, Housing Works will require
the family to document the marriage.

A marriage certificate genehglis required to verify that a couple is married.

In the case of a common law marriage, the couple must demonstrate that they hold
themselves to be married (e.g., by telling the community they are married, calling each
other husband and wife, using ttare last name, filing joint income tax returns). The
state of Oregon does not recognize common law marriage unless it was first recognized
by another state.
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Separation or Divorce

Housing Works Policy

Certification by the head of household is normallyisight verification. If Housing
Works has reasonable doubts about a separation or divorce, Housing Works will require
the family to document the divorce, or separation.

A certified copy of a divorce decree, signed by a court officer, is required to dotume
that a couple is divorced.

A copy of a courbrdered maintenance or other court record is required to document a
separation.

If no court document is available, documentation from a commaised agency will
be accepted.

Absence of Adult Member
Housing Works 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., documentation of another addres<httidi

person resides such as a lease or utility bill).

Foster Children and Foster Adults
Housing Works Policy

Third-party verification from thetate or local government agenegponsibldor the
placement of the individual with the family is required.

7-11.E. VERIFICATION OF STUDENT STATUS
Housing Works 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:

The family claims fulitime gudent status for an adult other than the head, spouse,
or cohead, or

The family claims a child care deduction to enable a family member to further his
or her education.

The family includes a student enrolled iniastitution of higher education
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Restrictions on Assistance to Students Enrolled in Institutions 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 seakicgiving
HCV assistance.

Housing Works Policy

In accordance with the verification hierarchy described in SectibB,7the PHA will
determine whether the student is exempt from the restrictions in 24 CFR 5.612 by
verifying any one of the following exeption criteria:

The student is enrolled at an educational institution that does not meet the

definition ofinstitution of higher educatiom the Higher Education Act of 1965

(see Section Exhibit-3).

The student is at least 24 years old.

The student ia veteran, as defined in Sectiofl .E.

The student is married.

The student has at least one dependent child, as defined in Selitbn 3

The student is a person with disabilities, as defined in Sectibk,3and was
receiving assistance prior to Nawber 30, 2005.

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 0shenpnoceedneverdyleithgrthd i | i t y
student 6s parentso6 i nlcloimedJ)elargitbhd isttyud esneted

from his/her parents (see below).
Independent Student

Housing Works Policy

HousingWorksvi | I ver i fy a st ud<hertpdrentstodetcenme nd e n c e
that the studentds parentsd income i s not

by doing all of the following:

Reviewing and verifying previous address information to determine whether the
student has established @ulsehold separate from his/her parents for at least one year
or reviewing and verifying documentation relevant to determining whether the

student meets the U.S. D e pirdependentrstuderd f E d u c

(see Section-8.E)
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Reviewingthes t u d priartye@rsncome tax returns to verifye student is
independent or verifying the student meet
definition ofindependent studefgee section-8.E)

Requesting and obtaining written certification directtyfn t he st udent 6s p
identifying the amount of support they will be providing to the student, even if the

amount of support is $@xcept in cases in which Housing Works determines that the
student is aulnerable youtl{see Section-8.E).

7-11.F. DO CUMENTATION 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
personbds disabil)i]Jt.y T[h2z4 PEHRAR mlaly0 .n2oGx2 (icnqui re ab
details of treatment for a disability or medical condition. If the PHA receives a verification

document that provides such information, the PHA will not place this information in the tenant
fleeUnder no circumstances will the PHA request
information on health care privacy | aws, see
website ahttp://www.hhs.gov/ocr/privacy

The above cited regulation does natlgbit the following inquiries, provided these inquiries are
made of all applicants, whether or not they are persons with disabilities [VG, p. 24]:
T I'nquiry into an applicantds ability to meet

Inquiry to determine Wether 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 available
to persons with @dabilities 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 illegal manufactureributst
of a controlled substance

Family Members Receiving SSA Disability Benefits

Verification of the receipt of disability benefits from the Social Security Administration (SSA) is
sufficient verification of disability for the purpose of qualifying Waiting list preferences (if
applicable) or certain income disallowances and deductions [VG, p. 23].

Housing Works Policy

For family members claiming disability who receive disability benefits from the SSA,

Housing Works will attempt to obtain informatiabout disability benefits through the

HUD Enterprise Income Verification (EIV) systethd ocument ati on fr om H
System is not available, Housing Works will request a current (dated within the last 60
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days) SSA benefit verification letter from eaamiily member claiming disability status.

If the family is unable to provide the document(s), Housing Works will ask the family to
request a benefit verification letter by either calling SSA80Q772-1213, or by
requesting it fronwww.ssa.govOnce the applicant or participant receives the benefit
verification letter they will be required to provide it to Housing Works.

Family Members Not Receiving SSA Disability Benefits

Receipt of veterano®s decmape n 3 d tyiS®Adenefdsrbaset, h evro r r
on the individual 6s c¢cl aimed disability are no
HUDG6s definition of disability in 24 CFR 5.40

Housing Works Policy

For family members claiming disability whdo not receive disability benefits from the
SSA, a knowledgeable professional must provide {pady verification that the family
member meets the HUD definition of disability. See the Eligibility chapter for the HUD
definition of disability. The knovddgeable professional will verify whether the family
member does or does not meet the HUD definition.

7-11.G. CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS [24 CFR 5.508]

Overview

Housing assistance is not available to persons who are not citizens, sabomdibible
immigrants. Prorated assistance is provided for "mixed families" containing both eligible and
ineligible persons. A detailed discussion of eligibility requirements is in the Eligibility chapter.
This verifications chapter discusses HUD amtARverification requirements related to
citizenship status.

The family must provide a certification that identifies each family member as a U.S. citizen, a
U.S. national, an eligible noncitizen or an ineligible noncitizen and submit the documents
discussedbelow for each family member. Once eligibility to receive assistance has been verified
for an individual it need not be collected or verified again during continuassigted

occupancy [24 CFR 5.508(g)(5)]

U.S. Citizens and Nationals

HUD requires a dearation for each family member who claims to be a U.S. citizen or 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 preagentd a birth
certificate, United States passport or other appropriate documentation.
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Housing Works Policy

Family members who claim U.S. citizenship or national status will not be required to
provide additional documentation unless the PHA receivesniaioon indicating that an
individual 6s decl aration may not be accur a
Eligible Immigrants
Documents Required

All family members claiming eligible immigration status must declare their status in the same
manner as U.S. citizens and nationals.

The documatation required for eligible noncitizens varies depending upon factors such as the
date the person entered the U.S., the conditions under which eligible immigration status has been
granted, age, and the date on which the family began receivingfhttl@dassistance. Exhibit

7-1 at the end of this chapter summarizes documents family members must provide.

PHA Verification [HCV GB, pp. 53 and 57]
For family members age 62 or older who claim to be eligible immigrants, proof of age is
required in the mannelescribed in 4I1.C. of this plan. No further verification of eligible

immigration status is required.

For family members under the age of 62 who claim to be eligible immigrants, the PHA must
verify immigration status with the United States Citizenshiplamdigration Services (USCIS).

The PHA will follow all USCIS protocols for verification of eligible immigration status.

7-11.LH. VERIFICATION OF PREFERENCE STATUS

The PHA must verify any preferences claimed by an appltbatdetermined placement on the
waiting list.

Housing Works Policy

If the applicant claimed a residency preference on their original or updated application,
the following residency preference verification documentation must be received by
Housing Works at the time the applicant is padifieom the waiting list.

Proof that the head of household, spouse, dream currently lives in Deschutes, Crook
or Jefferson Counties:

T A copy of a valid driverds |icense, sta
printout letter which includes@urrent address. A letter from the local Homeless
Shelter indicating residency will also be accepted.
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Proof that the head of household, spouse, dream currentlyvorksin Deschutes, Crook
or Jefferson Counties:

1 A letter from the employer stating thagetapplicant is or will be employed in
Deschutes, Crook or Jefferson County. A copy of a valid paycheck stub with the
empl oyer6s address will al so be accepte

PART IIl. VERIFYING INCOME AND ASSETS

Chapter 6, Part | of this plan describes in detail tpegyf income that are included and

excluded and how assets and income from assets are handled. Any assets and income reported by
the family must be verified. This part provides PHA policies that supplement the general

verification procedures specified Rart | of this chapter.

7-111.A. EARNED INCOME
Tips
Housing Works Policy

Unl ess tip income i s i 42bylthedneplbyen persans wha mi | vy
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 the coming year.

7-111.B. BUSINESS AND SELF EMPLOYMENT INCOME
Housing Works Policy

Business owners and se&linployed persons will be required to provide:

An audited financial statemerdrfthe previous fiscal year if an audit was
conducted. If an audit was not conducted, a statement of income and expenses
must be submitted and the business owner oweseffloyed person must certify to
its accuracy.

All schedules completed for filing feck and local taxes in the preceding year.

If accelerated depreciation was used on the tax return or financial statement, an
accountant's calculation of depreciation expense, computed using siireeght
depreciation rules.

Housing Works will provide a fonat for any person who is unable to provide such a
statement to record income and expenses for the coming year. The business owner/self
employed person will be required to submit the information requested and to certify to its
accuracy at all future reexamations.
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At any reexamination Housing Works may request documents that support submitted
financial statements such as manifests, appointment books, cash books, or bank
statements.

If a family member has been selfinployed less than three (3) months, HogaNVorks

will accept the family member's certified estimate of income and schedule an interim
reexamination in three (3) months. If the family member has beearsglbyed for three

(3) to twelve (12) months Housing Works will require the family to previd

documentation of income and expenses for this period and use that information to project
income.

7-111.C. PERIODIC PAYMENTS AND PAYMENTS IN LIEU OF EARNINGS
Social Security/SSI Benefits
Housing Works Policy

To verify the SS/SSI benefits of applicantguding Works will request a current (dated

within the last 60 days) SSA benefit verification letter from each family member that
receives social security benefitsthe family is unable to provide the document(s),
Housing Works willhelpt he appl i cant request a benefit
Web site atvww.socialsecurity.gowr ask the family to request one by calling SSA at
1-800-772-1213 Once the applicant has receivibe benefit verification letter they will

be required to provide it to Housing Works.

To verify the SS/SSI benefits of participants, Housing Worksakifain information
aboutsocial security/SSI benefits through the HUBV System and confirm with the
participant(s) that the current listed benefit amount is corliettte participant disputes

the ElV-reported benefit amount, or if benefit informatiomat availablen HUD
systemsHousing Works will request a current SSA benefit verification lettenfeach
family member that receives social security bendfithie family is unable to provide the
document(s) Housing Workaill helpthe participant request a benefit verification letter
from SSAOG6swwWeada.gosor askahe arnily to request one by calling SSA at
1-800-772-1213. Once the participant has received the benefit verification letter they will
be required to provide it to Housing Works.

7-111.D. ALIMONY OR CHILD SUPPORT
Housing Works Policy

The methods Hoursg Works will use to verify alimony and child support differs
depending on whether the family declares that it receives regular payments.

If the family declares that receives regular paymentserification will be
sought in the following order.
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If payments are made through a state or local entity, Housing Works 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 pson paying the support

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 seHlcertification of amount received and of the likelod of
support payments being received in the future, or that support payments
are not being received.

If the family declares that receivesrregular or no paymentsin addition to the
verification process listed above, the family must provide ecelémat it has
taken all reasonable efforts to collect amounts due. This may include:

A statement from any agency responsible for enforcing payment that
shows the family has requested enforcement and is cooperating with all
enforcement efforts

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 required to undertake independent enforcement action.

7-111.LE. 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 two years. The PHA needs to verify only those certifications that warrant
documentation [HCV GB, p.-38].

Housing Works Policy

Housing Works will verify the value of assets disposed of only if:

Housing Works does not already have a reasonable estimation of its value from
previously collected information, or

The amount repoed by the family in the certification appears obviously in error.
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Example 1: An elderly participant reported a $10,000 certificate of deposit at the last
annual reexamination and Housing Works verified this amount. Now the person reports
that she has givethis $10,000 to her son. Housing Works has a reasonable estimate of
the value of the asset; therefore, reverification of the value of the asset is not necessary.

Example 2: A family member has disposed of its 1/4 share of real property located|in a
desimable area and has valued her share at approximately 5,000. Based upon market
conditions, this declaration does not seem realistic. Therefore, Housing Works will verify
the value of this asset.

7-1Il.LF. NET INCOME FROM RENTAL PROPERTY
Housing Works Policy

The family must provide:

A current executed lease for the property that shows the rental amount or
certification from the current tenant.

A self-certification from the family members engaged in the rental of property
providing an estimate of expensesttoe coming year and the most recent IRS
Form 1040 with Schedule E (Rental Income). If schedule E was not prepared,
Housing Works will require the family members involved in the rental of property
to provide a seltertification of income and expenses fioe previous year and

may request documentation to support the statement including: tax statements,
insurance invoices, bills for reasonable maintenance and utilities, and bank
statements or amortization schedules showing monthly interest expense.

7-111.G. RETIREMENT ACCOUNTS
Housing Works Policy

When thirdparty verification is not available the type of original document that will be
accepted depends upon the family member 6s

Beforeretirement, Housing Works will accept ariginal documst 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.

UponretirementHousing Works will acceptraorigind document from the entity
holding the account that reflects any distributions of the account balance, any
lump sums taken and any regular payments.

AfterretirementHousing Works will acceptraoriginal document from the entity
holding the account datewb earlier than 12 months before that reflects any
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distributions of the account balance, any lump sums taken and any regular
payments.

7-111.H. INCOME FROM EXCLUDED SOURCES

A detailed discussion of excluded income is provided in Chapter 6, Part I.

HUD guidance on verification of excluded income draws a distinction between income which is
fully excluded and income which is only partially excluded.

For fully excluded income, the PHA is not required to follow the verification hierarchy,
document why thirgbarty verification is not available, or report the income on the 50058. Fully
excluded income is defined as income that is entirely excluded from the annual income
determination (for example, food stamps, earned income of a minor, or foster care funds) [Notic
PIH 201304].

PHAs may accept a familyds si gn eetifiaatpopdfi cati on
fully excluded income. They do not have to require additional documentation. However, if there

is any doubt that a source of income qualifies tdirdxclusion, PHAs have the option of

requiring additional verification.

For partially excluded income, the PHA is required to follow the verification hierarchy and all
applicable regulations, and to report the income on the 50058. Partially excludee isco

defined as income where only a certain portion of what is reported by the family qualifies to be
excluded and the remainder is included in annual income (for example, the income of an adult
full-time student, or income excluded under the earned iachsallowance).

Housing Works Policy

Housing Works 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).all other cases, Housing Works will report the
amount to be excluded as indicated on documents provided by the family.

7-111.1. ZERO ANNUAL INCOME STATUS
Housing Works Policy

Housing Workswill check UIV sources and/or request information from tgeaty
sources to verify that certain forms of income such as unemployment benefits, TANF,
SS,SSI, etc., are not being received by families claiming to have zero annual income.

7-111.J. STUDENT FINANCIAL ASSISTANCE

Any financial assistance, in excess of amtsueceived for tuition, that a person attending an
institution of higher education receives under the Higher Education Act of 1965, from private
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sources, or from an institution of higher education must be considered income unless the student
is over theage of 23 with dependent children or is residing with parents who are seeking or
receiving HCV assistance [24 CFR 5.609(b)(9) and FR 4/10/06].

For students over the age of 23 with dependent children or students residing with parents who are
seeking or reeiving HCV assistance, the full amount of student financial assistance is excluded
from annual income [24 CFR 5.609(c)(6)]. The full amount of student financial assistance is also
excluded for students attending schools that do not qualify as institofibigher education (as

defined in Exhibit 3). Excluded amounts are verified only if, without verification, the PHA

would not be able to determine whether or to what extent the income is to be excluded (see
Section lII.H).

Housing Works Policy

For a sudent subject to having a portion of his/her student financial assistance included
in annual income in accordance with 24 CFR 5.609(biH{&using Workswill request
third-party written verification of both the source and the amount from the educational
institution attended by the student as well as from any other person or entity providing
such assistance, as reported by the student.

In addition, the Housing Workaill request written verification from the institution of
higher education regardingtheist e nt 6 s t ui ti on amount .

If Housing Worksis unable to obtain thirgarty written verification of tb requested
information, Housing Workwill pursue other forms of verification following the
verification hierarchy in SectionI7B.

7-111.K. PARENTAL INCOM E OF STUDENTS SUBJECT TO ELIGIBILITY
RESTRICTIONS

If a student enrolled at an institution of higher education is under the age of 24a igetetan,

is not marrieddoes not have a dependent child, and is not a person with disabilities receiving

HCV assstance as of November 30, 2005h e i ncome of the student 6s
considered when determining income eligibility, unless the student is determined independent

from his or her parentsr avulnerable youthin accordance ith PHA policy [24 CFR %12, FR

4/10/06, p18146and FR Notice 9/21/16

This provision does not apply to students residing with parents who are seeking or receiving
HCYV assistance. It is limited to students who are seeking or receiving assistance on their own,
separately frontheir parents.

Housing Works Policy

I f the PHA is required to determine the in
will request an income declaration and certification of income from the appropriate
parent(s) (as determined in Sectiol.B). The PHA will send the request directly to the
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parents, who will be required to certify to their income under penalty of perjury. The
parents will be required to submit the information directly to the PHA. The required
information must be submitted (postrkad) within 10 business days of the date of the
PHAG6s request or within any extended ti mef

The PHA reserves the right to request and review supporting documentation at any time
if it questions the declaration or certification. Sagmg documentation may include, but

is not limited to, Internal Revenue Service (IRS) tax returns, consecutive and original pay
stubs, bank statements, pension benefit statements, benefit award letters, and other
official and authentic documents fromedéral, state, or local agency.

PART IV. VERIFYING MANDATORY DEDUCTIONS

7-IV.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 atependents or elderly/disabled persons meet the statutory

definitions.No further verifications are required.

Dependent Deduction

See Chapter 6 {B.B.) for a full discussion of this deductiohhe PHA must verify that:

1 Any person under the age of 18 fehom the dependent deduction is claimed is not the head,
spouse, or cohead 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 live-in aide, and is a person with a disabpibr a full time student

Elderly/Disabled Family Deduction

See Eligibility chapter for a definition of elderly and disabled families and Chaptelt.€ (6for
a discussion of the deductiorhe PHA must verify that the head, spouse, or cohead is#68 ye
of age or older or a person with disabilities.

7-1IV.B. MEDICAL EXPENSE DEDUCTION

Policies related to medical expenses are foundlirb6 The amount of the deduction will be
verified following the standard verification procedures described in Part I.

Amount of Expense

Housing Works Policy

Medical expenses will be verified through:

Written thirdparty documents provided by the family, such as current pharmacy
printouts or receipts.
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Housing Workswill make a best effort to determine what expenses frapast
are likely to continu¢o occur in the future. Housing Worksll also accept
evidence of monthly payments or total payments that will be due for medical
expenses during the upcoming 12 months.

Written third-party verification forms, if the familis unable to provide
acceptable documentation.

If third-party or document review is not possible, written family certification as to
costs anticipated to be incurred during the upcoming 12 months

In addition, Housing Works must verify that:

The householdsieligible for the deduction.
The costs to be deducted are qualified medical expenses.

The expenses are not paid for or reimbursed by any other source.

= =4 =4 =

Costs incurred in past years are counted only once.
Eligible Household

The medical expense deductiompermitted only for households in which the head, spouse, or
cohead is at least 62, or a person with disabilities. The PHA will verify that the family meets the
definition of an elderly or disabled family provided in the Eligibility chapter and as dedanibe
Chapter 7 (V.A.) of this plan.

Qualified Expenses

To be eligible for the medical expenses deduction, the costs must qualify as medical expenses.
SeeChapter@-1 | . D. ) for the PHAOGs policy on what <co

Unreimbursed Expenses
To be eligible for the medical expenses deduction, the costs must not be reimbursed by another
source.

Housing Works 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

Housing Works Policy

When anticipated costs are related tegoimg payment of medical bills incurred in past
years, Housing Works will verify:

The anticipated repayment schedule
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The amounts paid in the past, and

Whethertheamoins t o be repaid have been deducH
income in past years.

7-1V.C. DISABILITY ASSISTANCE EXPENSES

Policies related to disability assistance expenses are found.ix 8he amount of the deduction
will be verified following the sindard verification procedures described in Part I.

Amount of Expense
Attendant Care

Housing Works Policy

Housing Workswill accept written thirgparty documents provided by the family.

If family-provided documents are not available, Housing WaiikKgrovide a thirdparty
verification form directly to the care provider texgting the needed information.

Expenses for attendant care will be verified through:

Written thirdparty documents provided by the family, such as receipts or
cancelled checks.

Third-party verification form signed by the providef family-provided
documents are not available.

If third-partyverificationis not possible, written family certification as to costs
anticipated to be incurred for the upcoming 12 manths

Auxiliary Apparatus

Housing Works Policy

Expenses for auxiliary apparatus will be verified through:
Written thirdparty documents provided by the family, suclbidiéng statements
for purchase of auxiliary apparatus, or other evidence of monthly payments or
total payments thawill be due for the apparatus during the upcoming 12 nsonth

Third-party verification form signed by the providdrfamily-provided
documents are not available.

If third-party or document review is not possible, written family certification of
estimaté apparatus costs for the upcoming 12 months

Admin Plan 2/2018 Page7-26



Housing Works 2018Administrative Plan
In addition, the PHA must verify that:
1 The family member for whom the expense is incurred is a person with disabilities (as
described in {1.F above).
1 The expense permits a family member, or members, to werkeEcribed in-6l.E.).
1 The expense is not reimbursed from another source (as describddEr).6
Family Member is a Person with Disabilities

To be eligible for the disability assistance expense deduction, the costs must be incurred for
attendant carer auxiliary apparatus expense associated with a person with disabiliteeBHA
will verify that the expense is incurred for a person with disabilities (SEE.Y.

Family Member(s) Permitted to Work

The PHA must verify that the expenses claimed dgteaable a family member, or members,
(including the person with disabilities) veork.

Housing Works Policy

Housing Workswill requesthird-party verification from aehabilitationagency or
knowledgeable medical professional indicating that the pev#tbrdisabilities 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 (e 6
This documentation may be provided by the family.

If third-party 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 assistance), to
work.

Unreimbursed Expenses

To be eligible for the disability expenses deduction, the costs must not be reimbursed by another
source.

Housing Works Policy

The family will be required to certify that attendant care or auxiliary apparatus expenses
are not pid by or reimbursed to the family from any source.

7-1IV.D. CHILD CARE EXPENSES

Policies related to child care expenses are found in Chaptet.E)6The amount of the
deduction will be verified following the standard verification procedures descrildealri | of
this chapter. In addition, the PHA must verify that:
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The child is eligible for car€l2 or younger)..

The costs claimed are not reimbursed.

The costs enable a family membemtork, actively seek work, or further their education.
The costs aréor an allowable type of child care.

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 (includifogter children)
is under the age of %ee 7II.C.).

= =2 A A

Unreimbursed Expense
To be eligible for the child care deduction, the costs must not be reimbursed by another source.

Housing Works Policy

The family (and the care provider) will be required toifyethat 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 the family has identified as being enabled to
seek work, pursue education, @ drainfully employed, are actually pursuing those activities.

Housing Works Policy

Information to be Gathered

Housing Works will verify information about how the schedule for the claimed activity
relates to the hours of care provided, the time requiretldosportation, 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 member is
enabled to pursue an eligible activity.

Seeking Work

Whenever possible, Housing Works will use documentation from a state or local agency

that monitors workelated requirements (e.g., welfare or unemployment). In such cases
Housing Wor ks wild.l reqguest verification fr
efforts to date and require the family to submit to Housing Works any reports provided to

the other agency.

In the event thireparty verification is not available, Housing Works will provide the
family with a form on which the family member must recordgelrch efforts. Housing
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Works will review this information at each subsequent reexamination for which this
deduction is claimed.

Furthering Education

Housing Workswill request thirgparty documentation teerify that the person permitted
to further his oher education by the child care is enroléed provide information about
the timing of classes for which the person is registéred documentation may be
provided by the family.

Gainful Employment

Housing Workswill seekthird-partyverification of thework 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. The documentation may be provided by taenify.

Allowable Type of Child Care

The type of care to be provided is determined by the family, but must fall within certain
guidelines, as discussed in Chapter 6.

Housing Works Policy

Housing Works will verify that the type of child care selected byahsly is allowable,
as described in Chapter 6116-).

Housing Works will verify that the fees paid to 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 eligiblehild (e.g., prorate costs if some of the care is provided for ineligible
family members).

Housing Works will verify that the child care provider is not an assisted family member.
Verification wil/| be made t hr ounmdymembere head
who are expected to reside in the unit.

Reasonableness of Expenses

Only reasonable child care costs can be deducted.

Housing Works Policy

The actual costs the family incurs wild.l be
standards of reasonabess for the type of care in the locality to ensure that the costs are
reasonable.
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If the family presents a justification for costs that exceed typical costs in the area,
Housing Works will request additional documentation, as required, to support a
detemination that the higher cost is appropriate.
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EXHIBIT 7 -1: SUMMARY OF DOCUMENTATION REQUIREMENTS
FOR NONCITIZENS [HCV GB, pp. 5-9 and 510]

1 All noncitizens claiming eligible status must sign a declaration of eligible immigrant {
on a form acceptable the PHA.

1 Except for persons 62 or older, all noncitizens must sign a verification consent form

1 Additional documents are required based upon the person's status.

Elderly Noncitizens

1 A person 62 years of age or older who claims eligible immigratidussédso must provid
proof of age such as birth certificate, passport, or documents showing receipt ofag8
benefits.

All other Noncitizens

1 Noncitizengthat claim eligible immigration status also must present the applicable U¢
document. Acceptde USCIS documents are listed below.

1 Form k551 Alien Registration Receipt | § Form F94 Arrival-Departure Record with

Card (for permanent resident aliens) no annotation accompanied by:
1 Form 94 Arrival-Departure Record 1 A final court decision granting asylur
annotated with one of the following: (but only if no appeal is k&n);
T AAdmitted as a R 1 A letter from a USCIS asylum officer
Section 2070 granting asylum (if application is filec

Section LO®d or on or aft(_ar 10/1/90) or from a USCIS
district director granting asylum

Section 243(h)o (application filed before 10/1/90);

tayed by Attorn

=]

0w

1 A court decision granting withholding
Parol ed Pursuan of deportation; or
d) (5) of the US

=
—~

1 A letterfrom an asylum officer
granting withholding or deportation (
application filed on or after 10/1/90).

! Form 688 Temporary Resident Card | Form F688B Employment Authorization
annotated fASectionCard annotated #APro
2100 . 12(11)0 or AProvisi

1 A receipt issued by the USCIS indicating that an application for issuance of a replac
document in one of the above I|isted c
entitlement to the document has been iesdifor

1 Other acceptable evidence. If other documents are determined by the USCIS to con
acceptable evidence of eligible immigration status, they will be announced by notice
published in thé-ederal Register
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Chapter 8
HOUSING QUALITY STANDARDS AND RENT R EASONABLENESS
DETERMINATIONS
[24 CFR 982 Subpart | and 24 CFR 982.507]

INTRODUCTION

HUD requires that all units occupied by families receiving Housing Choice Voucher (HCV)
assistance meet HUD's Housing Quality Standards (HQS) and permits the PHA telestabli
additional requirements. The use of the term "HQS" in this plan refers to the combination of both
HUD and PHAestablished requirements.

All units must pass an HQS inspection prior to the approval of adealse least once every 24
monthsduring theterm of the contract, and at other times as needed, to determine that the unit
meets HQS.

HUD also requires PHAs to determine thaits for units under the prograare reasonable
when compared to comparable unassisted units in the market area.

This chaper explains HUD and PHA requirements related to housing quality and rent
reasonableness as follows:

Part I. Physical StandardEhis part discusses the physical standards required of units
occupied by HCVassisted families and identifies decisions abloatacceptability of the

unit that may be made by the family based upon the family's preference. It also identifies
life-threatening conditions that must be addressed on an expedited basis.

Part Il. The Inspection Proceshis part describes the types n$pections the PHA will
make and the steps that will be taken when units do not meet HQS.

Part Ill. Rent Reasonableness Determinatidhss part discusses the policies the PHA
will use to make rent reasonableness determinations.

Special HQS requirementsr homeownership, manufactured homes, and other special housing
types are discussed in Chapter 15 to the extent that they apply in this jurisdiction.

PART I: PHYSICAL STANDARDS

8.I.LA. GENERAL HUD REQUIREMENTS
HUD Performance and Acceptability Standards

HUD's performance and acceptability standards for HGSSisted housing are provided in
24 CFR 982.401. These standards cover the following areas:

T Sanitary facilities
Food preparation and refuse disposal

1
1 Space and Security
1 Thermal Environment

Admin Plan 2/2018 Page8-1



Housing Works 2018Administrative Plan
lllumination andelectricity
Structure and materials
Interior Air Quality
Water Supply
Leadbased paint
Access
Site and neighborhood

= =/ =4 =4 4 4 -4 -4

Sanitary condition
1 Smoke Detectors

A summary of HUD performance criteria is provided in Exhibit. dditional guidance on
these requiremmds is found in the following HUD resources:

1 Housing Choice Voucher Guidebook, Chapter 10.
T HUD Housing Inspection Manual for Section 8 Housing

1 HUD Inspection Form, form HU2580 (3/01) and Inspection Checklist, form
HUD-52580A (9/00)

T HUD Notice 203-31, Accessibility Notice: Section 504 of the Rehabilitation Act of 1973;
the Americans with Disabilities Act of 1990; the Architectural Barriers Act of 1968 and the
Fair Housing Act of 1988.

Tenant Preference Items

HUD requires the PHA to enforce minimum HQ& klsorecognizeghat certain judgments
aboutthe acceptabilityof the unit ardeft to the family. For example, the PHA must ensure that
the unit contains the required sanitary facilities, but the family decides whether the cosmetic
appearancef the failities is acceptable. Exhibit8 summarizes those items that are considered
tenant preferences.

Modifications to Provide Accessibility

Under the Fair Housing Act of 1988 an owner must not refuse the request of a family that
contains a person with a diskty to make necessary and reasonable modifications to the unit.
Such modifications are at the family's expense. The owner may require restoration of the unit to
its original condition if the modification would interfere with the owner or next occugdaltt's
enjoyment of the premises. The owner may not increase a customarily required security deposit.
However, the landlord may negotiate a restoration agreement that requires the family to restore
the unit and, if necessary to ensure the likelihood obratbn, may require the tenant to pay a
reasonable amount into an interest bearing escrow account over a reasonable period of time. The
interest in any such account accrues to the benefit of the tenant. The owner may also require
reasonable assurancestttiee quality of the work will be acceptable and that any required

building permits will be obtained.[24 CFR 100.203; Notice 280B

Modificationsto unitsto provide access for a person watldisability must meet all applicable
HQSrequirements and céorm to the esign, construction, or alteration of facilities contained in
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the UFAS and the ADA Accessibility Guidelines (ADAAG) [28 CFR 35.151(c) and Notice
200331] See Chapter 2 of this plan for additional information on reasonable accommodations
for pesons with disabilities.

Housing Works Policy

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

8.1.B. ADDITIONAL LOCAL REQUIREMENTS

The PHA may imposeariations to the HQ&s long as the additional criteria are not likely to
adversely affect the health or safety of participant families or severely restrict housingfahoice
families HUD approval is required fovariations to the HQSHUD approval is ot required if
thevariationsare clarifications of HUD's acceptability criteria or performance stanf24dSFR
982.401(a)(4)]

Thermal Environment [HCV GB p.10-7]

The PHA must define a fAhealthy living bgnviron
establishing a temperature that the heating system must be capable of majntaihiag
appropriate for the local climate.

Housing Works Policy

The heating system must be capable of maintaining an interior temperature of 68 degrees
Fahrenheit betwen October 1 and May 1.

Oregon State Law requires carbon monoxide alarms for all rental dwellings with or
within structures containing carbon monoxide sources.

Clarifications of HUD Requirements
Housing Works Policy

As permitted by HUD, Housing Works hadopted the following specific requirements
that elaborate on HUD standards.

Walls

In areas where plaster or drywall is sagging, severely cracketherwise
damaged, it must be repaired or replaced.

Any exterior or interior surfaces with peeling ormhing paint must be scraped
and painted with two coats of unleaded paint or other suitable material.

All walls in a tub or shower area must be covered with ceramic tile or other
material that is impervious to water to prevent water damage and eventual
deteioration.

Windows

Window sashes must be in good condition, solid and intact, and properly fitted to
the window frame. Damaged or deteriorated sashes must be replaced.
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Windows must be weathstripped as needed to ensure a wedilt seal.
Window screea must be in good condition (applies only if screens are present).
Doors

All exterior doors must be weathight to avoid any air or water infiltration, be
lockable, have no holes, have all trim intact, and have a threshold.

All exterior doors must havearking locks and door jams that are sturdy and do
not effect the integrity of the locking mechanism.

All interior doors must have no holes, have all trim intact, anolee able
without the use of a key.

Floors

All wood floors must be sanded to a smoaihface and sealed. Any loose or
warped boards must be-secured and made level. If they cannot be leveled, they
must be replaced.

All floors must be in a finished state (no plywood). Raw wood or unsealed
concrete is not permitted.

All floors should haveame type of base shoe, trim, or sealing for a "finished
look." Vinyl baseshoe is permitted

Sinks

All sinks and commode water lines must have shut off valves, unless faucets are
wall mounted.

All sinks must have functioning stoppers.
Toilets

All worn or cracked toilet seats and tank lids must be replaced and toilet tank lid
must fit properly.

Security

If window security bars or security screens are present on emergency exit
windows, they must be equipped with a quick release system. The owner is
responsike for ensuring that the family is instructed on the use of the quick
release system.

Smoke Detectors
Owners are responsible for providing and replacing old batteries for battery

powered units. Tenants will be instructed not to tamper with smoke detectors
remove batteries.
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Bedrooms

Bedrooms in basements or attics are not allowed unless they meet local code
requirements and must have adequate ventilation and emergency exit capability.

8.1.C. LIFE THREATENING CONDITIONS [24 CFR 982.404(a)FR Notice 1/1817]

HUD requires the PHA to define life threatening conditions and to notify the owner or the family
(whichever is responsible) of the corrections required. The responsible party must correct life
threatening conditions within Z#burs of PHA notification.

Housing Works Policy

The following are considered life threatening conditions:
Any condition that jeopardizes the security of the unit

Major plumbing leaks or flooding, aterlogged ceilingr floor in imminent
danger of falling

Naturalor LPGgasor fueloil leaks
Any dectrical problenor condition thatould result in shock or fire

Absence of a working heating syste&rhen outside temperature is bel6®
degrees Fahrenheit

Utilities not in serviceincluding norunning hot water
Conditions that presethe imminent possibility of injury
Obstacls thatpreventsafeentrance or exitrom the unit
Absence of dunctioning toild in the unit

Inoperable smoke detectors

If an owner fails to correct life threatening conditions as required by the Housirg Wor
the housing assistance payment will be abated and the HAP contract will be terminated.
See 8II-G.

If a family fails to correct a family caused life threatening condition as required by
Housing Wor ks, Housing Wor ks .Be@lHt er mi nat e

The owner will be required to repair an inoperable smoke detector unless Housing Works
determines that the family has intentionally disconnected it (by removing batteries or
other means). In this case, the family will be required to rejpaismoke detector within
24 hours.

8-1.D. OWNER AND FAMILY RESPONSIBILIT IES [24 CFR 982.404]

Family Responsibilities

The family is responsible for correcting the following HQS deficiencies:
1 Tenantpaid utilities not in service
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1 Failure to provide or maintaiappliance®wned by the family

1 Damage to the unit or premises caused by a household member or guest beyond
normal wear and tedose results in a breach of the HQSormal wear and
tear" is defined as items which could not be charged against the'sessmirity
deposit under state law or court practice.

Owner Responsibilities

The owner is responsible for all HQS violations not listed as a family responsibility above, even

if the violation is caused by the family's living habits (e.g., vermin infestatHowever, if the

family's actions constitute a serious or repeated lease violation the owner may take legal action to
evict the family.

8-1-E. SPECIAL REQUIREMENTS FOR CHILDREN WITH ENVIRONMENTAL
INTERVENTION BLOOD LEAD LEVEL [24 CFR 35.1225FR Notice 1/13/17

If a PHA is notified by a public health department or other medical health care provider, or
verifies information from a source other than a public health department or medical health care
provider, that a child of less than 6 years of agendivih an HCV\assisted unit has been

identified as having an environmental intervention blood lead level, the PHA must complete a
risk assessment of the dwelling unit within 15 calendar days after being notified by a public
health department or other medibaalth care provider. The risk assessment must be completed
in accordance with program requirements, and the result of the risk assessment must be
immediately provided to the owner of the dwelling unit. In cases where the public health
department has &lady completed an evaluation of the unit, this information must be provided to
the owner.

Within 30 days after receiving the risk assessment report from the PHA, or the evaluation from

the public health department, the owner is required to complete thaicedof identified lead

based paint hazards in accordance with thetesgd paint regulations [24 CFR 35.1325 and
35.1330]. If the owner does not complete the
in violation of HQS and the PHA will takaction in accordance with Sectiohl &.

PHA reporting requirements, and data collection and record keeping responsibilities related to
children with an environmental intervention blood lead level are discussed in Chapter 16.
8-1-F. VIOLATION OF HQS SPA CE STANDARDS [24 CFR 982.40124 CFR 982.403]

A dwelling unit must:

1 Provide adequate space and security for the family

1 Have at least one bedroom or living/sleeping room for each two persons

A unit that does not meet these HQS space standards is defimestraewded

A living room may be used as sleeping (bedroom) space, but no more than two persons may
occupy the space [HCV GB p.-B). A bedroom or living/sleeping room must have at least:

7 One window
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T Two electrical outlets in proper operating conditioar(panent overhead or watiounted
light fixtures may count as one of the required electrical outlets)

If the PHA determines that a unit does not meet the HQS space standards because of an increase
in family size or a change in family composition, the Pidést issue the family a new voucher,

and the family and PHA must try to find an acceptable unit as soon as pdésiblacceptable

unit is available for rental by the family, the PHA must terminate the HAP contract in

accordance with its terms

PART II: THE INSPECTION PROCESS

8-1lLA. OVERVIEW [24 CFR 982.405]
Types of Inspections

The PHA conducts the following types of inspections as needed. Each type of inspection is
discussed in the paragraphs that follow.

T Initial Inspections The PHA conducts initiahspections in response to a request from the
family to approve a unit for participation in the HCV program.

T Annual InspectioriBiennial HUD requires the PHA to inspect each umtler leasat least
annually or biennially, depending on PHA policy, to foon that the unit still meets HQS.
The inspection may be conducted in conjunction with the family's annual reexamination but
also may be conducted separately.

T Special Inspection® special inspection may be requested by the owner, the family, or a
third party as a result of problems identified with a unit between annual inspections.

T MoveOut Inspections:Housing Worksmay conduct anoveout inspection if requested by
the landlord or the tenant.

T Quality Control InspectionsHUD requires that a sample wfits beinspected by a
supervisor or other qualified individual to evaluate the work of the inspector(s) and to ensure
that inspections are performed in compliance with the HQS

Inspection of PHA-Owned Units [24 CFR 982.352(b)]

The PHA must obtain the séces of an independent entity to perform all HQS inspections

cases where an HCV family is receiving assistance in a-8ifed unit. A PHAowned unit is

defined as a unit that is owned by the PHA that administers the assistance under the consolidated
ACC (including a unit owned by an entity substantially controlled by the PHA). The independent
agency must communicate the results of each inspection to the family and the PHA. The
independent agency must be approved by HUD, and may be the unit of geredrgbleernment

for the PHA jurisdiction (unless the PHA is itself the unit of general local government or an
agency of such government).

Inspection Costs[Notice PIH 2016-05]

The PHA may not charge the family fanit inspections or reinspections [24 CB&2.405(g].
In the case of inspections of PHbAvned units, the PHA may compensate the independent
agency from ongoing administrative fee for inspections performed. The PHA and the
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independent agency may not charge the family any fee or charge for teetimsp24
CFR.982.352(b)].

The PHA may not charge the owrier the inspection of the unit prior to tivétial term of the

lease or for a firshspection during assisted occupancyhef unit. However, the PHA may

charge a reasonable fee to owners éamgpections in two situations: when the owner notifies the
PHA that a repair has been made but the deficiency has not been corrected, and when the time
for repairs has elapsed and the deficiency has not been corrected. Fees may not be imposed for
tenantcaused damages, for cases in which the inspector could not gain access to the unit, or for
new deficiencies discovered during a reinspection.

The owner may not pass the cost of a reinspection fee to the family. Reinspection fees must be
added t o dmimistrativeHe® deserves and may only be used for activities related to the
provision of tenanbased assistance.

Housing Works Policy

Housing Workswill not chargea fee for failed reinspections.

Notice and Scheduling

The family must allow the PHA to spect the unit at reasonable times with reasonable notice
[24 CFR 982.551(d)]

Housing Works Policy

Both the family and the owner will be given reasonable notice of all inspections.
Reasonable notice is considered to be 14 business days for bienniabatyocgontrol
inspections, 24 to 48 hours for special inspections and 24 hours for inspections involving
a life threatening condition. #pections may be scheduled betw@&® a.m. and 6:00

p.m. to accommodate working families, but will generally be dakerd betwee8:00

a.m. and 5:00 p.m.Generally inspections will be conducted on business dayslanly.

the case of a life threatening emergency, Housing Works will give as much notice as
possible, given the nature of the emergency via email, fax ordedveéry if possible.

Owner and Family Inspection Attendance

HUD permits the PHA to set policy regarding family and owner presence at the time of
inspection [HCV GB p. 127].

Housing Works Policy

When a family occupies the unit at the timanspectionan adult family member (18
year or older) must be present for the inspection. The presence of the owner or the
owner's representative is encouraged but is not required.

At initial inspection of a vacant unit, Housing Works will inspect the unit in theepiee
of the owner or owner's representatiVhe presence offamily representative is
permitted but is not required.

8-11. B. INITIAL HQS INSPECTION [24 CFR 982.401(a)]
Initial Inspections [FR Notice 1/18/17]
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The PHA maybut is not required t@pprose assisted tenancy and start HAP if the unit fails

HQS inspection, but only if the deficiencieentifiedare nonlife-threateningFurther, the PHA

may, but is not required to, authorize occupancy if a unit passed an alternative inspection in the
last 24 months.

Housing Works Policy

The unit must pass the HQS inspection on or before the effective date of the
HAP contract.

Housing Workswill not rely on alternative inspections and will conduct an HQS
inspection for each unit prior to executing a HAP cacttwith the owner.

Timing of Initial Inspections

HUD requires PHAs with fewer than 1,250 budgeted units to complete the initial inspection,
determine whether the unit satisfies HQS, and notify the owner and the family of the
determination within 15 dayd submission of the Request for Tenancy Approval (RTA). For
PHAs with 1,250 or more budgeted units, to the extent practicable such inspection and
determination must be completed within 15 days 15day period is suspended for any period
during which theunit is not available for inspection [982.305(b)(2)].

Housing Works Policy

Housing Works will complete the initial inspection, determine whether the unit satisfies
HQS, and notify the owner and the family of the determination within 15 days of
submissiorof the Request for Tenancy Approval (RTA).

Inspection Results and Reinspections
Housing Works Policy

If any HQS violations are identified, the owner will be notified of the deficiencies and be
given a time frame to correct them. If requested by the owmetime frame for

correcting the deficiencies may be extended by Housing Works for good cause. Housing
Works will re-inspect the unit within 5 business days of the date the owner notifies
Housing Works that the required corrections have been made.

If the time period for correcting the deficiencies (or Housing Wagkzroved extension)

has elapsed, or the unit fails HQS at the time of the reinspection, the PHA will notify the
owner and the family that the unit has been rejected and that the family amat foe

another unit. The PHA may agree to conduct a second reinspection, for good cause, at the
request of the family and owner.

Following a failed reinspection, the family may submit a new Request for Tenancy
Approval for the unit if the family has nédund another unit by the time the owner
completes all repairs and the family continues to wish to live in the unit.

Utilities
Generally, at initial leasap the owner is responsible for demonstrating that all utilities are in
working order including thee utilities that the family will be responsible for paying.
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Housing Works Policy

If utility service is not available for testing at the time of the initial inspection, Housing
Workswill allow the utilities to be placed iserviceafter the unit hametall other HQS
requirements. Housing Works will reinspect the unit to confirm that utilities are operation

before the HAP contract is executed by the PHA

Appliances (Form HUD-52580)
Housing Works Policy

If the family is responsible for supplying the stoaed/or refrigeratqgiHousing Works

will allow the stove and refrigerator to be placed in the unit after the unihétal other
HQSrequirements. The required appliances must be in place before the HAP contract is
executed by the Housing Works. Housitvgrks will execute the HAP contract based

upon a certification from the family that the appliances have been installed and are
working. A confirmatory inspection will be scheduled within 30 days of HAP contract
approval.

8.11.C. ANNUAL /BIENNIAL HQS INSPECTIONS [24 CFR 982.405; 982.406, Notice PIH
2-16-05]

Housing Works Policy

Each unit under HAP contract must be inspected withim@dths of the last full HQS
inspection Housing Works will not rely on alternative inspection standards.

Scheduling the Insgction
Housing Works Policy

If an adult family member cannot be present on the scheduled date, the family should

request that Housing Works reschedule the inspection. Housing Works and the family
will agree on a new inspection date that generally shok&gkace within 5 business

days of the originalhscheduled date. Housing Works may schedule an inspection more
than 5 business days after the original date for good cause.

If the family misses the first scheduled appointment without requesting a newtiospe

date, Housing Works will automatically schedule a second inspection. If the family

misses two scheduled inspections Housing Works approval, Housing Wdrksnsider

the family to have violatets dbligationto make the unit available for inspexti This

may result in ter minaibacomrmancefwitthdper1l2.ami | yos

8-11.D. SPECIAL INSPECTIONS [24 CFR 982.405(g)]

If a participant or government official reports adifeeeatening condition which the owner would
be required toepair within 24 hours, the PHA must inspect the unit within 24 hours of
notification. If the reported condition is not kfbreatening, the PHA must inspect the unit
within 15 days of notification.
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Housing Works Policy

During a special inspection, HougilVorks generally will inspect only those deficiencies
that were reported. However, the inspector will record any additional HQS deficiencies
that are observed and will require the responsible party to make the necessary repairs.

If the annual inspectiohas been scheduled or is duighin 90 daysof the date the
special inspection is scheduled Housing Works may elect to conduct a full annual
inspection.

8-11. E. QUALITY CONTROL INSPECTIONS [24 CFR 982.405(b), HCV GB p. 1482]

HUD requires a PHA supervisor other qualified person to conduct quality control inspections
of a sample of units to ensure that each inspector is conducting accurate and complete
inspections and that there is consistency in the application of the HQS.

The unit sample must include gninits that have been inspected within the preceding 3 months.
The selected sample will include (1) each type of inspection (initial, annual, and special), (2)
inspections completed by each inspector, and (3) units from asgossn of neighborhoods.

8.1I.LF. INSPECTION RESULTS AND REINSPECTIONS FOR UNITS UNDER HAP
CONTRACT
Notification of Corrective Actions

The owner and the family will be notified in writing of the results of all inspections. When an
inspection identifies HQS failures, the PHA willtdemine (1) whether or not the failure is a life
threatening condition and (2) whether the family or owner is responsible.

Housing Works Policy

Whenlife threatening conditions are identified, Housing Works will immediately notify
both parties by telephenfacsimile, or email. The corrective actions must be taken
within 24 hours of Housing Worksod notice.

When failures that are not life threatening are identified, Housing Works will send the
owner and the family a written notification of the inspecticsults within 5 business
days of the inspection with the time frame within which the failure must be corrected.
Generally not more than 30 days will be allowed for the correction.

The notice of inspection results will inform the owner that if life thréatpoonditions

are not corrected within 24 hours, and e threatening conditions are not corrected

within the specified time frame (or any HousingWeeke pr oved ext ensi on) ,
HAP will be abated in accordance Housing Works policy (sB&38). Likewise, in the

case of family caused deficiencies, the notice will inform the family that if corrections are

not made within the specified time frame (or any Housing Wagfmoved extension, if
applicable) the f ami |l yiascordance Hausing Worlks wi | | b
policy (see Chapter 12).

Extensions

For conditions that are lifthreatening, the PHA cannot grant an extension to the 24 hour
corrective action period. For conditions that are noithfeatening, the PHA may grant an
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exceptia to the required time frames for correcting the violation, if the PHA determines that an
extension is appropriate [24 CFR 982.404].

Housing Works Policy

Extensions will be granted in cases where the Housing Works has determined that the
owner has madegood faith effort to correct the deficiencies and is unable to for reasons
beyond the ownero6s control. Reasons may 1in

A repair cannot be completed because required parts or services are not available.
A repair cannot be compkr because of weather conditions.

A reasonable accommodation is needed because the family includes a person with
disabilities.

The length of the extension will be determined on a case by case basis, hat will
exceed0days except in the case of dgtacaused by weather conditiois the case of
weather conditions, extensions may be continued until the weather has improved
sufficiently to make repairs possible. The necessary repairs must be made within 15
calendar days, once the weather conditione lsaibsided.

Reinspections
Housing Works Policy

Housing Works will conduct a reinspection immediately following the end of the
corrective period, or Housing Works approved extension.

The family and owner will be given reasonable notice of the reinspegtiomintment. If

the deficiencies have not been corrected by the time of the reinspection, Housing Works

will send a notice of abatement to the owner, or in the case of family caused violations, a
notice of termination to the family, in accordance with slog Works policieslf

Housing Works is unable to gain entry to the unit in order to conduct the scheduled
reinspection, Housing Workaill consider the family to have violatets dbligationto

make the unit available for inspection. This may resukintmi nat i on of t he f
assistancen accordance witiChapter 12.

8.11.G. ENFORCING OWNER COMPLIANCE

If the owner fails to maintain the dwelling unit in accordanith HQS,the PHA must take
prompt and vigorous action to enforce tvener obligations.

HAP Abatement

If an owner fails to correct HQS deficiencies by the time specified by the PHA, HUD requires
the PHA to abate housing assistance payments no later than the first of the month following the
specified correction period (including any approeatension) [24 CFR 985.3(f)No retroactive
payments will be made to the owner for the period of time the rent was aDateel rents are

not abated as a result of HQS failures that are the family's responsibility.
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Housing Works Policy

Housing Works wilmake all HAP abatements effective the first of the month following
the expiration of Housing Works specified correction period (including any extension).

Housing Works will inspect abated units within 5 business days of the owner's
notification that thevork has been completed. Payment will resume effective on the day
the unit passes inspection.

During any abatement period the family continues to be responsible for its share of the rent. The
owner must not seek payment from the family for abated amandtsay not use the abatement
as cause for eviction.

HAP Contract Termination

The PHA must decide how long any abatement period will continue before the HAP contract
will be terminated. The PHA should not terminate the contract until the family findsesnaotit,
provided the family does so in a reasonable time [HCV GB {291@nd must give the owner
reasonable notice of the terminatidie PHA will issue a voucher to permit the family to move
to another unit as described in Chapter 10.

Housing Works Policy

The maximum length of time that a HAP may be abated is 90 days. However, if the
owner completes corrections and notifies Housing Works before the termination date of
the HAP contract, Housing Works may rescind the termination notjt¢ tifie famiy

still resides in the unit and wishes to remain in the unit and (2) the unit passes inspection.

Reasonable notice of HAP contract termination by Housing Works is 30 days.

8.1I.H. ENFORCING FAMILY COMPLIANCE WITH HQS [24 CFR 982.404(b)]

Families are respsible forcorrecting anyHQS violationdisted in paragrapB.I.D. If the
family fails to correct a violation within the period allowed by the PHA (and any extensions), the
PHA will terminate the familyds aGhadtesi2ance, a

If the owner carries out a repair for which the family is responsible under the lease, the owner
may bill the family for the cost of the repair.

PART lll: RENT REASONABL ENESS[24 CFR 982.507]

8-1ll.LA. OVERVIEW

Except in the case of certainHTC and HOMEassisted units, no HAP contract can be

approved until the PHA has determined that the rent for the unit is reasonable. The purpose of

the rent reasonableness test is to ensure that a fair rent is paid for each unit rented under the HCV
program

HUD regulations define a reasonable rent as one that does not exceed the rent charged for
comparable, unassisted units in the same market area. HUD also requires that owners not charge
more for assisted units than for comparable units on the premissgart explains the method

used to determine whether a unitdés rent is re
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PHA-Owned Units [24 CFR 982.352(b)]

In cases where an HCV family is receiving assistance in a&i#ed unit, the PHA must

obtain the services of an independent entityeti@ignine rent reasonableness in accordance with
program requirements, and to assist the family in negotiating the contract rent when the family
requests assistance. A PHivned unit is defined as a unit that is owned by the PHA that
administers the assistee under the consolidated ACC (including a unit owned by an entity
substantially controlled by the PHA). The independent agency must communicate the results of
the rent reasonableness determination to the family and the PHA. The independent agency must
beapproved by HUD, and may be the unit of general local government for the PHA jurisdiction
(unless the PHA is itself the unit of general local government or an agency of such government).

8-111.B. WHEN RENT REASONABL ENESS DETERMINATIONS ARE REQUIRED
Owner-Initiated Rent Determinations

The PHA must make a rent reasonableness determination at initial occupancy and whenever the
owner requests a rent adjustment.

The owner and family first negotiate the rent for a unit. The PHA (or independent agency in the
cae of PHAowned units) will assist the family with the negotiations upon request. At initial
occupancy the PHA must determine whether the proposed rent is reasonable before a HAP
Contract is signed. The owner must not change the rent during the initeatéeas Subsequent
requests for rent adjustments must be consistent with the lease between the owner and the family.
Rent increases will not be approved unless any failed items identified by the most recent HQS
inspection have been corrected.

Housing Works Policy

After the initial occupancy period, the owner may request a rent adjustment in accordance
wi t h t he oFarmeatrinéreaselregestseafter initial leapeHousing Works

may request owners to provide information about the rents chargethésrunits on the
premises, if the premises include more than 4 uimitsvaluating the proposed rents in
comparison to other units on the premisesising Workswill consider unit size and

length of tenancy in the other units.

Housing Works will deteaninewhetherthe requested increase is reasonaliiein 10
business days of receiving the request from the owiner owner will be notifiedf the
determinationin writing.

All rents adjustmestwill be effectivethefirst of the montHollowing 60 daysafter
Housing Worksé receipt of the owner6s requ
whichever is later.

PHA- and HUD-Initiated Rent ReasonalbenessDeterminations

HUD requires the PHA to make a determination of rent reasonableness (even if thbasvner
not requested a change) if there is a 10 percent decrease in the fair market rent that goes into
effect at least 60 days before the contract anniversary date. HUD also may direct the PHA to
make a determination at any other time. The PHA may decite tiew determination of rent
reasonableness is needed at any time.
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Housing Works Policy

In addition to the instances described above, Housing Works will make a determination
of rent reasonableness at any time after the initial occupancy period if: (4)ngou

Works determines that the initial rent reasonableness determination was in error or (2)
Housing Works determines that the information provided by the owner about the unit or
other units on the same premises was incorrect.

LIHTC - and HOME-Assisted Unts [24 CFR 982.507(c)]

For units receivinglow ncome housing tax credits (LIHTCs)
HOME Investment Partnerships (HOME) Program, a rent comparison with unassisted units is

not required if the voucher rent does not exceed titsfoe other LIHTG or HOME-assisted

units in the project that are not occupied by families with tebhaséd assistance.

For LIHTCs, if the rent requested by the owner does exceed the LIHTC rents fooundrer
families, the PHA must perform a rent coangbility study in accordance with program
regulations. In such cases, the rent shall not exceed the lesser of: (1) the reasonable rent as
determined from the rent comparability study; or (2) the payment standard established by the
PHA for the unit size wolved.

8-1ll. C. HOW COMPARABILITY IS ESTABLISHED
Factors to Consider

HUD requires PHAs to take into consideration the factors listed below when determining rent
comparability. The PHA may use these factors to make upward or downward adjustments to the
rents of comparison units when the units are not identical to the-a3isted unit.

1 Location and age

1 Unit size including the number of rooms and square footage of rooms

1 The type of unit including construction type (e.g., single family, duplex, gardesrjdew
high-rise)

1 The quality of the units including the quality of the original construction, maintenance and
improvements made.

1 Amenities, services, and utilities included in the rent

Units that Must Not be Used as Comparables

Comparable units must repesd unrestricted market rents. Therefore, units that receive some
form of federal, state, or local assistance that imposes rent restrictions cannot be considered
comparable units. These include units assisted by HUD through any of the following programs:
Section 8 projecbased assistance, Section 236 and Section 221(d)(3) Below Market Interest
Rate (BMIR) projects, HOME or Community Development Block Grant (CDBG) program
assisted units in which the rents are subsidized; units subsidized through feakeyabr $ocal

tax credits; units subsidized by the Department of Agriculture rural housing programs, and units
that are rentontrolled by local ordinance.
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Note: Notice PIH 2Q1-46, issued May 10, 2010, provides further guidance on the issue of what
consttutes an assisted unit.

Rents Charged for Other Units on the Premises

The Request for Tenancy Approval (HLH2517) requires owners to provide information, on the
form itself, about the rent charged for other unassisted comparable units on the prehsses if t
premises include more than 4 units.

By accepting the PHA payment each month the owner certifies that the rent is not more than the
rent charged for comparable unassisted units on the premises. If asked to do so, the owner must
give the PHA informationagarding rents charged for other units on the premises.

8-11l.D . PHA RENT REASONABLENESS METHODOLOGY

How Market Data Is Collected

Housing Works Policy

Housing Works uses the Go Section 8 Software that will collect and maintain data on
market rents in Hoursg Works' jurisdiction. Information sources include newspapers,
realtors, market surveys, inquiries of owners and other available sources. The data will be
maintained by bedroom size and market areas. Market areas may be defined by zip codes,
census tragineighborhood, and identifiable natural or rmade boundaries. The data

will be updated on an ongoing basis and rent information that is more than 12 months old
will be eliminated from the database.

How RentsAre Determined
Housing Works Policy

Therentfor a unit proposed for HCV assistance will be compared to the rent charged for
comparable units in the same market arEusing Works will develop a range of prices

for comparable units by bedroom size within defined market areas. Units proposed for
HCYV assistance will be compared to the units within this rent range. Because units may
be similar, but not exactly like the unit proposed for HCV assistance, Housing Works
may make djustmentdo the range of prices to account for these differences.

The adjstment must reflect the local market. Not all differences in units require
adjustments (e.g., the presence or absence of a garbage disposal may not affect the rent in
some market areas).

Adjustments may vary by unit type (e.g., a second bathroom mayigevadoable in a
threebedroom unit than in a twbedroom).

The adjustment must reflect the rental value of the differBmee its construction costs
(e.g., it might cost $20,000 to put on a new roof, but the new roof might not make any
difference in whaa tenant would be willing to pay because rents units are presumed to
have functioning roofs).

When a comparable project offers rent concessions (e.qg., first monfheesndr reduced
rent) reported monthly rents will be adjusted accordingly. For ebeanfija comparable
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